How to Register as an Existing Fuel Tax Customer with an Active Account in Taxpayer
Access Point, TAP.

Welcome to the Washington State Department of Licensing Prorate and Fuel Tax Services
Taxpayer Access Point, TAP. The information you will see in this tutorial is completely
fictitious. It has been made up and is intended for instructional purposes only. Any resemblance
to a real person or business is entirely coincidental. TAP uses pop-ups to assist in the
registration process. We recommend you disable the pop-up blocker settings on your computer
and allow pop-ups from the TAP website.

In this tutorial, you will learn how to create a new username, an online profile and verify your
account through TAP. Once the registration process has been completed, you will be able to
login and manage your account(s) and your customer account profile. You will be able to
register for new accounts, process fuel tax returns and payments online. In addition, you can
view and print previously filed returns, account balances, correspondence related to your
account(s) and gain access to the rest of the online services we provide.

At any time during this process you can save your work by clicking on Save and Continue or by
clicking on Save and Finish Later. The Save and Finish Later option will allow you to exit TAP
and return at a later time or date to complete your request.

For this tutorial, TAP was accessed by using the Internet Explorer browser. You can use other

browsers (Google Chrome, Mozilla Firefox, Safari, etc.) to access TAP but there might be slight
differences in how the screens display.
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To register as an existing customer with an active account, click on the Create new username link.

dl

IFTA | Prorate / Fuel Tax / Unlicensed Refund Already registered?
Application
Username
If you slready have an active Prorate and Fuel tax account with the Washington IRE:;Iun‘.'E:‘ |
State Depariment of Licensing, click the “Create & new username” button.

Required j e -
Create a new username ssswa
| F’?equ.‘re:‘ |

| I
Authentication Cod
If you do not have an active prorate, IFTA, Fuel Tax, or Unlicensed Refund | enfication = |

account with the Washington State Qepariment of Licensing, click the "Set up a
new anline, Prorate, IFTA, Fuel Tax gnd/or Unlicens=d Refund Account” button.

Set up a new online Prorate, IFTA, Fuel Tax, and/or

Unlicensed Refund Account

| forgot my username
| forgot my password

Click on Create a new username. Find more information on TAP

Check the status of your application
Tell us how we're doing
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Click in the circle for fuel tax account(s) and click on Next.
dl
_ 2. Information 3. Online Profile Information 4. Verify Account 5. Summary

Registration Options

Home

Back Select the account type you are irying to register below.
ac

If you nzed to register multiple accounts chooze only one type now. You can add additional accounts ance you can log in.

View Support ID IFTA or IRP

m O Check here if you are trying to gain accass to your IFTA or IRP account(s)

Fuel Tax Account(s)

e w Click in the circle to
» Create a New Unlicensed Fuel Tax Refund(s) gain access to your

Username
O Check here if you are trying to gain access to your Unlicensed Fueel Tax Refund Account(s) fuel taX accou nt
l |

Sawve and Finish Later Sawve and Confinue Cancel _ “

Attachments Add gt ;
yved Diesel Account .
O Check here if you are trying o gain access to your Dyed Diesel Account CI ICk on NeXt
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To create your new username, you will need your federal employer identification number (FEIN) or
social security number (SSN) and unified business identifier (UBI). You will also need some contact
information along with specific information pertaining to your active fuel tax account in order to set up
your customer profile and verify your fuel tax account. Click on Next.

dl

m 1. Repistration Options 3. Online Profile Information 4. Werify Account 5. Summary

Home Information

Purpose
Back

Use thizs service o creats 3 new user name 5o you can gain access to existing fuel tax accounts and to register new accounts. By creating an online
View Support ID profile. you gain access to all of the onling s=rvicas we provide.

» Manage your Fuel Tax, Intermational Fusl Tax Agreement (IFTA) andior International Registration Plan (IRF) account(s) and customer
3 3 account profile information.
Navlgatlon ‘ » Filz and pay Fuel Tax, IFTA Returns and IRF Registrations online.

= Wiew and print IRP information and temporary authority, Fusl Tax and IFTA tax returns, account balances, and correspondence related to
your account

Logen - Purchase IFTA decals.

After you register your business, you may allow muliiple users to access your account To do this, log in te your account. Under the "l Want To..." click
= Create a New on "View Profile” and then click on "Add an Additienal Usemame.”
Username

When to Submit This Request What You'll Need
Add
Attachments » |fyou already have a Fuel TAx, IFTA or IRP account with Your business nams.

Washington State Department of Licensing and are lopging into Unified Business ldentifier (UBI), Federal Employer |dentification
Taupayer Access Point (TAP) for the first time. Numbear (FEIM), ar Sacial Security Mumber (SSH)

Your physizal and mailing addrasses.

Business specific information necessary to set up your custamer
profile and account(s)

Click on Next.

Save and Finish Later Save and Continue Cancel m “
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Since you are an active Prorate and Fuel Tax Services Customer, we need to verify an 1D Type you
currently have registered. Click on the drop down arrow in the ID Type field and select an ID Type.

dl

_ 1. Repistration Jptions 2. Information 3. Online Profile Information 4. Verify Account 5. Summary

Online Profile Information

Home
Business Verification Information
Back R .
ID Type |===m=mm= < ge——=4 Click on the drop down arrow in the
View Support ID o zy ID Type field and select the ID
d Requirad Federal Employer ID ar S5N <— o T
m ~ Format: B9320033 l Unified Business ID (UBI) — =2 ype
Usemnams Regquired N
Lagon Pas=sword Required Email Reguired
Confirm Password Q Confirm Ermail

# Create a New
Username Secrat Question Required : Cantact Phone Required

Secrat Answer Reguired )  Alemate Phonz
Add
e Authentication contact information

“ou may only select one form of contact: Email, Texdt, or Text and Email.

| Emal | Tea | TexEmsi | (O

Save and Finish Later Save and Continue Cancel m “
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Click in the ID field and enter the 1D number. Click in the Zip Code field and enter the Zip Code.

dl

1. Registration Options 2. Information 3. Online Profile Information 4. Verify Account 5. Summarny

Online Profile Information

Home
Business Verification Information
Back
1D Type Federal Employer IC or 35N H Country UZA H
m o 111111111 Zip Code DE406
la | onon information Contact Information
gon . . . . . . . .
Click in the ID field and enter the 1D number. Click in the Zip Code field
* Create a Mew and enter the Zip Code.
Username
COTITT - aS ST L7 T ETTE
Attachments Add Secret Question Requirad H Contact Fhone Required
Secret Answer Required ;‘} Altzrnate Phone

Authentication contact information

“ou may anly select ons form of contact: Email, Teed, or Text and Email.

[ Emal | Tea | TexEmsil | (O

Save and Finish Later Save and Continue Cancel m “
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To login to TAP you are required to have a Username. The U
combination of letters, numbers and special characters. Click i
Username. Click on the question mark next to the Confirm P
regarding the password requirements is displayed.

dl

sername is not case sensitive and can be a
n the Username field and enter your
assword field and more information

1. Repistration Options 2. Information 3. Online Profile Information 4. Verify Account 5. Summary

Home Online Profile Information

Business Verification Information
Back

1D Type Federal Emgloyer ID or SEM H Country UEA H
Navigation s 11111111 Zip Code pR405

Logon information Contact Information
Logon

Usernams Mame Required
* Create a New Passward Passwords must be:

Username
Confirm Password
Attachments Add

Secret Question

Secret Answar

- betwesn 8 and 15 characters long
- & mizture of latters and numbsrs
= 3 mizture of upper snd lower c3se lettars

*fou cannot reuse your last § passwords

Confirm Password field and more information regarding

Click in the Username field and enter your Username. Click on the question mark next to the

the password requirements is displayed.

Save and Finish Later Save and Continue

‘Cancel
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Click in the Password field and enter your Password. Click in the Confirm Password field and enter

your Password again to confirm it.

dl

1. Registration Options

Online Profile Information

2. Information 3. Online Profile Information 4. Verify Account

5. Summary

Home
Business Verification Information
Back
1D Type Federal Employer ID ar 35N H Cauntry uzA H
Navigation o FEERELLLL Zip Code B3206
Logon information Contact Information
Logon
Usernams bedrock Name Required
= Create a New )
Paszword ssnannns &
Username _ | Enter your Password and enter
Confirm Password menmnnan @ LT t A t f 't
Attachments Add Secret Question Required H I agaln 0 contirm It.
Required
Secret Answer Required "q—n‘:ernate Fhons

Authentication contact information

You may only select one form of contact: Email, Text, or Text and Email.

| |
Save and Finish Later Save and Continue

Email Tedt | TextEmail | ()

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

Page 5 of 15

e =



Now select a Secret Question. If you forget your password, this question and answer will enable you to
reset your password. Click the drop down arrow and select your Secret Question.

dl

Home

Back

1. Registration Optians
Online Profile Information

Business Verification Information

2. Information 3. Online Profile Information 4. Verify Account

5. Summary

1D Type Federal Employer ID ar 35N

I} (ARARERRS

Logon information

Country

Zip Code

Contact Information

Logon
Usemams bedrock v Now select a Secret Question.
:sirr:a::: New Fassword asssmamn - En If you forget your password’ thls
_ Confiom Passwond  [72ommmr ! @ < question and answer will enable
Attachments Add Secret Question In what city wers you bom ¥ b4 ¢———L4
N " | you to reset your password.
Authentioation onta| 1 181Gy were you bom? requied | Click on the drop down arrow
| Wwhatis yourfavorite animal? and select your Secret Question.
You may anly select ang oo your favorite feod? Email.
What is your mother's maiden name? | \;;
What was your first pet's nama?
= T T
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Click in the Secret Answer field and enter the Secret Answer.
dl
m 1. Registration Options 2. Information 4. Werdy Account 5. Summary

Home

Back

Logon

* Create a New
Username

Attachments Ad

I

Online Profile Information

Business Verification Information

IC Type Federal Employer ID ar S5N

L] Mi111111

Logon information

Cauntry

Zip Code

Contact Information

Usemame bedrock

Password

Confirm Password

Secret Question In what city were you born?

Secret Answer |--“...| <

Name Required
Email Required
Canfirm Email

Contact Fhone Regquired

Authentication contact information

Enter the Secret Answer.

“ou may anly select one form of contact Email, Teed, or Text and Email.

| Emsl | Tes | TexEmsil | O

Save and Finish Later Save and Continue
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Click in the Name field and enter the Name of the contact for your business. Click in the Email field and
enter their Email address. Click in the Confirm Email field and enter their Email address again to
confirm it. Click in the Contact Phone field and enter the Contact Phone number. You can enter an
Alternate Phone number if you have one but it’s not required.

ig-
=

1. Registration Options 2. Information 3. Online Profile Information 4. \erify Account 5. Summary

Home Online Profile Information
Business Verification Information
Back
D Type Federal Emgloyer ID or 35N H Country UsA H
o 111111111 Zip Code Bo408
Logan Logon infi Enter the Name, Emall, | Contact Information
Username Conﬁrm Emall and Mame > Dino Bedrack
» Create a New Password ——_m3i—————— P |dinabedrockrefining.com
Username Contact Phone number of
Confirm P3 the Contact for our —~Coafiam-Email——pp dino@bedrockrefining.com
Attachments Add Secret Qudg y |—Cootact Shona gy (380} 111-1111

e and  DUSINESS. The Alternate Aermate Phons I:

aumenticd  PDIONE NUMDber is not
required but can be entered
if you have one.

Save and Finish Later Save and Continue Cancel Back “

You may o
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The Authentication Contact Information will be used to send Authentication Codes to be used when
you login to TAP. Only one method of being contacted needs to be selected and completed. You can
receive the Authentication Codes by Email, Text or Text/Email. Select the option you prefer. Click on
Email and enter your Authentication Email address and click on Next.

dl

1. Registration Optionz 2. Information 3. Online Profile Information 4. Werify Account 5. Summary

Online Profile Information

Home
Business Verification Information
Back
ID Type Federal Employer ID or 35N H Country UsA H
Navigation D 111111 Zip Code BB406
Logon information Contact Information
Logon
Usernams bedrock Mame Dino Bedrock
= Creat N
reate a Hew FPassword CET T Email dino{@bedrockrefining.com
Username _
Confirm Password mrmmEE W Confirm Email dina{@ bedrockrefining.com
Attachments Add Secret Question In what city werz you bom? H Contact Phone (36) 111-1111
Secret Angwer assmman -,.;n Altzrnate Fhons

. . Puthentication contact information
Click on Email § ot e e
ou may anly selact one form of contact: Email, Text, or Text and Email. Cllck on NeXt.
andenteryour | g Testnat | )
AUth_entlcatlon Authentication Email | dine@bedrockrefining.com l
Email address. | ——— "
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This is the verify account screen. If you have not filed a fuel tax return after July 1, 2016, click on No
and the Account Type field displays. Click on the drop down arrow for Account Type and select the
Account Type you will be required to verify a recent transaction on.

1. Repistration Options 2. Information 2. Online Profile Information 4. Verify Account 5. Summary

Horme Verify Account
Back Have you filed a fuel tax retum after July 1st. 20187 Yes ) CIiCk on NO and
hcsount Type [worrFuei sl x Bg¢———— click on the drop
Required Aviation Gasoling Distributer down arrow and
Logon Format: 0938000-MP l Jat Fusl Distributor select the Account
Maotor Fusl Blender H
= Create a New Motor Fusl Distributor TyF.)e you WI”
Username Moter Fusl Exporter Vel‘lfy a I’ecent
Maotor Fuel Importer transaCtlon On

Special Fuel Blender
Special Fuel Distributor
Special Fuel Exporier
Special Fuel Importer
Special Fuel Supplier
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Three fields open with questions pertaining to a transaction on the most recenlty filed return for this
account. You only need to provide the information required for one of the questions. Click in the Most

recent payment amount field and enter the payment amount. Click on Next.

i.m
._._

1. Repistration Options 2. Information 3. Online Profile Information 4. Verify Account 5. Summary

Enter the most
recent payment
amount and click

Home Verify Account
Back Have you filed 2 fuel tax retumn after July 1=t 20167 Yes Mo
Account Type Maotor Fusl Supplisr H
Logon Enter one of the following pizces of information about a recent transaction on your Fuel Tax account
Most recent payment amount 7.886.673.23 | -
= Create a New
Username Or
Taz duz from mast recently filed return g.0o
Attachments acd
M=t taxable gallons on most recently filad return s}

on Next.
'

Sawve and Finish Later Save and Continue Cancel “ “
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This is the Summary of the information you entered to register as an existing fuel tax customer with an
active account. Review the information and if it is correct, click on Submit. If anything needs to be
changed, click on the Screen Hyperlink or the Back button and return to the applicable screen and make
corrections. Click on Submit.

i.m
..—

1. Registration Options 2. Infarmation 3. Online Frofile Information 4 Verify Account m

Home summaw \

Back Please review the following information If you need to make
Login: bedrock corrections, click on the
Name: Dinc Bedrock 1
Email: dino@bedrockrefining.com Screen Hyperllnk or
Legen Contact Phone: (380) 111-1111 the Back button to
Alternate Phone: .
» Create a New return to the applicable
Username In case you forgot your password:
Secret Question: In what city were you born? screen.

Attachments Add

Click Submit to complete this request.

Click on Submit.

Save and Finish Later Save and Continue Cancel m m
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Are you sure you want to submit this request dialogue box displays. Enter your Email address and
Confirm Email by entering it again. Click on Ok.

dl

_ 1. Repistration Cptions 2. Information 3. Onfine Profile Information £ Verfy Account

Summary

Home

Back Please review the following information

Navigation Login: bedrock
Name: Dino Bedrock

Email: dinoi@bedrockrefining.com
Logon Contact Phone: (360) 111-1111
Alternate Phone:
= Create a New
In case you forgot your password:
Secret Question: In what city were you born?

Attachments Add
Click Submit to complete this request.

Username

Are you sure you want to submit this request?

Enter your Email
address and
Confirm Email by
entering it again.

“four email address is required to submit this reguest.

Email |dinu@bedm|*reﬁning.cum

Confirm Email |dinu@bedm|*reﬁning.cum

Save and Finish Later

Click Ok.

dolws.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015
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This is the confirmation that your request has been submitted. While this request is pending, you can
access it by entering your email and the confirmation number. The confirmation message has also been
sent to your email address. Click on Print if you want a copy for your records or click on Ok to finish.
Click on OKk.

dl

m T e e
To access this request in the fuhire use dinoi@bedrockrefining com and confirmation code: pjdmoed.

Homea

A copy of this confirmation message has been sent to your email address. To enswre your emails from Washington State Department of Licensing are
received, please sat your email filker to allow messages from dol.wa.gov.

- T T [ suvey |
Logon

Create a New Username Click on Print if you would like a copy
+ Request for your records or click on Ok to finish.
Click on Ok.
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You are returned to the TAP home screen.

dl

IFTA | Prorate / Fuel Tax / Unlicensed Refund Already registered?
Application
Username
If you already have an active Prorate and Fuel tax account with the Washington I':??#U'i"e'i‘ |
| State Department of Licensing, click the "Create a2 new username” button.

Required j - -
Create a new usermame Esswe
Required |

Authentication Cod
If you do not have an active prorate, IFTA, Fuel Tax, or Unlicensad Refund | Entcstion = |

account with the Washington State Department of Licensing. click the "Setup a
new online, Prorate, IFTA, Fuel Tax andior Unlicensed Refund Account” button.

Set up a new online Prorate, IFTA, Fuel Tax, and/or
Unlicensed Refund Account
Login

| forgot my username
| forgot my password
Find more information on TAP

Check the status of your application
Tell us how we're doing

dolwa.gov | Contact Us | About Us | Survey | More About TAF | Copyright & 2015
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After the request is processed by Prorate and Fuel Tax Services, you will receive an email with the
Authentication Code to login to your account for the first time and a link to login.

T our request for a new username has been processed.
T our authentication code 1s nm2gm3.
Click here to looin

At the TAP home screen enter your Username, Password and Authentication Code and click on Login.

dl

IFTA / Prorate / Fuel Tax / Unlicensed Refund Already registered?
Application
Username
If you slready heve an active Prorate and Fuel tax sccount with the Washington |bEdroclc |

Stste Depariment of Licensing, click the "Create a3 new username” button.

/e |

Authentication Cod,
If you do not have an active prorate, IFTA, Fuel Tax, or Unlicensad Refund =nucaton = |

account with the Washington State Depariment of Licensing, click the "Setup a nmZgm3
new online, Prorate, IFTA, Fuel Tax and/or Unlicensed Refund Account” buttor/ «

Set up a new online Prorate, IFTA, Fuel Tax, andior

Unlicensed Refund Account

| forgot my usemame

Enter your Username, Password and I forgot my passward

Find more information on TAP

Authentication Code and click on
Login.

Check the st
Tell us how we’re deing
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Logging into TAP brings you to the home screen for your accounts.

dl

Menu Log Off BEDROCHK REFINING Names And Addresses I Want To...
Federal Employer ID 111111111 Legal Name BEDROCK REFINING View Profile
Home My Balance $0.00  Physical Address 6201 8TH AVE TAGOMA VWA 03406-201  Make a Payment
Maziling Address  Add Register a New Account
Back - ” 0
Accounts” T LT EET L K- - -
. Click on Register a
Navigation [T ———
New Account to
My Accounts .
= My Accounts
Account Id Account Type Mame Frequency Address regISter for the new

Fuel Tax Licenses.

Logging into TAP brings you to the home screen for your accounts.
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This completes the TAP how to Register as an Existing Fuel Tax Customer with an Active Account
tutorial.

Please note, this does not register you for the new Fuel Tax Licenses. You will need to that by
clicking on the Register a New Account link under “l Want To...”.
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