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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 (EEPS) 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. 11/2017 4
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Login

To register a Business for online filing, the User will need to go to the Department of Revenue home
page (https://revenue.ky.gov) and then look for Employer Payroll Withholding under Business. The
user will then be directed towards the Withholding Returns and Payment System (WRAPS).

] kh reregriug.y.gav,

HENTUCKY DEPARTWENT OF

REVENUE Individual | Business = Tax Professionals  Property = Collections = GetHelp | News

a] BOBH

A

Filing Withholding Taxes

File Online Returns

r-1
P
el
WRAPS
1 [WE 1 1 THOIW 1 the ahility 10 file 1he ( el onl
retums, view previously filed online returns, amend retuns, request refunds and credit forwards as well as the ability 10 access the Enterprise Electronic Payment Sysfem for paying
itrholding Tax O

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

Username

Kentucky

One Stop

BUSINESS PORTAL

Password

Forgot Username or Passward?

Kentucky Business One Stop Portal is the gateway to many Commonwealth Services. m
For a complete list of services, please see our FAQs.
If you do not have a user account,
. . Click here to create one.
Note: If you own more than one business or use more than one of the services, you do not need to create

a user account for each business and/or service. Your Kentucky Business One Stop user account will work If you are having trouble creating or using your
for all of them account, please review the FAQs. If you still have
. questions, please call us at: 502-782-8930,

or email KYBOS.SUPPORT@ky.gov

For additional information, refer to these User Guides: One Stop Overview and One Stop Security

'WARNING

This website is the property of the Commonwealth of Kentucky. This
is to notify you that you are only authorized to use this site, or any
information accessed through this site, for its intended purpose.
Unauthorized access or disclosure of personal and confidential
information may be punishable by fines under state and federal law.
Unauthorized access to this website or access in excess of your
autharization may also be criminally punishable. The Commonwealth
of Kentucky follows applicable federal and state guidelines to
protect the information from misuse or unauthorized access.

Policies Security Disclaimer Accessibility

Kentudkiy™

If the user is an existing user, they will need to enter their Username and Password and click ‘Sign in’. If the
Note user is a new user, they will need to click ‘Click here to create a user account.’

Rev. 11/2017 6
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New User Registration

Or;e Stop Security Information Management System (SIMS) & User Guide %) Login
Create Account
Username* Display Name*
First Name* Last Name*
Email Address* Confirm Email Address*
Password* Confirm Password*
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

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

O O O O O O

Rev. 11/2017
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Optional Profile Information

Od}tiwp Security Infarmation Management System (SIMS) B User Guide % Login
Username’ Display Name*
Farst Narme' Last Hame'
Email Address” Confirm Email Addness’
Pasawand® Canfirm Passwond
 cone cun |

Note  The user may choose to add optional profile information such as mailing address by clicking the ‘Optional
profile information’ link.

Rev. 11/2017
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Optional profile information
Prefix Middle Name Suffix

Address 1
Address 2
PO Box Number

City State Zip Code

Alberta v

Create Account

Upon completion of all required and applicable fields, the user will click ‘Create Account’.

Rev. 11/2017 9
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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. 11/2017 10
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Email Confirmation

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 the one shown below:

Kentucky Business One Stop confirmation for user Bulk_filer hox % = B
nareply.sims@icy.gov 12:57 PM (2 hours ago) L
L

Welcome! Your Kentucky Business One Stop account sat up is almast complete

In order to complete your account sel up, please Click here to activale your account, In arder to prevent lypos, you may copy and paste your highlighted user name

Your One Stop user account user name is: |

If you dont see the 'Chick here 1o activate your account link above, copy and paste the URL below inlo your browser's address bar and press the ENTER key

hEtos:/fsims . oot ky . g fACe £ et N Q F. FilerGemails

HOTE: Do not reply to this email. This email account i an aulomated nobificabon, whach is unable 10 receive rephes

Pradiey 165 o T aoTiusivel L OF Dol e e peati] B 1T wou Bl Nl T it D relReRn S ) plaksas modl that sy form of daintuton, copying. Toreencing or ute of thes

4y T Bl SR CHEE SONMPRUMCEGOM i SMO7 DS MU L0 T Sen0ar 65 e delels T COMMuncason Bnd desinoy By COpEs

Thank you

Hentucky Business One Stop

In order to activate their account, the user should click on the hyperlink (Click here to Activate Your Account) provided in the email.
This will take the user back to the One Stop login screen.

Rev. 11/2017 11
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Once back at the One Stop login screen, users should input the Username and password they entered on the Create Account screen
as shown in the highlighted red box.

Kentucky £t cirlas’ e
One Stop g ) =
Kentucky Business One Stop Portal is the gateway to many Commonwealth Senvices. m

For a complete bst of services. please see our FACS
I i s oot R B LS Betdunil

Mote: If you own more than one business or use more than one of the senvices, you do not need to create a user account for
[f yous aee baving trouble creating or using your

each business and/or service. Your Kentucky Business One Stop user account will work for all of them.
Hrount, please review the Fad) 3‘.',;_ w2l bave
guethord, phease call us at 502.782-B930,
of el CYECS SURPOAT Bk
For additicnal information, refer to these User Guides: One Stop Overview and

WARNING

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. 11/2017 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.

Rev. 11/2017 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 >
Complete the form to retrieve your Username.

Reset Password >
Request Security Code.

Unlock Account >
Request Security Code.

Login >

Login to see more options

Rev. 11/2017 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’.

Account Self-Service

Forgot Username
Complete the form to retrieve your Username

Reset Password >
Request Security Code.

Unlock Account >
Request Security Code.

Login >

Login to see more options

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

Rev. 11/2017 15
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Note

Rev. 11/2017

Account Self-Service

Forgot Username
Complete this form to retrieve your Usemame.

Send Username To*

Select Option...
Captcha

v

<
(e

Privacy & Terms | %]

At present, the only option to select is “My Email.” The user should enter the email address used
when the SIMS profile was created.

16
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Clicking on the drop down menu under the “Send Username To*” field will enable the
user to input the email address used when the SIMS profile was created. Enter the
“Captcha” verification information, and click ‘Retrieve Username’.

Forgot Username

Complete this form to retrieve your Username

Send Username To*
[ My Email v]

Email Address

Captcha

since hASSS]
l l = ‘ Privacy&Terms] :;I GCAPTCHA" “

Rev. 11/2017 17
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The system will indicate that details regarding the account have been sent to the user via email.

Account Self-Service

[Dﬂ‘tﬂils regarding your user account have been sent to Email Address ]

Forgot Username S
Completa the form to retrieve your Usemame.

Reset Password >
Request Security Code.

Unlock Account >
Request Security Code,
Login >

Legin to see more oplions

Rev. 11/2017 18
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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 Usemame Request

noreply.sims@ky.qov

As you requested, below 15 the Usemame for your Kentucky Business One Stop Account

Usemame Is -

if you did not request this username reminder, please contact us at-

NOTE: Do not reply to this email. This email account 1s an automated nobfication, which 1s unable to recerve reples

e e w58 o 18 mensed Mo pantlsL I you B8 M0 TIe MRNCRS R DRNt(E) PEssE Nte et gy form of dabaten copyng forwsroing o wse o ths

commumiceton & the infarmadion theren s stictly prohdied and may be unigwhd. ¥ you heve recered ths communiceSon 0 eTor pesse retum ¢ 20 the sender 3nd Ben defete e communcaton and Jest oy any copes

Thank you
Kentucky Business One Stop

Rev. 11/2017
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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’.

Account Self-Service

Forgot Username >
Complete the form to retrieve your Usemame.

Reset Password >
Request Security Code.

Unlock Account >
Request Security Code,

Login >

Login to see more options

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

Rev. 11/2017 20
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The user will key in the Username associated with the account, select “My Email” under “Send Code
To*” drop down menu, and then enter the SIMS profile Email address. The user will type the
“Captcha” verification information and click ‘Request Security Code’.

Note

Account Self-Service

Password Reset : Request Security Code

Usermama”

Usermame used for SIMS Account |

Send Code To"
| My Email |

Email Address

[ KXXXXA X @gmail.com |

Captcha

EEEER Iy

=
HACIENDACABINA | | 7' @"m .
o

Privacy & Terms

m Request Security Code Already Have A Code? Click

The following radio buttons perform the following functions:

‘Back’ = Will take the user to the earlier page.
‘Clear Form’ = Will clear the data that had been entered in the current field.
‘Already Have A Code?Click’ = The user can key in the system generated code.

Rev. 11/2017 21
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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

to

Your Securnity Code is 506A2625 and will expire in 24 hours. The Security Code is not a temporary password, but will be needed to reset your password.
Click here to reset your Kentucky Business One Stop Password
If you don't see the "Click here' link above, copy and paste the URL below into your browser's address bar and press the ENTER key.

https: cims.cot.ky. gov/Account 2959‘_:353.-.-:"-:|

If you did not request to have your password reset you can ignore this email.

NOTE: Do not reply to this email. This email account is an automnated netification, which is unable to receive replies

Privecy Notos: This communication containg information which is confidential. 1t is for the exclusive use of the intended recipient(s). If you sne not the intended recipient(s) please note that any form of distribution. copying. fonsarding or use of this
COMMPUMCALON oF the information therein is siristly prohibed and may be unlawlul. If you have received this communication in error plesse reétum it 1o the sender and then delete the communicason and destroy any copies
Thank you

Kentucky Business One Stop

Note  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.

Rev. 11/2017 22
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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’.

Account Self-Service

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”
MNew Password”
Confirm Password®

Capteha

- m
-'|--x-|l- « byt 1 =
pe i feest e (i
Prvacy & Tamms [+

« Back Reset Password

Rev. 11/2017 23
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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.

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 vour Kentucky Business One Stop Account.
Your password 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.

Thank you.
One Stop Kentucky

Rev. 11/2017 24
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Unlock Account

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

Account Self-Service

Forgot Username >
Complete the form to retrieve your Usermame.

Reset Password >
Request Security Code.

Unlock Account >
Request Security Code.

Login >

Login to see more options

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

Rev. 11/2017 25
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Account Self-Service

Unlock Account : Request Security Code

Username"

‘ Abede| |

Send Code To®

‘ My Email L |

Email Address
‘ MOOCOO@GMAIL COM |

Captcha

| T E—— g
Type the ted | e @m.m
Privacy & Tems || @

gar Fo Request Security Code | Already Have A Code? Click
e —

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’.

Rev. 11/2017 26
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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.

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
key.

https://uat.sims.cot.ky.gov/Account/UnlockAccount

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

S commMuNica

Thank you,

One Stop Kentucky

Note 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.

Rev. 11/2017 27
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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’.

Account Self-Service

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 youwr account.

Username”

Apcdefgh

Security Code”

Alphai23

Captcha

m Unlock Account

The system will reference that the account has been unlocked .

Account Self-Service

Your Kentucky Business One Stop user account has been unlocked. You may now attempt
to leg into your account by either clicking the Login link, or going back to the original
System you were trying to access.

Forgot Username >

Complete the Toim to retneve your Usemame

Reset Password >
Request Security Code

Unlock Account >

Request Security Code

Login >
Login fo see more options

Rev. 11/2017 28
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Note |f the user selects the ‘Login’ option to the left, the user will login to the Kentucky Business One Stop Portal .In

order to access WRAPS from this location, the user must click the WRAPS’ icon under the “Quick Links”
section to the right.

Ky.gov anorei —l

Username

Kentucky

One Stop

BUSINESS PORTAL

Password

Forgot Username or Password?

Kentucky Business One Stop Portal is the gateway to many Commonwealth Services.
For a complete list of services, please see our FAQs.

If you do not have a user account,

Click here to create one.
Note: If you own more than one business or use more than one of the services, you do not need to create a

user account for each business and/or service. Your Kentucky Business One Stop user account will work for If you are having trouble creating or using your
all of them. account. please review the FAQs. If you still have
questions, please call us at: 502-782-8930,
or email KYBOS.SUPPORT@ky.gov

For additional information, refer to these User Guides: One Stop Overview and One Stop Security WARNING

This website is the property of the Commonwealth of Kentucky. This
is to notify you that you are only authorized to use this site, or any
information accessed through this site, for its intended purpose.
Unauthorized access or disclosure of personal and confidential
infarmation may be punishable by fines under state and federal law.
Unauthorized access to this website or access in excess of your
authorization may alsa be criminally punishable. The Commanwealth
of Kentucky follows applicable federal and state guidelines to
protect the information from misuse or unauthorized access.

Policies Security Disclaimer Accessibility

Kentuckiy™
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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.

Request Access to a WH Account Manage WRAPS Requests - B

i Withholding Return and Payment System - WRAPS

One Stop I WRAPS Home

x Wage and Tax Statements (Forms K-2 or Forms W-2) issued to employees must be submitted to the Request Access to a WH Account

Department of Revenue by the due date of January 31. Paper Wage and Tax Statements or CD submissions should

be submitted with a Transmitter Report (Form 42A806) Transmitier Report for Filing KY Wage Statements - Form 22 Manage WRAPS Requests
42A806.

A Transmitter Report is not required for Web Filing submissions. For more information, download Specifications for

Electronic Submission of Wage & Tax Information. I Buik Filing

o You have no businesses registered with your Q Tax Periods prior to registration may not be Important Links

account. Click here to associate your account with a available in WRAPS. Email notifications will be

business or click the Request Access to a WH received for online filers each time a period is made

Account button on the right to access a Withholding available in WRAPS. If your account filing method is Withholding Business Registration
Tax Account online at any time. You can have more being switched from paper to online filing, please Registration Application

than one business registered with your account continue to file paper returns until the first email Account Cancellation

notification is received. Public User Guide

Contact Us

L Transmitter Report for Filing KY Wage
You have 0 businesses registered with your account Statements - Form 42A806

Policies  Security Disclaimer  Accessibility

DGE MR D

©2014 Commonwealth of Kentucky. All Rights Reserved
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Note

o You have no businesses registered with your

account. Click here to associate your account with a
business or click the Request Access to a WH
Account button on the right to access a Withholding
Tax Account online at any time. You can have more
than one business registered with your account.

Rev. 11/2017 31
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Online Filing Registration

The “Request Access to a WH Account” button (highlighted in red) will enable the user to request for a WH Account access.

Sto p W R',:' P S Request Access to a WH Account Manage WRAPS Requests

i Withholding Return and Payment System - WRAPS

Stop M WRAPS Home

! Wage and Tax Statements (Forms K-2 or Forms W-2) issued to employees must be I B Request Access to a WH Account l

submitted to the Department of Revenue by the due date of January 31. Paper Wage and Tax
Statements or CD submissions should be submitted with a Transmitter Report (Form 42A806)
Transmitter Report for Filing KY Wage Statements - Form 42A806.

A Transmitter Report is not required for Web Filing submissions. For more information,
download Specifications for Electronic Submission of Wage & Tax Information. I Buk Filing

Q

®

n

& Manage WRAPS Requests
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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). Once the required information is entered, the user will click ‘Submit’ as shown
below.

Request Access 1o a WH Account Manage WRAPS Requests cilab\bulk fler = _E

[] Associate your WRAPS account with a business

& Slof WHAPS Hiome Ll Réquést AcCess 16 3 WH ALcount

D Associale your user account with a business This businéss has an existing WRARPS administrator who will need
to approve your role request. You will receive an email nofific ation

once the WRAPS adminisirator approves of Genies your request

Tax Account Number 123456
Click here 10 reques! access
Business Mame Entef the Busingss Mame a5 shown on the withholdehd rélum
1 o not wan! (o request access
FEIN 111191111

| |
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After entering the correct credentials and clicking the submit button, two new radio buttons are displayed (“Click here to request access” and

III

do not want to request access”). In order to request access for the specific role (Filer, Payor, Viewer, Filer + Payer or Admin to the WH

Tax Account from the Admin, the user will need to click on the “Click here to Request Access” button as shown below.

Request Access to a WH Account Manage WRAPS Requests citlab\bulk_filer - m

|:| Associate your WRAPS account with a business

One Stop WRAPS Home [ Request Access to a WH Account

&3 Associate your user account with a business This business has an existing WRAPS administrator who will need
1o approve your role request. You will receive an email notification

once the WRAPS administrator approves or denies your request

Tax Account Number 123456
Chlick here 10 request access
Business Mame Enter the Business Name as shown on the withholding return
1 do not want to request access
FEIN 11111111

Subimit

After clicking the “Click here to request access” button, the user will be notified through an email as shown below:

Withholding account - WWRAPS Role request under review

wraps-noreply@ky.gov

Your request for access to the online Withhelding Tax Account [l has been submitted to the WRAPS Administrator for approval. You will receive notification of their decision by email once
they approve or deny your request

To visit WRAPS home page, click this link: htips:/fwraps ky ooy

Rev. 11/2017
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The User can also see see the submission confirmation on the WRAPS Page as shown below:

=
- —pe e e _———y " g > * wre—y — - e — L e D tmpes o o u s W o nen
Slvretat = Me Dmpearvers f Taewrvom e e Due e e - e e

T D Ml e @A DS Syl - o T e e Yemen” T Tl wxlR

e T ’ % - - -
o T rweetuy Yempo” % v wpeemt %y Ve vy smvvasmerew. t @ e e
W - T - - " - < — y - e - - ',.._

0 Your request has been submitted, The WRAPS administrator will review the request
You will recelve an emall approving or denying your request.

When the Admin grants the requested role to the user for WH Tax Account. An email will be sent to the user as

displayed below:

WRAPS Role for account {lllliJhas been assigned

wraps-noreply@ky.gov

You I have been assigned WRAPS Filer & WRAPS Payer for the business Withholding Tax Account number [l and can access the

business immediately. To view the business and view the role assigned now click ht

To visit WRAPS home page, click this link: hitps://w
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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 Bulk 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.

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’.

Stop WRRPS Online Filing Registration

[[] Register your WRAPS account with a business

D 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 | or deny your registration

Business Name ; Click here to have your request reviewed

FEIN Enter the 9-digit Federal Emplo

Submit
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Note

The user must also agree to terms and conditions when sending a request for registration to DOR.

After the User agrees to the terms and conditions, they will be presented with the screen below.

Rev. 11/2017

Marsge WRAPS Requests

Ondine Fling Regntration

WRAPS Administrator Terms and Conditions

Cancel

ot 8 WRAPS Administrotor as
oioe Dution below

d. To become the

WRLAPS Admunss

ONIBONS and cick the Register as the

A 2D ust ssgned
must agree 10 the WRAPS Aamimsanator Tenrms and

confiom that yOu are a responsdis Daty N the DuSiness Of &N JUTHOMTeC mepresentative of

N OrSer 10 CONNUE., yOu Must ¢O
Admirustrator of the business, you will swich the busmess 1o onine fling and you will NO longer receive

By becoming the WRAPS
papec K17 K-3 retums for future retums
5 Do reconec e

B 1 agree 10 the WRAPS Agministrator Terms and Conceions
Register as the WRAPS Administrator
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The User can also deny the request for the Role Access by clicking on the radio button as shown below:

Request Access to a WH Account Manage WRAPS Requests

cuawor_ver - T €9

This business has an existing WRAPS administrator who will nesed
1o approve your role request. You will receive an email notification
once the WRAPS administrator approves or denies your request.

Tax Account Number 123456
Click here 1o request access
Business Mame Enter the Business Name as shown on the withholding return
[ 1 do not want 1o request access ]
FEIN 111111111
Submit

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.

Stop WRWPS Online Flling Registration

[ Register your WRAPS account with a business

D Register your user account with a business 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
BcACount Nkbor - Number is Cancelled or the Business Name Is incorrect. If you feel
you have received this message In efror, please contact The

Business Name — Kentucky Department of Revenue

FEIN Enter the 9-digit Federal Employer identification Number

Submit
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Manage WRAPS Requests

The Manage WRAPS Requests feature allows withholding tax account administrators using the WRAPS online tools to approve or
deny requests made by users who are not associated with the business. This allows the WRAPS Administrator to easily manage who
has access to the withholding tax account.

Stop WRLPS Request Access to a WH Account Manage WRAPS Requests

i Withholding Return and Payment System - WRAPS

OneStop /| M WRAPS Home

submitted to the Department of Revenue by the due date of January 31. Paper Wage and Tax

a Wage and Tax Statements (Forms K-2 or Forms W-2) issued to employees must be ] Request Access to a WH Account
Statements or CD submissions should be submitted with a Transmitter Report (Form 42A806)
Transmitter Report for Filing KY Wage Statements - Form 42A806,

& Manage WRAPS Requests
A Transmitter Report Is not required for Web Filing submissions. For more information,

download Specifications for Electronic Submission of Wage & Tax Information. B Buk Filing
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The Admin of the WH Bulk Account can see the user requests in the following screen.

% Manage WRAPS Requests

One Stop ' WRAPS Home < % Manage WRAPS Requests

* There Is 1 request for access to a business.

Request Date User Business
14/10/2017 -0 Days citab QD e
@ 0gmail. com
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After clicking the Manage Request Button the user is taken to the following Screen as shown below. The Admin User can deny the
User Request or grant the Roles of WRAPS Filer + Payer, Wraps Filer, Wraps Payer, Wraps Viewer or even grant the WRAPS
Admin Role.

H nt 2o o ?
Cancel 9 ow 4O yOu wa 0 respond 1o the request

Please read all of the oplions before salecling your résponse to the request for access 10 this business

Deny the request Deny the request

The request will be denied and notice of your decision will be
emaided 10 the roguester, who can then resubmit the request as
neoded

Grant the role of WRAPS Filer & Payer
A WRAPS Filer & Payer can file retums and amendmaents n
acaibon to making online payments on behalf of the business

Grant the role of WRAPS Filer & Payer

Grant the role of WRAPS Filer
| A WRAPRS Fier can file retums and amendmaents on behalf of
the business

Gront the role of WRAPS Filer

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

Grant the role of WRAPS Payer

Grant the role of WRAPS Viewer
A WRAPS Viewer can view the returms and amendments 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 1o cithab\bulk_filer, your
role will ba changed to WRAPS Viewer immediately and you
will no longer have WRAPS Administrator rights 1o this
business. A WRAPS Viewer s only able 1o view retums and
amendments that periain to the business, and you will not be
able to undo this change uniess you contact the Department of
Rovenue at (502) 564-7287

Groant the role of WRAPS Admmnistrator
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Bulk Filing

Clicking on the “Bulk Filing” radio button will enable the user to register for Bulk Transmitter ID. Payroll providers wishing to register
their business as Bulk Transmitter must be assigned a Bulk Transmitter ID by completing the registration process.

i Withholding Return and Payment System - WRAPS

One Stop m WRAPS Home

x Wage and Tax Statements (Forms K-2 or Forms W-2) issued to employees must be submiited to the El Request Access to a WH Account

Department of Revenue by the due date of January 31. Paper Wage and Tax Statements or CD submissions should

be submitted with a Transmitter Report (Form 42A806) Transmitter Report for Filing KY Wage Statements - Form
42A806 Lot . 2 2 = &2 Manage WRAPS Requests

A Transmitter Report is not required for Web Filing submissions. For more information, download Specifications for

l # You have 3 retumns that can be filed

Important Links

Withholding Business Registration

You have 1 business registered with your account

& Registration Appl
= A e
Account Number ® Business Name & Role @ Alers ® ES Account Cancel
= B  Public User Guide

Transmitter Report f

Filing KY Wage
06

Statements - Form

Clicking on the “New Registration” button will direct the user to the Vendor Gateway Portal where they have to fill in their necessary
business information and get registered as Bulk Transmitter.

\ Payroll providers wishing to register their business as a Bulk Transmitter must be assigned a Bulk Transmitter Id by completing the registration process. Please click the
Registration button to complete the registration process and receive a Bulk Transmitter Id.

My Registrations

£ New Registration l

Bulk Filing Type Y Transmitter Name T | Transmitter id T Software Id T Approval Status T

Mo o M Mo items to display
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Filing

Rev. 11/2017

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.

S

in Withholding Return and Payment System - WRAPS

You have 1 business registered with your account

Account Number

@ Business Name

@ Role

filer. payer

@ Alerts

[ Filing available
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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: Period End Date Due Date Retun Staius

o4 G024 13172014 Mot filed online
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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

e ——

B Click here to make a payment

[ Period Ending 9/30/2014 File K-1 Original

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.
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Withholding Return

Rev. 11/2017

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

[ K-1 Original - 9/30/2014
One Stop / WRAPS Home / NN, Feriod 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.

Employees for the period

Total wages paid

Income tax withheld

Apply credit?

Tax payments made prior to today for
this period

Total tax due

Total penalty

Total interest

Total amount due

K-1 Original

0

$0.00

$0.00

No | do not want to apply a credit E|

$0.00

$0.00 in payments have been recorded in the Electronic Enterprise Payment System (EEPS) for this period

$0.00
$10.00
$0.00

$10.00

Submit the K-1 Original return Cancel
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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 id/yyyy

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? ‘es, apply Economic Incentive Credit v

Apply credit amount $0.00

Apply credit from period MM/ddlyyyy I

Apply credit comments Please enter any comments or information you would like
for us to consider while reviewing this request.
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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.

éhu) WRWPS

) Period Ending 9/30/2014

ﬁ Your returmn was submitteéd to 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 penod ending 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 amenaments

B3 Click here to make a payment

naing 14
LISRBGE s [J Business Profile

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

Filing Frequéncy l.!.c-nml.
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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

Period Begin Date Pericd End Date Due Date Return Status

12/16/2014 12/31/2014 13112015 @k here to edit the retLD

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

12/1/2014 12/15/2014 12/26/2014 & Not available for online filing

8M16/2014 83172014 91572014 @ Click here to view the retumn

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

812014 81572014 83172014 @ Click here to view the retumn

This return has been processed and you can now file up to
5 amendments online.
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| 51 Edit K-3 Ongnail I
= o make a payment

i e s Sor pened ending 120551
retum has precessed, changes can only be made by AMENDING the retum

™ Penod Ending 123152014

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. 11/2017
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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 123112014 1/31/2015 @ Click here to edit the return
12/1/2014 12/15/2014 12/26/2014 CE&_Not available for online filing_—>
8/16/2014 8/31/2014 9/15/2014 B Click here to view the retum
8/1/2014 8/15/2014 8/31/2014 B Click here to view the return

£ Period Ending 12115/2014
One Stop / WRAPS Hore /|
M Eeriod Ending 121152014

= Click here to make a payment

The return 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

8 The return for period ending date 9/30/2014 has been processed and is considered completed. You can B 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 Criginal
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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 09/30/2014 M K-1 Amendment 1 - /30/2014

0 You filed the original return on 12M17/2014 and have filed 0 of the 5 amendments allowed to be filed onling 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 121772014,

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.
This amount is subject to DOR Approval.

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 $300.00 $800.00
Apply credit? Nao 1 do not want to apply a credit B
Tax payments made prior to today for 20.00 £0.00
this period
$0.00 in payments have been recorded in the Electronic Enterprize Payment System (EEPS) for this period.
Total tax due 2200.00 5800.00
Total penalty 2438.00 $96.00
Total interest 5304 $0.28
Total amount due 3856.94 590428
Explanation of Adjustment Please enter any comments or information you would like

for us to consider while reviewing this request.

Submit the K-1 Amendment 1 return Cancel

Rev. 11/2017
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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 form.

B Download Amendment Form
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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

— filer, payer = Filing available
— I filer, payer B Filing available
L — admin

Click the business
name above to
access its home

screen.
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Adding Users

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

Period End Date Due Date Return Status Add WRAPS User

Available Periods

You wall be able 1o file for periods according 10 your filing frequency. Email notification vall be received each time a peniod is made available in g
PS. To change your filing frequency, please contact the Department of Revenue at(502) 584-7287 &) Business Profile

WRAPS

& Business Users: 3

User Name Role
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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 .

E Invite users to join this WRAPS business account

Cancel

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

— @ mheema aooress 0 ro_rn:n role do you want to grant them?

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

Grant the role of WRAPS Fller Grant the role of WRAPS Fier
A WRAPS Fller can file returns and amendments on behaif of
the business

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

Grant the role of WRAPS Viewer
A WRAPS Viewer can view the returns and amendments 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 Aaministrator role !0_ 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 pernain to the business. and you will not be
able 1o undo this change uniess you contact the Department
of Revenue at (502) 564-7287

Grant the role of WRAPS Administrator
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Inviting Users

Rev. 11/2017

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 y

The email address)|

You can search again by using the search option below

is 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 |Jllihas been assigned
H wraps-noreply@ky.gov (wraps-noreply@ky.gov) Add to contacts 9:28 AM
T I

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

™4 ox

Actions w

Withholding Tax Account number -and
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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
role.

&%  Business Users: 1 Add WRAPS User

User Name Role

—

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

PargTrEnte o0 Bohall of e Busimess

How o you want 10 change S WIRASS role?

Gramt the robe of WRAPS Filer rart Whe 1ok of WRAPS Filer
A ohn

0r con i 1etuna and amendments on behalf of

Gramt the robe of WRAPS Payes Grant i1ve 1ol of WRAPS Payers
A WRAPS Payer can make onine Daymens on behal? of the - -

bumness

Grant the role of WRAPS Viewer
A WIZAPS Viewar < an viers Uha returms snd amendrmeets Hled

bry 1he Dusinass

Rev. 11/2017 62



Withholding Return and Payment System (WRAPS) | 2017

6

WRAPS Manage Account Filing Method

Update WRAPS Account Filing Method

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

B Make a Payment

= Add WRAPS User

M Manage Account Filing Method
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If the Business is currently registered for Bulk filing, the Business Administrator will need to click
Account Filing Method and opt for the appropriate Filing Method (Online/ Paper or Bulk Filing). The
user will then need to provide a reason and click on the “Change Account Filing Method” button as

shown in the screen shot below.
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Clicking on the ‘Change Account Filing Method’ button will take the user to the following screen below to confirm the

changes.

Confirmation Required

Please confirm that you want to modify the Account Filing Method for this business. Note: If
switching to Online or Bulk Filing, Paper retumns will no longer be sent,

Please note that switching to Bulk Filing will not automatically authorize you to submit bulk
returns. Only approved vendors may submit bulk files.

The current roved vendors include:
-
-

= -
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After confirming the request by clicking on ‘Yes’ tab in the screen shot below, the admin will be able to see the desired
Account Filing Method under the Business Profile.

E Make a Payment
o Add WRAPS User

M Manage Account Filing Method

[E] Business Profile

Tax Mumber

FEIN

Filing Frequency Monthly
Account Status Active

[A: count Filing Method Bulk Filing ]
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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.

R iges O B 0 registered for onine fiing

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

Rev. 11/2017
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Important Links

ADS

WRWPS Request Access to a WH Account Manage WRAPS Requests

i Withholding Return and Payment System - WRAPS

OneStop ' B WRAPS Home

! Wage and Tax Statements (Forms K-2 or Forms W-2) issued to employees must be submitted to the B Request Access to a WH Account

of Revenua by the due date of January 31 Papar Wage and Tax Statements or CD submissions should
3 age

. { 2AR06) Transmitier Report fo g KY Wage Statemants - Manage Requests
!:;’suimmec with a Transmitter Report (Foem 42A806) Transmitier Report for Fing KY Wage Statemants - Form = WRAPS

A Transmitier Report is not required for Web Filing submssions. For more information, download Speciications for

Electromc Submassion of Wage & Tax Infonvation I Buik Filing
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Links in WRAPS
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The following links can be found on the WRAPS Home Page:

ok wnpE

Withholding Business Registration (paper registration form)
Registration Application form

Account Cancellation form

Public User Guide

Contact Us Link

Transmitter Report for Filing KY Wage Statements — Form 42A806.

Important Links

Withholding Business Registration
Reqgistration Application

Account Cancellation

Public User Guide

Contact Us
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Transmitter Report for Filing KY Wage
Statements - Form 42A506
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