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New User Registration Process (Business owner, employer user)

Open the Revenue Home page and click on the My Tax Account Logon button.

WWW.revenue.wi.gov

Click on the New user? Register now link. NOTE: The following instructions are for the
employer user. If you are a third party provider, go to the third party provider registration
section for your registration instructions.

Wigconsin P af N r N
evenue [ i' Bookmarkthis page Y [ Pay Online  IndiidualsFiduciaries
MY fcix ACCOUNT Tax Return | Estimated Tax | Collection Bil
L ogon 1D Common Questions \ )
= Home About My Tax Account -
What taxes can | file/pay? Online Services
Log In Can luse my WANMS ID?
Forgot your pessword - locked out? Do | still need a WAMS ID? Appeal a notice
New user? Regizfer now What iz my Wisconsin Tax Mumber? Reguest a payment plan
How de | update my email address? Register for tax permit (withhelding number, =eller's permit)

File state income tax returns

File & buyers claim for refund - sales tax
File a fuel tax refund claim

Submit new corporation guestionnaire
Transfer infermation returns (W-2, 109%)

Have an authorization code? Enter below

Auinonzation C-ode

<Security information=

y, File real estate transfer returns
Need Help? My Tax Account - Your Way
Look up ...
How-to videos o Introducing the new My Tax Account o
Getting started Watch enline training webinar Refund
Using My Tax Account Mew features Estimated tax payments
Troubleshooting tips Wisconsin Tax Number and filing frequency
Wage attachment payments Form 1099-G
Tax Refund Intercept Program (TRIP} Real estate records
Contact Us Referred debt (agencies only)
.- J
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Click on the Enter Logon Info link.

Enter the information in the required (yellow) fields. This information is your personal login
information. Click on OK when completed.

Enter Logon Information

1. Logen D Logon 1D

7 Pazsword our Login ID must be between 5-20
characters.

3. Confirm Your Password

“our Pazzword must be between 7-20

characters and MUST contain a combination of

letters and numbers. Passwords are case

sensitive and cannot contain your User ID.

4. Emai Address

5 Confirm Your Email Address
6. First and Last Name

7. Phone Number

8. Selecta Secret Question E
5. Secret Question Answer

10. Confirm Secret Question Answer

11. Areou a 3rd Party Preparer? |E|

OK | ‘ Cancel
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Click on the Authenticate Customer Information link to authenticate your user profile to the
entity you represent.

Enter the required information for the entity you represent. If you are a third party provider

do not enter your client’s information. You will associate your profile to your client later in
the process.

Wy Tax Account has two levels of access: Master and Account Manager. The first uzer to complete an
access request for a business automatically receives "Master’ access. All other users who reguest
access for the business wil receive "Account Manager' access. The "Master’ can manage access for all
‘Account Managers'.

Customer Access Request
Complete the fields below to reguest sccess

I |

2. Enter ID Number
3. Enter Customer Last or Business Name

4. Enter Customer Zip Code

| OK | ‘ Cancel

Select the ID type and enter the ID Number. ID Type options include:
= Federal Employer Identification Number (FEIN, EIN)
= Social Security Number (SSN)
= Wisconsin Taxpayer Number (WTN)
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Enter the Business Name as the full legal name to authenticate. Consult the Notice of Wage

Attachment letter for the name.

Note to Third Parties: If you are a third party provider representing a client, you must first
register under the third party business. Later in the process you will add access to your client’s

accounts using the Add 3rd Party Account Access link.

Note to Business with Subsidiaries: If you are an employee of a business that has

subsidiaries, register under the parent company first. Later in the process you will be able to add
access to the other subsidiary units using the Add 3rd Party Account Access link.

Skip step 3 by clicking on the submit button. Step 3 is only used for adding access to

business tax accounts.

Read the notice and click Agree to complete your registration to My Tax Account.

Each My Tax Account user is required to hold their own logon ID and password. Do not share vour My Tax Account user

I with anyone including a co-worker.

To complete My Tax Account registration, click AGREE.

Agree

Cancel
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You will receive a confirmation email to the email address you provided that will include an
authorization code. That authorization code is required to associate your profile to the wage
attachment account and complete the registration process. You may go back to the My Tax
Account login page by using the Home link.

Register to Add Wage Attachment Account

Register as a business owner or employee user for Wage Attachments:

Your account accesses are displayed on this screen. It is also here where you add access to
the Wage Attachment account.
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Click on the Add Access to an Account link and select Wage Attachment Payments:

Ré‘i"j’é"‘ﬁ“ﬁ% o

MY EQX ACCOUNT  selectaccess type:
About My Tax Account

Business Tax Account
Includes Buyer's Claim Refund, Corporation Franchise Tax, Dry Cleaning Facility Fes, Dry Cleaning Selvent Fee,
Excise Cigarstte, Excise Fermented Malt Bev, Excise Liguor, Excise Tobacco, Local Exposition Tax, Partnership

* Home Tax, Pass-Through Withholding, Police & Fire Protection Fee, Premier Resort Tax, Rentsl Vehicle Fee, Retailer
* Back Refund, Sales & Use Tax, Tax Incremental Finance, Vendor Refund, and Withholding Tax.
| Submit |

Wage Attachment Payments

Employers who have received s wage attachment order from the Wisconsin Department of Revenue to submit
| Cancel | amounts withheld from an smployes's paycheck.

TRIP Accounts
Government agencies authorized by the Wisconsin Department of Revenue to submit debts under the Tax Refund
Intercept PFrogram (TRIF).

Enter one of the following:
= Social Security Number and Name of an individual with an active wage attachment
order

OR
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= The Letter ID from the original Notice of Wage Attachment letter.

NOTE: You may only use the letter ID from the original wage order in this field.

HINT: Click on the Help ? link to locate the Letter ID.

Review the information for accuracy. “Submit” your request.

Read the notice and click “Agree” to complete the registration for access to the Wage
Attachment account.

Each My Tax Account user is reguired to held their own logon I and password. Do not share your My Tax Account user
I with anyone including a co-worker.

To complete My Tax Account registration, click AGREE.

E Agree 1 | Cancel |

Confirmation page - Your access request has been submitted. Click on the “Home” Button
to return to your account access page.
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New User Registration Process (3" Party Provider)

Open the Revenue Home page and click on the My Tax Account Logon button.

WWW.revenue.wi.gov

Click on the New user? Register now link.

Wigransin Dep

A
evenue

MY Lcix ACCOUNT
About My Tax Account

= Home

Forgot your password - locked out?
MNew uzer? Regizter now

Bookmark this page N

MY tax ACCOUNT

Common Questions
About My Tax Account
VWhat taxes can | file/pay?
Can luge my WAMS ID?
Do | still need a WANMS ID?
What iz my Wisconsin Tax Mumber?

Leg In

Autnonzalion

Have an authorization code? Enter below

n Code

How de | update my email address?

<Security information=
o

Need Help?

How-to videos ©
Getting started

Contact Us

Using My Tax Account
Troubleshooting tips

Wage attachment payments

Tax Refund Intercept Program (TRIP)

My Tax Account - Your Way

Intreducing the new My Tax Account o
Watch online training webinar
New features

[ Pay Online

Individuals/Fiduciaries

Tax Return | Estimated Tax | Collection Bill

Debt referred for collection

Online Services

Appeal a notice

Reguest a payment plan

Register for tax permit (withhelding number, =eller's permit)
File state income tax returns

File a buyer's claim for refund - sales tax

File a fuel tax refund claim

Submit new corporation guestionnaire

Transfer infermation returns (W-2, 109%)

File real estate transfer returns

Look up ...

Refund

Estimated tax payments

Wisconsin Tax Mumber and filing frequency
Form 108%-G

Real estate records

Referred debt (agencies only)



http://www.revenue.wi.gov/
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Click on the Enter Logon Info link.

Enter the information in the required (yellow) fields. This information is your personal log-
in information. Click on OK when completed.

Enter Logon Information

Logon IDv Logon D

Pazsword “our Login ID must be between 5-20
characters.

Confirm ¥ our Password
“our Password must be between 7-20

Email Address characters and MUST contain a combination of
letters and numbers. Passwords are case
sensitive and cannot contain your User ID.

ok W N

Confirm our Email Address
6. First and Last Name

T Phone Mumber

8 Select a Secret Question |z|
9. Secret Question Answer

10. Confirm Secret Question Answer

11. Are ou a 3rd Party Preparer? |Z|

0K | | Cancel
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Click on the Authenticate Customer Information link to authenticate your user profile to the
entity you represent.

Enter the required information for the entity you represent. Do not enter your client’s
information. You will associate your profile to your client later in the process.

My Tax Account has two levels of access: Master and Account Manager. The first user to complete an
access request for a business automatically receives ‘Master’ access. All other users who request
access for the business will receive "Account Manager access. The 'Master’ can manage access for all
"Account Managers'.

Third party preparers - use your
accounting firm's information (not your
client's information) to complete the
Customer Access Reguest. Wou may
then reguest access to client accounts
by logging back in to My Tax Account
and using the Add 3rd Party Account
1. SelectD Type _EI Access hyperlink. Use the Adq

Access to An Account hyperlink to add
2 Enter ID Number the tax accounts for the accounting
firm.

Customer Access Request

3. Enter Customer Last or Business Name

4. Enter Customer Zip Code

| OK | ‘ Cancel

Select the ID type and enter the ID Number. ID Type options include:
» Federal Employer Identification Number (FEIN, EIN)
= Social Security Number (SSN)
= Wisconsin Taxpayer Number (WTN)

Enter the Business Name as the full legal name to authenticate. Consult the Notice of Wage
Attachment letter for the name.

10
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Click on the Submit button.

Read the notice and click Agree to complete your registration to My Tax Account.

Each My Tax Account user ig required to hold their own logon ID and pazsword. Do not ghare vour My Tax Account user

I weith anyone including a co-worker.

To complete My Tax Account registration, click AGREE.

Agree

Cancel

You will receive a confirmation email to the email address you provided that will include an
authorization code. That authorization code is required to associate your profile to the wage
attachment account and complete the registration process. You may go back to the My Tax

Account login page by using the Home link.

11
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Register as a Third Party Provider for Wage Attachments:

Your account accesses are displayed on this screen. It is also here where you add access to
the Wage Attachment account. Click on the Add 3™ Party Account Access link. and Wage
attachment authorization:

Click on the Wage attachment authorization link.

wieansin neparemene ey A 3rd Party Account Access
evenue Client is reqgistered or will register for My Tax Account

MY [alx ACCOUNT The account owner must register for My Tax Account before you request access. When your request is
About My Tax Account processed, the account owner will receive an email with instructions to approve your access.

Client is not registered for My Tax Account

* Home
« Back You must have Form A-777a or substitute form signed by the account owner. Keep a copy for your
records. This form provides approval to file returns and access tax account information through My Tax
| Account. Do not send Form A-777a to the Wisconsin Department of Revenue.
Submit ‘

| Save and Finish Later ‘

Wage attachment authorization

| Cancel ‘ Forwage attachment access, you must have information about an employee under a wage order. If the
account owner is registered in My Tax Account, he or she will receive an email notification of your
access request. Ifthe account owner is not registered in My Tax Account, you must have on file Form A-
777a signed by the account owner. The account owner will receive a letter about your access request.

For information about 3rd Party Access to Police & Fire Protection Fee accounts click here.

Important: Click here for Form A-777a

12
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Enter the information below to gain access to your client’s wage attachment account:

1. Enter your client information:

Federal Employer Identification Number, Social Security Number, or Wisconsin Tax Number are acceptable ID
Types.

2. Enter one of the following:
= Social Security Number and Name of and individual with an active wage attachment
order

13
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OR

= The Letter ID from the original Notice of Wage Attachment letter.
NOTE: You may only use the letter ID from the original wage order in this field.

3. Third Party Information section will display Preparer Name and Preparer E-mail based on
user information.

Review the information for accuracy. Click on the Submit button.

Finalize your request by reading the notice and clicking on the “Agree” button.

Each WMy Tax Account user iz reguired to hold their own logon I and passwword. Do not share your My Tax Account user
ID with anyone including a co-worker.

To complete My Tax Account registration, click AGREE.

E Agree i | Cancel |

You are now authorized to access the wage attachment account to process wage attachment
payments. If you have other clients to enter, click on the “Add 3" Party Account Access”
link. Click on the Home link to return to your list of accounts.

14
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Wage Attachments Account

Your Wage Attach account will display in the My Accounts section. The accounts displayed
are based on your user authority. Click on the account number to open the Wage
Attachment account features.

Note: Wage attachment accounts do not have a balance or filing frequency. This information should be
ignored for Wage Attach account purposes.

15
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Wage Attachment Payments

Make an On-line Wage Attachment Payment

Click on the Wage Attachment Payments link to make a payment.

You must first select a payment source.

16
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The first time you submit wage attachment payments you will enter the bank account
information for payment withdrawal. If you do not store the bank information this will need
to be completed each time you make a wage attachment payment.

Bank Account Type: Select Checking or Savings as the type of
account.

Routing Number: A nine digit number used to identify your bank.
On a personal check, the routing number is the first set of digits. On a
business check, the routing number is the second set of digits. See
image provided.

Account Number: The number used to identify your bank account.
This number follows the routing number on both personal checks and
business checks. See image provided.

PERSONAL CHECK

Pay tothe order
of $

(Bank Mamea
and Location)

rL23LSLETESe D0D0D000000 DOO

Routing Number

BUSINESS CHECK

Nama of Company ot - s SN i
Addrass, City, State

Pay to the order

o §

(Bank Mamea
and Location)

000000000 *123L5LETASY CODOODDDOOO0OS ODD

Routing Number

International Bank Account: Banking regulations require an entry in this field. Select No if your bank is located
in the United States. If you select Yes you cannot make a wage attachment payment from this account.

Store Bank Information: Check the box to save your bank account information for future use.

17
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Payment Source Name: If you checked the box to save your bank account information, provide a name for the
account for your future reference. For example, if you have a separate bank account for payroll, you may want to
name the account “Payroll Checking.” A separate account for sales tax payments could be name “Sales Tax
Checking.” The name you select will help you identify the correct account without remembering the account
number when remitting payments in the future.

Press OK to save your bank information.

If you have already saved a payment source for your wage attachment payments you will
see:

If you wish to use a saved payment source click on the Select Saved Payment Source link
and then click on the red X for the payment source you wish to use and then click OK.

x
Mame Account Type Routing Mumber Acocount Mumber International Account
> test Checking =rEs| G52 i~ = >
> Wage Attachments Checking = =  ===== 1113 = >
E OK i | Cancel

18
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Employee Details

All employees with an active wage attachment will display. Enter the amount withheld for
each employee listed.

Employee Name: All employees with an active wage attachment order and all employees with satisfied
(recently released) wage attachment orders.

Soc Sec #: A truncated SSN for the employee is displayed. You should verify that the last four digits of
the SSN displayed match the employee you have on record.

Current Balance: The amount remaining due to the Department of Revenue (DOR) under the wage
attachment.

Withholding Request: The amount that should be withheld from the individual’s gross wages. This is
displayed as either a percentage of the employee’s gross pay or a monthly dollar amount.

Issue Date: The date the current wage attachment order was issued.

Released Date: The date that you, as an employer, are no longer obligated to withhold for this wage
attachment order. If DOR releases a wage attachment, a letter will be sent to you. Note: Additional
amounts due may result in another wage attachment being issued. If you notify DOR that the employee
is no longer working, DOR does not send a release letter.

Amount Withheld: Enter the amount withheld from the employee’s gross wages for this remittance.

= If an employee had no wages for the reporting period, leave the field as 0.00.
= If an employee had wages but you did not receive the wage order in time to respond to the withholding
request, leave the field as 0.00.

19
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= If an employee is no longer employed by you, enter 0.00. Submit an employee status update through your
Wage Attachment account or notify DOR at ccerts@revenue.wi.gov of the employee’s employment
status. Provide the employee’s name, Notice of Wage Attachment Letter ID (located in upper right hand
corner), and truncated SSN (last four digits only) for identification purposes.

= If the amount withheld is greater than the Current Balance, you may the entire amount withheld and DOR
will issue a refund.

= If the Current Balance equals 0.00, a wage attachment release letter either has been sent or will soon be
sent. You are no longer obligated to withhold for this employee. However, if you wish for DOR to refund
what you have already withheld from the employee you may submit it and DOR will refund it to the
employee. Note: A current balance of 0.00 does not mean that all amounts due to DOR has been paid. If
additional amounts are owed to DOR, another wage attachment may be issued.

= If you have not received a wage order for an employee that you see listed, e-mail ccerts@revenue.wi.gov
with the employee’s name, employees truncated SSN (last four digits only) for identification purposes,
and your fax number or mailing address. DOR will research and provide you with a copy of the original
wage attachment order.

Once you have entered all your withholding information for this submission verify the total
to be paid in the Total Employee Detail box and check the confirmation box. This
confirmation is required to submit your payment.

20

Total from Employee Details: This field automatically totals the individual amounts entered in the amount
withheld column.

Payment Effective Date (mm/dd/yyyy): Enter the date you would like the payment withdrawn. Dates up to 30
days in the future are allowed. For example, if you are entering withholding for a wage attachment on the 15th of
the month, you can select the 25th of the month as the date the withholding amount is withdrawn from your bank
account. If the box is red, check for an entry error. Payment dates cannot be in the past and only dates up to 30
days into the future are allowed.


mailto:ccerts@revenue.wi.gov
mailto:ccerts@revenue.wi.gov

Wage Attachment User Guide for Employer

Select Saved Payment Source: You may change the bank account used for your payment at any time before it is
submitted by clicking on this link.

At any step in the wage attachment payment process you may stop and return to your entry
screen by pressing the SAVE AND FINISH LATER button. To open the stored information, go
to View Requests and click on the stored request.

When you have finished entering your payment information, and have confirmed the amount
to be paid, you may submit your payment by clicking on the Submit button.

Read the authorization notice and click “Agree” to complete your payment request.

®x
| hereby authorize the Department of Revenue to debit my bank account for the below amount.
NOTICE AND AGREEMENT:

You may not use the My Tax Account system to make Wisconsin Wage Attachment Payments on behalf of a
business unless you agree to the following conditions:

1. The business for whom | am making this payment has authorized me to remit wage attachment
withholding requesis.

2. The business for whom | am making this payment has assigned me the duty to remit wage attachment
withholding requests.

Agree Cancel

21
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Update Employee Status

Click on the Update Employee Status to tell DOR when an employee is no longer drawing
wages, or to re-activate a laid-off employee.

A list of all your active employees and their current status information will be displayed.

Click on the current status column twice to change the existing status from 1 tolxl. The

status columns options are defined as follows:

e Active — Employee is in an active pay status and receiving payments.

e No Longer Working — Employee has terminated employment and has received all compensation
due him/her.

e Temporary Leave — Employee is currently not receiving compensation due to a leave of absence,
medical leave, or temporary layoff. Selecting this status requires that a Work Return Date be
entered.

e Work Return Date — Current expected return date from temporary leave. If the current displayed
date is to be extended, you will need to first activate the employee.

22
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Once you have completed the employee status updates click on Submit. You will receive a
confirmation number and message for your request.

View Requests

Click on the View Requests to see what has been submitted to DOR and review the request
stage.

Every action in My Tax Account is viewed as a request to DOR. Your requests are listed as pending
requests immediately after you have successfully filed them. Pending requests are pulled at 4:00 PM CST each
business day for processing and can be changed or withdrawn while still in pending status. You may cancel a pending
request by selecting the specific request and then selecting the WITHDRAW button.

To view your requests filing history, click on your wage attach account number to access your previously submitted
wage attach records. The View Requests page can verify if and when a wage attach request has been filed. Completed
requests are hidden after 30-days on this page; however you may view these hidden requests by selecting the Last 365
Days view in the Requests that have been received in the last 30 days bar in your View Requests option.

23
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Notices

Click on the Notices link to see if DOR has sent important updates to the wage attachment
process or other business tax matters.

24
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