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1

Overview

The Withholding Return and Payment System (WRAPS) provides the taxpayers of the Commonwealth, the
ability to file their Withholding K-1 and K-3 returns online. Taxpayers will be able to file returns, view and
amend returns that were previously filed online, request refunds and credit forwards, as well as the ability to
access the Enterprise Electronic Payment System for paying Withholding Tax Due.

This User Manual is being provided as a guide to working with the system and can be used as a quick
reference guide for frequently asked questions.

Please review the table of contents for quick access to necessary information.

Rev.07/2015 4
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2

Login

To register a Business for online filing, the user will need to click on ‘Online Withholding Tax Return and
Payment System, WRAPS’ from the Department of Revenue home page.

:E-filing Withholding Tax Returns

The Withholding Return and Payment System, WRAPS, provides the taxpayers of the Commonwealth, the ability to file their Withholding K-1
and K-3 returns online. Taxpayers may file returns, view previously filed online returns, amend returns, request refunds and credit forwards as
well as the ability to access the Enterprise Electronic Payment System for paying Withholding Tax Due.

nlin ithholding Tax Return
and Payment System, WRAPS

WRAPS Public User Guide teor - 1s25k]

This will take the user to the One Stop Login screen.

Rev.07/2015 5
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Login Page

Note

Rev.07/2015

L

A
i
[T T 0]

[TLEEeqT
WRAPS

New Users { skt

Kentucky

One Stop

BUSINESS PORTAL

PLEASE NOTE:
1f you had a user account established for business registration, priof to May 1. 2015, you will need to create a new user account.

1 you aiready have 3 user account for the Withhoiding Retum and Payment System (WRAPS) or the Occupations & Professions (O&2) appiication, you do not need o create another user account for the Kentucky One Stop
Business Portal You may use your existing user name and password to sign into One Stop.

WARNING

Securit

etudkiy™

Existing
Users

If the user is an existing user, they will need to enter their Username and Password and click ‘Sign in’.

user is a new user, they will need to click ‘Click here to create a user account.’

If the
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New User Registration

Sman aersrae

cartrm zman asarsee

Optional profile information

Once the user is presented with the Create Account page, the user will need to enter the required information:

User Name

Display Name

First Name

Last Name

Password (requires duplicate entry for confirmation)
Email Address (requires duplicate entry for confirmation)

O O O O O O

Rev.07/2015 7
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Create Account

Usemame®

Display Name*
First Name®

Last Name®
Password"
Confirm Password”
Email Address”

Confirm Email Address”

Optional profile information

Note

Rev.07/2015 8
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Rev.07/2015

Optional profile information

Prefix

Middle Name
Suffix

Address 1
Address 2

PO Box Number
Zip Code

City

County

State

Select Option

Country
Select Option...

Upon completion of all required and applicable fields, the user will click ‘Create Account’.
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Once the user clicks the ‘Create Account’ button, they will see a screen that shows an account creation
confirmation message confirming that they have created an account with One Stop. However, the user cannot
log in yet, as they still need to activate their account.

The user should follow the instructions provided on this screen to check their email.

Account Creation Confirmation

You are almost done registering your user account with Kentucky One Stop Business.

You will receive an email which contains directions for activating your user account.
Follow the directions contained in that email to finish setting up your user account.

You may close this browser window. A new one will be opened for you when you click the link in the confirmation email.

Rev.07/2015 10
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Email Confirmation

Rev.07/2015

The user will need to check the email account that they entered on the Create Account screen for an email
from noreply.sims@ky.gov. The email will look similar to this one:

Kentucky Business One Stop confirmation for usov_

uugi Som ol ky i_n noreply semaBhy 0o
) o Y . ~ rFx il

One Stop Kentucky

In order to activate their account, the user should click on the link provided in the email. This will take the user
back to the One Stop login screen.

11



Withholding Return and Payment System (WRAPS) | 2015

Once back at the One Stop login screen, users should input the Username and password they entered on the
Create Account screen.

=
= bomeone®example.com

AN

[TILIT(T B
WRAPS / e

—

7

creating, or using
us at 502-782-8930,

Kentucky

One Stop

PLEASE NOTE:
1 you h.
1 you aln
acc

Note Please be aware that One Stop will auto generate ‘cit\’ at the beginning of the user’s username. This is not
an error and is necessary for the user to successfully log into One Stop and the Withholding Return and
Payment System.

Rev.07/2015 12
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3

Trouble Accessing Your Account

If the user is unable to successfully login, has forgotten the correct username and/or password, or if the
account has become locked, the user should click the “Trouble accessing your account?’ link on the WRAPS
homepage.

“ Jsername

Password

Trouble accessing your account?

Don't have a user account?
Click here to create a user account.

If you are having trouble creating, or using,
your account, please call us at: 502-782-8930,
or email KYBOS.SUPPORT@ky.gov

Rev.07/2015 13
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This will take the user to the Account Self-Service page where the user can select the appropriate link to obtain
the Username associated with the account, reset the account password, unlock the account, and login to the
Kentucky Business One stop Portal.

Account Self-Service
& Forgot Username Account Self-Service Options

&, Reset Password

If you have forgotton your username or password, or if you have locked your user
o’ Unlock Account

account, please use one of the options to the left to fix the problem.

%] Login »)

Rev.07/2015 14
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Forgot Username

If the user has forgotten the Username that was entered when the profile was generated, the user will select
‘Forgot Username’.

& Forgot Username

&, Reset Password

o' Unlock Account

%) Login %)

The next screen will prompt the user to indicate where the Username associated with the account should be

sent.

Complete this form to retrieve your Username

Send Username To*

Select Option.. v

Captcha

.
since W
— )
T ‘ | || 4 ‘-c.\mm*
Privacy & Terms (2] |

Retrieve Username

Rev.07/2015 15
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Note At present, the only option to select is “My Email.” The user should enter the email address used when the
profile was created.

The user will input the email address used when the profile was created, input the “Captcha” verification
information, and click ‘Retrieve Username’.

Forgot Username

Complete this form to retrieve your Username

Send Username To*

[ My Email ']

Email Address

Captcha

since W j

- ‘
Mypethetext ] ¢ (..:wmu- ‘
2]

\ Privacy & Terms

The system will indicate that details regarding the account have been sent to the user via email.

Account Self-Service Options

Details regarding your user account have been sent to Email Address|[IIIIIINIGNG

If you have forgotton your username or password, or if you have locked your user account, please use one of the
options to the left to fix the problem

Rev.07/2015
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The user will receive an email similar to the example below. The user will utilize the account username listed
in the email to login to WRAPS.

Kentucky Business One Stop - Forgot Username Request

noreply.sims@ky.gov <noreply.sims@ky.gov>
To: I

This is a notice regarding your Kentucky Business One Stop Account.
Your account username is:
This email is for your records only. You do not have to take any action.

If you did not request this username reminder, please contact us at 502-782-8930.

NOTE: Do not reply to this email. This email account is only used to send messages.

Thank you,

One Stop Kentucky

Rev.07/2015 17
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Reset Password

If the user has forgotten the account password and needs to reset it, the user will select ‘Reset Password'.

& Forgot Username

Q: Reset Password

o’ Unlock Account

%) Login »)

The next screen will prompt the user to indicate where password reset information should be sent.

Rev.07/2015

Password Reset : Request Security Code

Username*

Send Code To*
Select Option.. v

Captcha

asking Rinef

— [~}
[Type the text || e ‘»mmm_
Privacy & Terms (2] .

Request Security Code | Already Have A Code? Click

18
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The user will input the Username associated with the account, select “My Email” for “Send Code To*”, and then
enter the email address used when the profile was created. The user will input the “Captcha” verification
information and click ‘Request Security Code’.

Password Reset : Request Security Code

Username*

Send Code To"

My Email v

Email Address

Captcha
priokick
oing
going
_ [
[ypet | e (-.:cmcur
Privacy & Terms (2]

Request Security Code Alr 2ady Have A Code? Click

Note If the user already has a system generated recovery code, the option for ‘Already Have a Code? Click’ may
be utilized.

Rev.07/2015 19
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Note

Rev.07/2015

The user will receive an email similar to the example below. The user will utilize the system generated
recovery code and included instructions to reset the password.

Kentucky Business One Stop - Password Reset Request

noreply.sims@ky.gov <noreply.sims@ky.gov>
To

You have requested to reset the password for your Kentucky Business One Stop account. This
Security Code can be used to reset your password for the next 24 hours

ASEA475E

To reset your password, please click this link and provide your Security Code, along with your account
usemame and new password

Click here to reset your Kentucky Business One Stop Password

Don't see the link? Copy this address into your browser's address bar and press the ENTER key.
https://uat.sims.cot.ky.gov/Account/ResetPassword

NOTE: Do not reply to this email. This email account is only used to send messages

Thank you

One Stop Kentucky

The system generated recovery code is only valid for 24 hours. If 24 hours has passed since the code was
issued, the request process must be repeated in order to obtain a new code.

20
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Upon returning to WRAPS, the user will input the Username associated with the account, the system
generated recovery code, and the new password. The user will re-enter the new password to confirm, input
the “Captcha” verification information, and click ‘Reset Password’.

Reset Password

A Security Code has been sent to the delivery option you selected on the previous screen. Please provide that Security
Code, along with the other information requested, into this form to reset your password.

Username*
Security Code*
New Password*
Confirm Password*

Captcha
have

[~
: : o @M’TCM 9
o |

Privacy & Terms

Reset Password

Note = New passwords must be between 8 and 15 characters long and contain at least one of the following: one
number, one letter, one special character and one capital letter. Passwords must not contain the Username,
First Name or Last Name.

Rev.07/2015 21
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The system will indicate that the account password has been reset.

Account Self-Service Options

Your password has been reset. You may now log into your user account, or you may enter the system by
navigating to the service you were previously trying to access.

If you have forgotton your username or password, or if you have locked your user account, please use
one of the options to the left to fix the problem.

The user will receive an email similar to the example below indicating that the password for the account has
been changed.

Kentucky Business One Stop - Password Was Reset

noreply.sim .gov <noreply.sims@ky.gov=>
To:

This is a notice regarding your Kentucky Business One Stop Account.
Your passweord for the account registered with this email address has been reset.
This email is for your records only. You do not have to take any action.

If you did not request this password reset, please contact us at 502-782-8930.

NOTE: Do not reply to this email. This email account is only used to send messages.

Notice: This communication contains information which is confidential. It is for the exciusive use of the intended

s). If you ar2 not the mtendad recipient(s) please note that any form of distnbution, copying, forwarding or use of

this unication or the information thersin is sinctly prohibited and may be unlawful. If you have receved this

comMmmMUNICation in eror please ratum i to the sender and then delete the communicaton and destroy any copies

Thank you,
One Stop Kentucky

Rev.07/2015 22
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Unlock Account

If the user account has become locked, the user will select ‘Unlock Account'.

The next screen will prompt the user to indicate where unlock account information should be sent.

Rev.07/2015

& Forgot Username

&, Reset Password

= Unlock Account

%) Login )

Unlock Account : Request Security Code

Username”™

Send Code To"

l Select Option... :
Captcha
e the text = 1
[Type the text | i ‘ Re CAPTCHA™
Privacy & Terms (7] "

Request Security Code Already Have A Code? Click

23
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The user will input the Username associated with the account, select “My Email” for “Send Code To*”, and then
enter the email address used when the profile was created. The user will input the “Captcha” verification
information and click ‘Request Security Code’.

Unlock Account : Request Security Code

Username”

| |

Send Code To"
[ My Email ']

Email Address

Captcha

‘ e.re saying

: e (]
[Type the tex | B <~cmcur
Privacy & Terms o |

ClearForfl | Request Security Code | #lready Have A Code? Click

Rev.07/2015 24
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Note

Rev.07/2015

Kentucky Business One Stop - Unlock Account Request

noreply.sims@ky.gov <noreply sims@ky.gov>
To:

You have requested to unlock your Kentucky Business One Stop account. This Security Code
can be used to unlock your account for the next 24 hours.

E7E2655B

To unlock your account, please click this link and provide your Security Code, along with your
account username.

Click here to reset your Kentucky Business One Stop Password

Don't see the link? Copy this address into your browser's address bar and press the ENTER
::?t\ps //uat.sims.cot.ky.gov/Account/UnlockAccount

NOTE: Do not reply to this email. This email account is only used to send messages.

nication contains information which is confidential. It is for the exclusive use of the int

Thank you,

One Stop Kentucky

The user will receive an email similar to the example below. The user will utilize the system generated
recovery code and included instructions to unlock the account.

The system generated recovery code is only valid for 24 hours. If 24 hours has passed since the code was
issued, the request process must be repeated in order to obtain a new code.

25
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Upon returning to WRAPS, the user will input the Username associated with the account and the system
generated recovery code. The user will input the “Captcha” verification information, and click ‘Unlock Account’.

A Security Code has been sent to the delivery option you selected on the previous screen. Please provide that Security
Code, along with the other information requested, into this form to unlock your account.

Username*
Security Code*

Captcha
slayeth

Rz

e ]
[Type the text | o {u-cmcm*
Privacy & Terms (2]

OIT. Unlock Account

The system will reference that the account has been unlocked .

Account Self-Service Options

Your Kentucky Business One Stop user account has been unlocked. You may now attempt to log into your

account by either clicking the Login link to the left, or going back to the original system you were trying to
access.

If you have forgotton your username or password, or if you have locked your user account, please use
one of the options fo the left to fix the problem.

Rev.07/2015 26
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Note

Quick Links

Kemud(y

Kentucky Business One Stop (KyBOS)
‘p*..

Withholding Return and Payment System (WRAPS)

Rev.07/2015 27
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Online Filing

WRAPS Home/Dashboard

Once the user has entered their user name and password in the One Stop login page, the user will be directed
to the WRAPS Home Dashboard.

ili Withholding Return and Payment System - WRAPS

One Stop I WRAPS Home
@  You have no businesses registered with &2  Tax periods prior to registration will not be El Register a business for online filing
your account. Click here to register your account available in WRAPS. Email notifications will be
with a business or click the Register a business for received each time a period is made available in B R T T
online filing button on the right to register a WRAPS. Please continue to file paper returns until
business at any time. You can have more than one the first email notification is received

business associated with your account 2% Manage WRAPS Requests
u have O businesses registered with your account 5
Important Links

Withholding Business Registration
Registration Application

Account Cancellation

Public User Guide

Contact Us

GEEHD

Policies  Security  Disclaimer  Accessibility

©2014 Commonwealth of Kentucky. All Rights Reserved
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- _

o You have no businesses registered with

your account. Click here to register your account
with a business or click the Register a business for
online filing button on the right to reqgister a
business at any time. You can have more than one
business associated with your account.

Rev.07/2015 29
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Online Filing Registration

To register a business for online filing, the user will need to click ‘Register a business for online filing’.

[} Register a business for online filing

If the business is already registered, the user will need to click ‘Request access to a registered business.’

Request access to a registered business

In both instances, the user will be presented with an online filing registration form.

Q Register your user account with a business

Tax Account Number Enter the 6-digit assigned Withholding Tax Account Number.
Business Name Enter the Business Name as shown on the withholding return.
FEIN Enter the 9-digit Federal Employer Identification Number.
Submit

The user will need to enter the correct withholding tax account number and either the Business Name as
registered or the Federal Employer Identification Number (FEIN) in order to successfully complete registration.
Once the required information has been entered, the user will click ‘Submit’.

Rev.07/2015 30
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Business Administrator

If the user enters the correct Tax Account Number and the correct Business Name and/or FEIN, and if the
business is not already registered for online filing, the user will be presented with a screen asking them if they

would like to become the administrator for the business.

Note In order for a business to be registered for Online Filing, there must always be an administrator assigned to the

business.

Stop WRWPS Online Filing Reglstration

[E] Register your WRAPS account with a business

&2 Register your user account with a business

Tax Account Number L ___ |

FEIN Enter the 9-0igit Federal Employer Identification Numbe

Submit

Currently there is not a WRAPS Administrator associated with this
business. To continue In the WRAPS system, a WRAPS
Administrator must be assigned. To become the WRAPS
Adminstrator for [ G, (i the
“Become the WRAPS Administrator” button below.

Become the WRAPS Administrator

I do not want WRAPS Administrator access

Rev.07/2015
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Terms and Conditions

If the user chooses to ‘Become the WRAPS Administrator’, they will be presented with a screen where they
can hit ‘cancel’ to cancel the registration process, or check the Terms and Conditions box and click ‘Register
as the WRAPS Administrator’.

Cancel

WRAPS Administrator Terms and Conditions

Currently, there is not a WRAPS Administrator associated with this business. To continue in the WRAPS system, a WRAPS
Administrator must be assigned. To become the WRAPS Administrator for| , you
must agree to the WRAPS Administrator Temns and Conditions and click the Register as the WRAPS Administrator button below.

In order to continue, you must confim that you are a responsible party in the business or an authorized representative of

By becoming the WRAPS Administrator of the business, you will switch the business to online filing and you will no longer receive
paper K-1/ K-3 retums for future retums.

© Tax periods prior to registration will not be available in WRAPS. Email notific
available in WRAPS, Please continue to file paper retums until the first email notification is received

d each time a period is made

— ) | agree to the WRAPS Administrator Terms and Conditions
| Register as the WRAPS Administrator |

Policies Securnty Disclaimer Accessibility

©2014 Commonwealth of Kentucky. All Rights Reserved
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Registration Request

If the user enters a valid Withholding Tax Account number but the Business Name or FEIN does not match the
account number entered, then the user will be presented with the option to have the registration request
reviewed by the Department of Revenue.

Online Filing Registration

[f] Register your WRAPS account with a business
' A i = yistration

Q Register your user account with a business If you have verified that the information you have entered is
correct, piease click below to submit your request. A staff member
at the Department of Revenue will review the request and approve

Tax Account Number I or deny your registration

Business Name — Click here to have your request reviewed
FEIN Enter the 9-digit Federal Employer Identification Number
Submit
Note The user must also agree to terms and conditions when sending a request for registration to DOR.

Rev.07/2015 33
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Invalid Registration

If the user enters an invalid Withholding Tax Account Number, the system will display an error message stating
that the user needs to contact the Kentucky Department of Revenue to receive additional assistance.

: él()p WRWPS Online Flling Registration

] Register your WRAPS account with a business

nline Filing Reqlstration

&2  Register your user account with a business

Tax Account Number -

FEIN Enter the 9-digit Federal Employer identification Number

Submit

o The Withholding Tax Account Number and Business Name
entered cannot be verified. Either the Withhoiding Tax Account
Number is invalid, the Tax Account associated with this Account
Number is Cancelled or the Business Name IS incorrect. If you feel
you have received this message In error, please contact The
Kentucky Department of Revenue

Rev.07/2015
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Filing

Rev.07/2015

When the user has at least one business registered with their user account, the user will see a
dashboard/home screen with all businesses associated with their account.

ne Stop WRHPS

I Withholding Return and Payment System - WRAPS
M WRAPS Home

CII‘ You have 1 return that can be filed, 1 is overdue [ Register a business for online filing
[ Request access 1o a registered business
You have 1 business registered with your account
\
Account Number Business Name Role Alerts ’ & Manage WRAPS Requests

®
a
2
5
i

Policies Secunty Disclaimer Accessibility

02014 Commonweaith of Kentucky. All Rights Reserved
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If a return is available for filing, there will be an alert in the alert column for the business. To access the
business page the user can click the Business Name. To file a return, the user will need to click ‘Filing
available’ or “! Not filed online”.

You have 1 business registered with your account

-
Account Number Business Name Role ' Alerts

m 12 Month Filing History

Period Begin Date Pericd End Ciate Due Date Return Status

Tiz0n4 302014 100312014 C | ' Mot filed online )

Rev.07/2015 36
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To file the K-1 or K-3 return, the user will need to click ‘File K-1/K-3 Original’ in the period section on the left or
the button on the right.

) Period Ending 9/30/2014
One Stop / WRAPS Home _ 4 Period Ending 9/30/2014

.’2} The return for period ending date 9/30/2014 is eligible to be filed. B File K-1 Original

B Click here to make a payment
[ Period Ending 9/30/2014 File K-1 Qriginal

A return has not been filed for this period. E Business Profile

Tax Mumber

FEIN

Filing Freguency Monthly
Account Status Active
WRAPS Status Active

Period Payments

Only payments made via the Enterprise Electronic
Payment System are displayed. Payments made
through Electronic Funds Transfer and other
sources will not be displayed.

Rev.07/2015 37
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Withholding Return

Rev.07/2015

The user will then need to fill out all required fields and click ‘Submit the K-1 Original return’.

[3 K-1 Original - 9/30/2014
One Stop / WRAPS Home / [N, F<riod Ending 09/30/2014 @ K-1 Original - 9/30/2014

o The Total Amount Due is calculated with the assumption that all values entered were accurate and the Total Amount Due is being paid in full on today's date. You may be
responsible for additional penalty and interest for a return filed after the due date.

K-1 Original
Employees for the period 0
Total wages paid $0.00
Income tax withheld $0.00
Apply credit? Mo | do not want to apply a credit E|
Tax payments made prior to today for $0.00
this period
$0.00 in payments have been recorded in the Electronic Enterprise Payment System (EEPS) for this period.
Total tax due $0.00
Total penalty $10.00
Total interest $0.00
Total amount due $10.00

Submit the K-1 Original return Cancel

38
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Credits

In order for the user to apply credit to a return, the user must click the arrow at the “Apply credit?” field and
select either “Yes, apply credit from a different period” or “Yes, apply Economic Incentive Credit”.

Apply credit? No | do not want to apply a credit v

No | do not want to apply a credit

Yes, apply credit from a different penod
Yes, apply Economic Incentive Credit

If a credit from a different period is to be used, the user will select the appropriate option and additional fields

will appear.
Apply credit? Yes, apply credit from a different period v
Apply credit amount $0.00
Apply credit from period 1/ddlyyyy

A You have selected to apply a credit from a previous
period. Please enter the period to apply the credit from.

Apply credit comments Please enter any comments or information you would like
for us to consider while reviewing this request
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If the Economic Incentive Credit is to be used, the user will select the appropriate option and additional fields

will appear.
Apply credit? Yes, apply Economic Incentive Credit v
Apply credit amount $0.00
Apply credit comments Please enter any comments or information you would like
for us to consider while reviewing this request p
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Electronic Signature

In order to submit the return, the user will need to agree to the electronic signature terms and submit ‘Sign and
Submit the return.’

Electronic Signature

| declare, under the penalties of perjury, that this return has been examined by me and to
the best of my knowledge and belief is a true, correct and complete return.

+ Sign and Submit the return Cancel
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View Return

In order to view the filed return, the user can view the summary or click the return link on the Period Screen to
view the detailed return.

EMp WRRPS

) Period Ending 9/30/2014

ﬁ Your réturn was submitted {o the Department of Revenue on 12/22/2014. You can pay the amount owed, $10.00, by clicking the Make Payment button on the right

ﬁ The return for peniod énding date 9/30/2014 is being processed. Once the return has been completely

processed you will be able to make amendments If necessary. The business is able to fée up 1o 5 amendaments

ES Click here to make a payment

Penod Ending 9/30/2014
[ Business Profile

Employee Count 0
Total Wages $0.00 Tax Numbar
Income Tax Withheld $0.00 FEIN

Filing Frequency Monthly
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Edit a Return

The user can edit the return by clicking the ‘click here to edit the return’ button.

m 12 Month Filing History

Pericd Begin Date
12116/2014

1211/2014

8/16/2014

a/1/20m4

Period End Date

1213172014

12/15/2014

8/31/2014

81572014

Due Date

113112015

12/26/2014

9/15/2014

8/31/2014

Return Status

[# Click here to edit the retLD

This return has not been processed. You may edit the
return if corrections are needed.

& Mot available for online filing

[@ Click here to view the return

This return has been processed and you can now file up to
5 amendments online.

@ Click here to view the retumn

This return has been processed and you can now file up to
5 amendments online.

Note: If corrections for period are needed, it can only be EDITED before it is processed. Once the return has been
processed, changes can only be made by AMENDING the return.

Rev.07/2015
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W RQP S Online Filing Registration Manage WRAPS Requests

) Period Ending 12/31/2014
One Stop / WRAPS Home / | = Period Ending 12/31/2014

! This business is not active in the Withholding Returns and Payment System (WRAPS) and will no longer [ EditK-3 Original

receive electronic returns. If you believe you have reached this message in error, please contact the Department
of Revenue at (502) 564-7287

B Click here to make a payment

[ Business Profile
If corrections for period ending 12/31/2014 are needed, it can only be EDITED before it is processed. Once the

return has processed, changes can only be made by AMENDING the return

. ]
e
I
[ Period Ending 12/31/2014 I

Tax Number .
FEIN

K-3 Original Filing Frequency Twice-Menthly

7/6/2015 Account Status Active
WRAPS Status Inactive

Note: If corrections for period are needed, it can only be EDITED before it is processed. Once the return has been processed,
changes can only be made by AMENDING the return.
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Disabled Period

The user can notice that a period is disabled as the return for that period cannot be filed online.

ﬁ 12 Month Filing History

Period Begin Date Period End Date Due Date Return Status

12/16/2014 12/31/2014 1/31/2015 (# Click here to edit the return

12/1/2014 12/15/2014 12/26/2014 C&_Not available for online fiing_—>

[2 Click here to view the return

8/16/2014 8/31/2014 9/15/2014

8/1/2014 8/15/2014 8/31/2014 [2 Click here to view the return

[ Period Ending 12/15/2014
OneStop | WRAPS Home | [

™ Period Ending 12/15/2014

B Retumn Filing Unavailable

C

= Click here to make a payment

The retun for period ending 12/15/2014 cannot be filed online.

After the user has clicked the “Not available for online filing” in the ‘Return Status’ column, the user can notice a disabled tab that states
‘Return filing unavailable’.
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Amend Return

Note To amend the return, the user will need to click “File Amendment” from the Period Screen for the Business.

™) Period Ending 9/30/2014
One Stop / WRAPS Home / NN, ) Period Ending 9/30/2014

g The return for period ending date 9/30/2014 has been processed and is considered completed. You can & File K-1 Amendment 1

file an amendment by clicking the File K-1 Amendment 1 button. —

B Click here to make a payment

4 Period Ending 9/30/2014 File K-1 Amendment 1

B Business Profile
k-1 Original
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The user will need to update any values necessary and click ‘Submit the return’.

[ K-1 Amendment 1 - 9/30/2014
One Stop /| WRAPS Home _ Period Ending 0/30/2014 M K-1 Amendment 1 - W30/2014

'o You filed the original return on 12M7/2014 and have filed 0 of the 5 amendments allowed to be filed onlineg for this period. The values to the right of your new return are the most
recent values you have provided us. They are from the return filed on 12M17/2014.

0 The Total Amount Due is calculated with the assumption that all values entered were accurate and that The Total Amount Due will be paid in full on or before the Return Due Date.
Thiz amount iz subject to DOR Approwval.

K-1 Amendment 1 K-1 Original filed 12(17/2014
Employees for the period 52 52
Total wages paid $20,000.00 $20,000.00
Income tax withheld 3200.00 $300.00
Apply credit? No | do not want to apply a credit EI
Tax payments made prior to today for 20.00 £0.00
this period
£0.00 in payments have been recerded in the Electronic Enterprise Payment System (EEPS) for this period.
Total tax due 2300.00 2200.00
Total penalty $48.00 $95.00
Total interest 3B8.94 $8.28
Total amount due $056.94 804.28
Explanation of Adjustment Please enter any comments or infermatien you would like

for us to consider while reviewing this request.

Submit the K-1 Amendment 1 return Cancel
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Rev.07/2015

A return may only be amended up to 5 times online. Once the maximum number of amendments has been
reached, the user will be allowed to download a paper amendment form.

! You have filed 5 amendments and must submit future amendments by completing the paper

amendment form. Click the link below to open and print the amendment farm.

B Download Amendment Form

48



Withholding Return and Payment System (WRAPS) | 2015

5

Managing Users

In order to add, remove or update a user’s permissions, the business administrator will access the Business’
home screen.

EEE You have 3 businesses registered with your account

Click the business
name above to
access its home

screen.
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Adding Users

Rev.07/2015

To add a new user to the Business, the Business Administrator will click ‘Add WRAPS User’.

métop WRWPS Oniine Fiing Registration Manage WRAPS Requests

& Business Users: 3

User Name
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The Business Administrator will then enter the email address that is associated with a user registered with One
Stop and click ‘Search for a registered email address .

Cancel E Invite users to join this WRAPS business account

Enter Email Address

B4 Enter the user's email address

Search for a registered email address

Enter the email address of the person you want to register with this business. We will attempt to verify the email address is
registered and allow you to review the results before continuing.
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If the user is registered with One Stop, the Business Administrator will be presented with the option to grant the
user one of the following roles: Filer & Payer, Filer, Payer, Viewer or Administrator.

= Add WRAPS User

Grant the role of WRAPS Filer & Payer
A WRAPS Fller & Payer can file returns and amendments in
addition to making online payments on behalf of the business

Grant the role of WRAPS Filer & Payer

Grant the role of WRAPS Filer
A WRAPS Flier can file returns and amendments on behaif of
the business

Grant the role of WRAPS Fier

Grant the role of WRAPS Payer
A WRAPS Payer can make online payments on behalf of the
business

Grant the role of WRAPS Payer

Grant the role of WRAPS Viewer
A WRAPS Viewer can view the returns and amendments filed
onine by the business

Grant the role of WRAPS Viewer

Grant the role of WRAPS Administrator

A business can only have one WRAPS Administrator If you
grant the WRAPS Administrator roe Yo_ your
role will be changed to WRAPS Viewer immediately and you
will no longer have WRAPS Administrator rights 1o this
business. A WRAPS Viewer is only able to view returns and
amendments that pertain 1o the business. and you wili not be
able 1o undo this change unless you contact the Department
of Revenue at (502) 564-7287

Grant the role of WRAPS Administrator
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Inviting Users

If the user is not registered with One Stop, the Business Administrator will be presented with the option to send
the user an invitation to create a user account. To send the invitation, the Business Administrator will need to

click ‘Send invitation to: (email address)’.

Email Address not registered
Cancel A N

You can search again by using the search option below

The email adoress!;s not registered with our system. You can send an invitation to this email address by clicking
the Invite User button below. The email address will be sent instructions for accessing this site and registering with this business

The user will receive an email similar to the one below, indicating to which business the user has been added

and the permission level that was granted.

WRAPS Role for account | lllhas been assigned
H wraps-noreply@ky.gov (wraps-noreply@ky.gov) Add to contacts 9:28 AM

You-1ave been assigned WRAPS Filer & WRAPS Payer for the business
can access the business immediately. To view the business and view the role assigned now click

To visit WRAPS home page, click this link: https://wraps.ky.gov

™ ox

Actions

\Withholding Tax Account number -and

Rev.07/2015
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Update Permissions & Remove Users

To edit a user’s permissions or to remove a user from the Business, the Business Administrator will need to
click on the user name or the role.

&%  Business Users: 1 Add WRAPS User

User Name Role

- admin

The Business Administrator will then need to choose to ‘Remove user access’ or grant the user another
permission level.

Ccancel = I = - role of WRAPS Filer and can fiie retums and amendments on behalf of the business

@  How do you want to change the WRAPS role?

You can change the role or remove access of <" I " the options beiow

Please read all of the options before selecting your response to the request for access o this business

Remove user access
Remove all access to this business

Grant the role of WRAPS Payer
A WRAPS Payer can make online payments on behalf of the
business.

Grant the role of WRAPS Payer

Grant the role of WRAPS Viewer
A WRAPS Viewer can view the returns and amencments filed
online by the business

Grant the role of WRAPS Viewer

Grant the role of WRAPS Administrator

A business can only have one WRAPS Administrator. If you
grant the WRAPS Administrator role to [l your role
will be changed to WRAPS Viewer immediately and you will no

Grant the role of WRAPS Aaministrator

longer have WRAPS ator rights to this A
WRAPS Viewer is only able to view returns and amendments
that pertain to the business, and you will not be able to undo
this change unless you contact the Department of Revenue at
(502) 564-7287
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6

WRAPS Status

Update WRAPS (Online Filing) Status

To update the Online Filing Status, the Business Administrator will need to access the Business Home Screen
in WRAPS and click ‘Manage WRAPS Status’.

B Make a Payment

& Add WRAPS User

Il Manage WRAPS Status
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If the Business is currently registered for online filing, the Business Administrator will need to click ‘Unregister
with Online Filing’, and then click ‘Yes’ in the confirmation box.

Cancel Changes

is registered for onling filing

You can remove this business from online filing by clicking the Unregister with Online Filing button below.

Unregister with Online Filing

Confirmation Required

Are you sure you want to modify the WRAPS Account Status for this business? If switching
to active, returns will be generated online and paper returns will no longer be sent. If
switching to inactive, returns will no longer be generated online and paper returns will be
sent.
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If the Business is not currently registered for online filing, but was at one time, the Business Administrator will
need to click “Register for Online Filing” and click “Yes” in the confirmation box.

Cancel Changes O _ NOT registered for online filing

You can register this business with online filing by clicking the Enroll In Online Filing bution below.

Register for Online Filing

Confirmation Required

Are you sure you want to modify the WRAPS Account Status for this business? If switching
to active, returns will be generated online and paper returns will no longer be sent_ If
switching to inactive, returns will no longer be generated online and paper returns will be
sent.

Rev.07/2015 57



Withholding Return and Payment System (WRAPS) | 2015

Important Links

M Withholding Return and Payment System - WRAPS
n

C,/ You Nave 7 toturns that can be fled. 4 are ovérdue B Registor a butingss for onine fing

Bl Request occess to 0 regstered busmess
You have 4 busnesses registered with your account

& Manage WRAPS Requests

| Accountmumeer @ Buseess Name ® Roe @ Ak ®|
|
- — . payee et h
= | Qoo -g
| — e s -
- — s "

& ¢

4]

C2014 Commonweaith of Kentucky All Foghts Resened
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Links in WRAPS

The following links can be found on the WRAPS Home Page:

Withholding Business Registration (paper registration form)
Registration Application form

Account Cancellation form

Public User Guide

Contact Us Link

arwpdneE

Important Links

E] Withholding Business Registration
& Registration Application

B2 Account Cancellation

Bl Public User Guide

Contact Us
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