Oklahoma Taxpayer Access Point Third Party Access on OKTAP

Third Party Access on OKTAP (mm

Oklahoma Taxpayer
Access Point
Third party access allows another individual, such as a tax preparer, to manage certain aspects
of a taxpayer’s accounts on OkTAP, such as filing a return or making payments. The taxpayer
with the accounts on OKTAP, or the first party, must grant the third party access and can change
or cancel their access at any time. There are four steps that the first and third party must
complete to enable access:

1. Third party registers as a third party on OkTAP.

First party creates a passphrase and shares the passphrase with the third party.

3. Third party requests access using the passphrase, the account ID and the zip code for the
account.

4. First party grants access to third party.

N

STEP ONE: THIRD PARTY REGISTERS ON OKTAP
The third party must register on OKTAP to get access to a first party’s account.
For Step 3 of 3: Customer and Account Information, select Yes from the Are you a third

party? drop-down menu. You must have a valid SSN for FEIN registered with the Oklahoma Tax
Commission to register as a third party.
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TAXPAYER ACCESS POINT

OKTAP REGISTRATION

Navigation

Home

Request )

Help Links

Step 1 of 3: Personal Information OKTAP Tips
Your Name (First and Last) | THIRD PARTY

« Click on the blue Step

i 1 link to start
FAQ's Email Address test@test.com
Guide Step 2 of 3: Logon Credentials * Required information
is entered in yellow
Logon ID thirdparty boxes
Secret Question What is your favorite gas
Step 3 of 3: Customer and Account Information

Third Party Yes Third Party

Bulk Filer No Are you a third party? ’ n 9 b

Federal Employer ID 4321

Enter Your Identification Number:
i Click the 'SUBMIT button at the top of the page to g This would be your company's FEIN, or for Sole Proprietors use your §SN.
registration Select ID Type n

Enter ID Number

1
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STEP TwoO: FIRST PARTY CREATES A PASSPHRASE
After logging in to OKTAP:

1. Click the Allow Third Party Access link on the sidebar.
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Menu Log Off

FIRST PARTY Names and Addresses
Navigation Federal Employer ID A234 Legal Name FIRST PARTY
[ My Accounts ) Baisics 5300 DB‘A Name Adq
Mailing Address Edit 2501 N LINCOLN BLVD

My Profile OKLAHOMA CITY OK 73194

Allow Third Party Access

Add Accassito Aiother-Account REQUESTS® 'NOTICES® LETTERS & PERMITS*

Make a Payment ACCESSIBLE ACCOUNTS (SEARCH)"

Help Links MY ACCOUNTS
Account ID Account Type Name Frequency Address Balance

FAQ's STS-12345678-02 Sales Tax FIRST PARTY Monthly 2501 N LINCOLN BLVD OKLAH 0.00

Guide

2. Enter and confirm your passphrase (A). The passphrase must be 10 or more characters
and contain at least one uppercase letter, one lowercase letter, and one number.
3. Click the Submit button (B) to save your passphrase.
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Menu Log Off

Navigation

'B ALLOW THIRD PARTY ACCESS

To allow third party access:
My Accounts

Request

Help Links

In order for a third party to gain access to your accounts, you must provide them with your
account ID number, the zip code associated with the account, and a passphrase that you have
created.

FAQ's
Guide

Once a third party has requested access to your account, you will receive an email notification
and will have to login to OKTAP to grant them access.

The passphrase must be 10 or more characters, contain at least 1 uppercase letter, 1 lowercase
letter, and 1 number.

Add a third party passphrase:
Passphrase "

Confirm Passphrase
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STEP THREE: THIRD PARTY REQUESTS ACCESS
After logging in to OKTAP:

1. Click the Add Access to Another Account link on the sidebar.
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Menu Log Off

THIRD PARTY Names and Addresses

Federal Employer ID A3 Legal Name THIRD PARTY
DBAN:
(MyAccounts | Balance 50.00 ams
Mailing Address 2501 N LINCOLN BLVD

OKLAHOMA CITY OK 73194

REQUESTS® NOTICES? LETTERS & PERMITS?
ACCESSIBLE ACCOUNTS (SEARCH)®

MY ACCOUNTS Hide History W Filter

Account ID Account Type Name Frequency Address Balance

My Profile
Add Access to Another Account

Help Links

FAQ's
Guide

Enter the passphrase (A) provided to you by the first party.

Select the account type for the account you are requesting access to, enter the account
ID, and account zip code (B).

4. Click the Submit button (C) to send the request for access to the first party.
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Submit

Menu Log Of

Havigation

Cancel

To add online access to your Oklahoma Tax Account:

Select the Account Type and enter the Oklahoma Tax Account ID {e.g. ALC-10000000-99)
and Zip Code of the account you are adding. This is not your FEIN or SSN.

My Accounts

Request

Help Links

Third Party Passphrase:

Account owners are able to create a passphrase that allows third party users to access one
or more of the accounts.

FAQ's
Guide
If an account owner has requested that you access their account, they must provide you with

a passphrase that they have created in addition to their Oklahoma Tax Account Id and
Account Zip Code.

Once you have requested access using the passphrase, the account owner will have to login
to OKTAP and grant you access.

Passphrase r Required <uum— A
Account you wish to access:

Account Type: r - Requirad

Account ID: ’ Required B

Account Zip Code: r Required
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STEP FOUR: FIRST PARTY GRANTS ACCESS
After logging in to OKTAP:

1. Click the My Profile link on the sidebar.
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Menu Log Off

FIRST PARTY Names and Addresses

Navigation Federal Employer ID A1234 Legal Name FIRST PARTY
[ My Accounts Balaics $0.00 DBA Name Add

Mailing Address Edit 2501 N LINCOLN BLVD
OKLAHOMA CITY OK 73194

My Profile
Allow Third Party Access

Add Access to Another Account
Make a Payment

REQUESTS® NOTICES® LETTERS & PERMITS*

ACCESSIBLE ACCOUNTS (SEARCH)"

MY ACCOUNTS Hide History W Filter

Account ID Account Type Name Frequency Address Balance
STS-12345678-02 Sales Tax FIRST PARTY Monthly 2501 N LINCOLN BLVD OKLAH 0.00

Help Links

FAQ's
Guide

2. Navigate to the Access to My Accounts tab.
3. Click the Access Level link for the account type for the account the third party has
requested access. This will be grayed out until marked active.

Lizme Profile I'want to
Navigation Web Name: Update Profile
Phone 1: C | Online A
My Accounts Phone 2- ancel my Online Access
My Prafile Email: test@test.com Change Password
Question: What is your favorite animal?
Help Links
FAQ's
Guide MANAGE LOGONS
SR Kelelel /L3S ACCESS TO MY ACCOUNTS
ACCESS TO MY ACCOUNTS Hide History W Filter
Web Logon Access Type Name Account Type Account [D Access Level Active
firstparty Master FIRST PARTY Sales Tax STS-12345678-02 All Access
thirdparty Third Party FIRST PARTY Sales Tax ST5-12345678-02 View h

4. Select the access level from the drop-down menu (A) and click the Active checkbox (B) to
grant the third party access to that account.
5. Click the Submit button (C) to grant the third party access to the account.

I My Profile x I

Edit Access Level

thirdparty
Sales Tax - STS-12345678-02

Access Level:| View H e A
Active: h B
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The third party now has access to the specified account.

MANAGE LOGONS
3l Kelclellk3N ACCESS TO MY ACCOUNTS

ACCESS TO MY ACCOUNTS
Web Logon Access Type Name Account Type Account ID Access Level Active
firstparty Master FIRST PARTY Sales Tax S§T5-12345678-02 All Access

thirdparty Third Party FIRST PARTY Sales Tax STS-12345678-02 View

When the third party logs on to OkTAP, they will have a tab called Other Taxpayer’s Accounts.
This tab will contain a list of accounts for different first parties that they have access to on
OKTAP.

iz THIRD PARTY Names and Addresses
Navigation Federal Employer 1D g3 Legal Name THIRD PARTY
DBA N
(MyAccounts I Balance 50.00  Hame
Mailing Address 2501 M LINCOLN BLVD
My Profile OKLAHOMA CITY OK 73194
Add Access to Another Account

Help Links

PXelolI' 4l REQUESTS” NOTICES® LETTERS & PERMITS?

omen Taxeaveres accouns' I

Contact Us ‘OTHER TAXPAYER'S ACCOUNTS Hide Histary N Filter
Account ID Account Type Name Frequency Address Balance

S5T5-123454676-02  Sales Tax FIRST PARTY Maonthly 2501 N LINCOLN BLVD OKLAR 0.00

FAQ's
Guide

ACCESSIBLE ACCOUNTS (SEARCH)®




