L WASHINGTON STATE DEPARTMENT OF
di L ICENSING

How to Manage User Logons in TAP
(Master Access Type Users Only)
Welcome to the Washington State Department of Licensing Prorate and Fuel Tax Services Taxpayer
Access Point (TAP). The account information contained in this document is completely fictitious and is

intended for instructional purposes only.

Please disable the pop-up blocker settings on your computer to allow pop-ups from the TAP website.

These instructions are for established TAP customers who would like to edit web user’s
access type (Master, Account Manager or View), edit user access, or change the
default settings for establishing additional users.

Depending on which browser has been set as the default, screen images may appear slightly different than
those included in these instructions.

Manage Logons Process
Only the user with Master Access on the account is able to manage logons.

Once an additional user appears as a logon (overnight process), you will be able to view and edit their
access level.
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Instructions for Managing User Logons

Log into Taxpayer Access Point (TAP).

Note: For more information on how to log into your TAP account, see How to log into TAP.

Home

Back

View Support ID

= My Accounts

TAP Help

TAP How-To Videas

TAP Fraquently Asked

Questions

A axpayer

FT SAMPLE

Names And Addresses

CIWantTo...)

Prorate and Fuel Tax Services

Federsl Emplayer |0

My Balancs

444444444

VienFrofie 40—

[Vsks a Fayment
Register a Mew Account

Y e History! Messages’ [Letters?

My Accounts 0
My Accounts
Account Account Type Mame Frequency | Address Balanc= Status
007ED01-RE01 Unlicensad Refund | FT SAMPLE Rfn Monthly 123 SAMPLE 5T OLYMPLA W 0,00 Active
007EDI-FD Fuel Distributor FT SAMPLE Monthly 123 SAMPLE ST OLYMPLA W 000 Active
0073001-RA01 Unlicens=d Refund . FT SAMPLE Rfn Monthly 123 SAMPLE ST OLYMPLA We 0.00 Active
0073001-FC Fuel Carmier FT SAMPLE Morthly 123 SAMPLE ST OLYMPLA W 0.00 Active
007EDI1-FTO Fuel Terminal FT SAMPLE Monthly 123 SAMPLE ST OLYMPLA W 0,00 Active
0073001-FE Fuel Blendsr FT SAMPLE Morthly 123 SAMPLE ST OLYMPLA W 0.00 Active
007E001-RM01 Unlicens=d Refund | FT SAMPLE Rfn Montily 123 SAMPLE ST CLYMPLA W2 0.00 Active
007EDI1-Fa Aireraft Fuel Distribe FT SAMPLE Monthly 123 SAMPLE ST OLYMPLA W G250 Active
0075001 IFTA FT SAMPLE Cusnsry 123 SAMPLE ST OLYMPLA W 0.00 Active
007Eh1-1201 IRP Flest FT SAMPLE Promte Fisc 123 SAMPLE ST OLYMPLA W 000 Active
10 Rows

dolwa gov | Contact Us | About Us | Survey | Mare About TAP | Copyright © 2015

Under | Want To..., click on View Profile.
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http://www.dol.wa.gov/vehicleregistration/docs/TAP-how-to-log-into-tap.pdf

A axpayer Prorate and Fuel Tax Services

dl

Profile ( 1 Want To, >

Wieb Name :test Wizw Accounts
Home Phons 1 e Update Pfﬂﬂ_E
Phorns 2 | Change My Fazsword
. Cancel My Onling Access
Back Email

Add an Additional Usermame

Grant Azcess o My Accounts

View Support 1D Auth Email E Ragquest Access to Ancther User's Account
Distributs Azcess to My Third Party Accounts

Manage Payment Options Third Party Payment Options Manage Logons
My Accounts \ My Accounts Access Settings

Question : Inwhat city were you bom?

Navigation

= Profile My Logons Hide History | Filter

YWeb Logon ¥eb Name Has Access

TAP Help fitest test Master L Aciive
sample jane doe Aecount Manager Ld Acsive
sample2 sampleZ Aecount Manager Ld At

TAP How-To Videas F ¢ e !ue
samplad sampled ‘fizw Oty td Aotive
sampled sampled Aecount Manager L4 Acsive

TAP Frequently Asked
Questions

dol.wa.gov | Contact Us | About Us | Survey | More About TAP | Copyright & 2015

Click Manage Logons tab, Logons sub tab. Here you can view Users Web Logon, Web Name, Type of
Access, and Status (Active/lnactive).

i axpayer Prorate and Fuel Tax Services
y:NCccess
doint d!-

EEED T I Want To...

[¢ Edi( Access TYE ;) View Accounts

Home Update Profile
sample Change My Password
Cancel My Online Access
Back Access Type Add an Additional Usemame
Active Grant Access to My Accounts

View Support Request Access to Another User's Account

Account Manager

Master

Distribute Access to My Third Party Accounts

Navigation

View Only

rrina oy 1 ayment Options Manage Logons

i DS My Accounts Access Settings

» Profile My Logons
Web Logon ‘Web Name Has Access

fitest test Master bl Active /

sample Jane Doe Account Manager 4 Active

TAP How-To Videos sample2 sample2 Account Manager 4 Active
sample3 sample3 Account Manager 4 Active

TAP Frequently Asked sampled sampled Account Manager Ld Active

Questions 5 Rows

dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015

When you click the user’s status hyperlink (Active/Inactive), a pop up box will appear providing you
with the option to edit the access type or make the web logon Active or Inactive.
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Ed't Access Type .

| Account Manager ‘

Edit Access Type
Master

sample View Only
Access Type | e agel HA/

Active |«

You can edit the Access Type (Master, Account Manager, or View Only), using the drop down menu:

e Master - Only one allowed per TAP account.
e Account Manager (System default) - Multiple people can be set up as Account Manager.
e View Only - Multiple people can be set up as View Only.

You can change the status (Active/lInactive) by clicking the box to remove or add the checkmark.

The table below outlines the permission level of each account type.

Master Account Manager View

View Accounts X

Update Profile

Change my Password

X
X
X
X

Cancel My Online Access

Add an Additional Username

Grant Access to My Accounts

Request Access to Another User’s Account

x| X| X| X| X| X| X

Distribute Access to My Third Party Accounts

If you want to assign someone else as the Master:

e while logged on as Master, change Access Type from Master to Account Manager for yourself;
and

e without logging out, change the person you want to be Master to Master Access Type.

Click Ok.
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My Accounts Access (Add additional accounts for user or edit access level)

il axpayer

Prorate and Fuel Tax Services

dl

Home

Back

View Support ID
My Accounts

» Profile

TAP How-To Videos

TAP Frequently Asked
Questions

| Want To...

Web Name
Phone 1
Phone 2
Email
CQuestion
Auth Email

o test
e

c st

© Inwhat city were you born?

View Accounts

Update Profile

Change My Password

Cancel My Online Access

Add an Additional Username

Grant Access fo My Accounts

Request Access to Anether Users Account

Distribute Access to My Third Party Accounts

Manage Payment

Logons My Accounts Access w

Access to My Accounts

Manage Logons

Hide History | Filter

Web Logon Access Type
fitest IMaster

sample Account Manager
sample2 View Only

Name

FT SAMFPLE
FT SAMPLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMFPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMFPLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMFPLE

CT CoANDI T

Account Id
0076001-FA
0076001-FB
0078001-FC
0076001-FD
0078001-FT01
0076001
0078001-1201
0076001-RAD1
0078001-RMO1
0076001-RS01
0076001-FA
0076001-FB
0076001-FC
0076001-FD
0076001-FT01
0078001
0076001-1201
0076001-RAD1
0076001-RMO1
0076001-RS01
0076001-FA
0076001-FB
0076001-FC
0076001-FD
0078001-FT01
0076001
0078001-1201
0076001-RAD1

ONTENNS DRINA

Account Type Access Level Active
Alrcraft Fuel Distributor  File & Pay i
Fuel Blender File & Pay v
Fuel Carrier File & Pay Ll
Fuel Disiributor File & Pay o
Fuel Terminal File & Pay Ll
IFTA File & Pay L
IRP Fleet File & Pay vl
Unlicensed Refund Aircrai File & Pay L
Unlicensed Refund Motor File & Pay v
Unlicensed Refund Speciz File & Pay i
Aircraft Fuel Distributor ~ None

Fuel Blender None

Fuel Carrier None

Fuel Distributor None

Fuel Terminal None /
IFTA File & Pay v
IRP Fleet File & Pay e
Unlicensed Refund Aircrai None

Unlicensed Refund Motor None

Unlicensed Refund Specic None

Aircraft Fuel Distributor ~ None

Fuel Blender None

Fuel Carrier None

Fuel Disiributor None

Fuel Terminal View vl
IFTA View L
IRP Fleet View vl

Unlicensed Refund Aircral None

Linli o Dinfund Matar Bl

From View Profile, Manage Logons, click My Accounts Access tab.
To add an account or edit account access for the Web Logon, click on the grayed “None” or the current
access level (File, File & Pay, Pay or View).
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Edit Access Level 9 2 %

Edit Access Level

Jane Doe

FT SAMPLE

Aircraft Fuel Distributor - 0076001-FA

Access Level |View n

Active |+

Periods this logon has access to:
@) All Periods
() Periods From

() Periods From

i

A pop-up box will appear, where you can change:

o Access Level (File, File & Pay, Pay or View)
e Status (Active/lnactive by clicking the box to remove or add the checkmark)

o Periods (assign the periods the user has access to)

Click Ok.

Manage Payment Options

Logens My Accounts Access Settings

Access to My Accounts

Third Party Payment Options

Manage Logons

Hide History § Filter

Web Logon
fitest Master

Access Type Name

FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMFLE
FT SAMPLE
FT SAMFLE
FT SAMPLE

sample View Only

Account Id
007G6001-FA
0076001-FB
0076001-FC
0076001-FD
0076001-FTO1
0076001
0076001-1201
0076001-RA01
0076001-RMO1
0076001-RS01
0076001-FA
0076001-FB
0076001-FC
0076001-FD
0076001-FTO1
0076001
0076001-1201
0076001-RAD1
0076001-RMD1
0076001-RS01

Account Type Access Level Active
Aircraft Fuel Distributor  File & Pay ol
Fuel Blender File & Pay +
Fuel Carrier File & Pay ol
Fuel Distributor File & Pay +
Fuel Terminal File & Pay v
IFTA File & Pay v
IRP Fleet File & Pay v
Unlicensed Refund Aircrai File & Pay <
Unlicensed Refund Motor File & Pay v
Unlicensed Refund Speciz File &APy <
Aircraft Fuel Distributor — View rd
Fuel Elender None

Fuel Carrier None

Fuel Distributor None

Fuel Terminal None

IFTA File & Pay <
IRP Fleet File & Fay +

Unlicensed Refund Aircrai None
Unlicensed Refund Motor None
Unlicensed Refund Specic None

Note: In this example, View access level was added for the Aircraft Fuel Distributor account.

Verify that the change made is as you intended.
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Settings for User

T axpayer Prorate and Fuel Tax Services
y:Nccess
oint :

Menu L0\ Profile | Want To...
Web Name . test View Accounts
Home Phone 1 o+ Update Profile
Phone 2 e Change My Pa;sword
i Cancel My Online Access
Back Email

Add an Additional Username

Grant Access to My Accounts

View Support ID Auth Email : Request Access to Another User's Account
Distribute Access to My Third Party Accounts

Question . Inwhat city were you born?

Navigation
Manage Payment Options Third Party Payment Options Manage Logons

Logons My Accounts Access <4

My Accounts

» Profile Settings
Mew Logons Allowed Yes
Third Party Logens Allowed Yes
Default Access Level for New Logons File & Fay
TAP How-To Videos Default Access Level for Third Party Logons File & Pay

TAP Frequently Asked
Questions

From View Profile, Manage Logons, click Settings tab, you can change defaults for new logons:
New Logons Allowed

e Click the Yes or No hyperlink to change your setting
Third Party Logons Allowed (allowing designated company or person to access accounts)

e Click the Yes or No hyperlink to change your setting
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Edit Default O & %

Change Default

Default | 3T n
s

Default Access Level for New Logons (This will change the default for all new logons added).
o Default: select File, File & Pay, Pay or View from the drop down menu.

Click Ok.

Edit Default O 2 x

Change Default

Default | 3T '
s
'\

Default Access Level for Third Party Logons (This will change the default for all new Third Party
Logons).

o Default: select File, File & Pay, Pay or View from the drop down menu.
Click Ok.
This concludes our instructions. Thank you.
If you need further assistance, please contact our office:

e IFTA, Prorate, or Dyed Diesel, please call our Motor Carrier Services Office at 360-664-1858 or
email MotorCarrierServices@dol.wa.gov.

o Fuel Tax Accounts, please call 360-664-1852 or email Fuel Tax@dol.wa.gov.

e Unlicensed Refund Accounts, please call 360-664-1838 or email
UnlicensedRefunds@dol.wa.gov.
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