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Important Links
Links in WRAPS
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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.
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Login - Accessing WRAPS via KOG

WRAPS - Withholding Returns and Payment System
KOG - Kentucky Online Gateway

Existing Users/Citizens Sign In

NOTE: To WRAPS Users having KOG ID’s prior to 5/31/19:

On 5/31/19, WRAPS, along with many other systems within the Commonwealth of Kentucky,
transitioned into a new security portal known as KOG.

To learn more about KOG, please go to: https://kog.chfs.ky.gov/public/learnmore/

In order to access your WRAPS account & see the Businesses you are associated with, you will
need to login using your WRAPS email address that was associated with your Businesses prior to
5/31/19. Not doing so will result in not being able to see your Businesses & Roles.

Single Sign-on:

If you would like to use your old KOG ID that you had prior to the 5/31/19 date, in order to access
WRAPS, you will need to register that email address in WRAPS & assign your Business roles to
that email address. *See section New Users/Citizens Registration

Rev. 05/2019 Page 5
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WRAPS can be accessed from the following URL'’s:

https://kog.chfs.ky.gov/home/

https://revenue.ky.gov/Pages/index.aspx > Business > Employer Payroll Withholding > WRAPS

On the sign in screen, existing Users need to ‘Sign in with your Kentucky Online Gateway Account’:

1. Enter the ‘Email Address’ and ‘Password’ that exists on their current User Profile.
2. Click on ‘Sign In’ button to navigate to the KOG dashboard.

NOTE - If you have forgotten your Email Address, please contact the KOG Security Help Desk at
KOGhelpdesk@ky.gov

MyKentucky.gov Help | @ English ¥

(]
Attention Citizens and Business Partners:
As of March 30, 2019, logging into the Kentucky Online Gateway with your username/password is no Iunﬁer supﬁsurted. You will now be required to login with your
email addréss and password. If you have previously created an account, simply login with the email address associated to that account.

@ Citizen (or) Business Partner Sign In WARNING

This website is the property of the Commonwealth of

Kentucky. This is to notify you that you are only

Sign in with your Kentucky Online Gateway Account. autherized to use this site, or any informatien accessed
through this site, for its intended purpose. Unauthorized
access or disclosure of personal and confidential

2 Email Address information may be punishable by fines under state and

federal law. Unauthorized access to this website or access

in excess of your authorization may also be criminally

punishable. The Commonwealth of Kentucky follows

® Password Forgot/Reset Password? applicable federal and state guidelines to protect the
information from misuse or unauthorized access.

Enter Email Address

Enter Password

Don't already have a Kentucky Online Gateway Citizen Account?

Resend Account Verification Email

Create An Account

Click here to select user account type

Kentudkic™ ¢
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New Users/Citizens Registration

WRAPS can be accessed from the following URL: https://kog.chfs.ky.gov/home/

On the sign in screen, new Users will need to ‘Create an Account’:

- S
MyKentucky.gov Help | @ English

e
Attention Citizens and Business Partners:
As of March 30, 2018, logging into the Kentucky Online Gateway with your username,/password is no Ionﬁer supported. You will now be required to legin with your
email address and d_ If you have previ y created an account, simply login with the email address associated to that account.

@@ Citizen (or) Business Partner Sign In WARNING

This website is the property of the Commonwealth of

Kentucky. This is to notify you that you are only

Sign in with your Kentucky Online Gateway Account. autherized to use this site, or any information accessed
through this site, for its intended purpose. Unauthorized
access or disclosure of personal and confidential

A Email Address information may be punishable by fines under state and
federal law. Unauthorized access to this website or access

Enter Email Address in excess of your authorization may also be criminally

punishable. The Commonwealth of Kentucky follows

® Password Forgot/Reset Password? applicable federal and state guidelines to protect the
information fj PTTEETTOY

Enter Passw

Don't already have a Kentucky Online Gateway Citizen Account?

Create An Account
Click here to select user account type '

Resend Account Verification Email

Rev. 05/2019 Page 7
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Please fill in the form below and click the ‘Sign Up’ button when finished.

Required fields contain a red asterisk ( *).

MYKY

MyKentucky.gov

Rev. 05/2019

Please complete your Kentucky Online Gateway Profile

@ If vou already have an existing Kentucky Online Gateway (KOG) Account, please click here to raset
your password OR click on the Cancel butten below to log into your account

Please fill out the form below and click Sign Up when finished

All fields with * are required.

Middle Name

* First Mame

* E-Mail Address

* Passwaord

Maobile Phone

Street Address 1

City

Question

Inwhat city were you bam? (Enter full name of city =

Question

What was the name of your first per?

“ Last Mame

» Werify E-Mail Address

* Werify Password

Language Preference

English

Street Address 2

Zip Code

* AnSwer

 Answer
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Complete Your KOG Profile

After completing Sign Up, Users/Citizens will receive a notice, as shown below, that their account is
‘Pending Email Verification’. Please check the email account you used to ‘Sign Up’.

Please complete your Kentucky Online Gateway Profile

© Your account has been requested and is pending email verification. Please check your email and click on the link
provided to verify your account. If you do not see the verification email in your inbox, please check your spam or junk folder.

You have 4 HOURS to complete the process

If no email was received click here.

If you have already verified your account by clicking the link provided in the email, please click on Sign in button to continue. EESTel M1}

If you have already verified your account by clicking the link provided in the email, please click on
‘Sign In’ button to continue.

Email Not Received
If no email was received, click on the link provided and follow the directions:

If no email was received click here.

Didn't receive an account verification email?

1. Check Spam and Junk folders on your email.

Your email’s spam blockers or filters may have listed our email as junk email. Your email service provider
such as Hotmail may be blocking our email. If you believe that is a possibility, please contact your email
provider.

2. Ask for a new account verification email.

Enter the email address used while creating your account and select Verify. If your account isn’t already
verified you will see a message “"Account verification needed click here”, when you click the link a verification
email will be sent to your email address.

You will have 4 hours to verify your account.

E-Mail Address VERIFY

Rev. 05/2019 Page 9
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Account Verification

After checking your email account for the verification email, click on the link provided to ‘activate
your account’.

Account Verification inbox x -]
KOG_DoNotReply <k0G_DoNotReply@ky.gov> 3:08 PM (6 minutes age) Yy 4
tome =

Charlene Daniel (mymermaidmanor@gmail.com)

This email is to help you complete the last step of account set-up.

Your Citizen account username is: mymermaidmanor@gmail.com

Click on the below link now, to activate your account.

https:/iikog.chfs. ky. gov/public/fwlink/?linkid=ddd8ba01-4986-4b7a-8499-825d1b1dcSbb

Click here for Help Desk contact information
Kentucky Online Gateway

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

information without permission. If you are not the person who was supposed to get this message, please destroy all copies.

&, Reply » Forward

Privacy Notice: This email message is only for the person it was addressed to. It may contain restricted and private information. You are forbidden to use, tell, show, or send this

P4
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Validate New Account

After clicking on the link in the email, you will be redirected back to KOG to ‘Validate New Account’.
Click on the ‘Continue to Sign In’ button.

Validate New Account

© Click on the button below to Sign in now and complete the final step of the account creation process.

Continue to Sign in

Rev. 05/2019 Page 11
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New User Sign In

Using the URL: https://kog.chfs.ky.gov/home/

On the sign in screen, existing Users need to ‘Sign in with your Kentucky Online Gateway Account’:

1. Enter the ‘Email Address’ and ‘Password’ that exists on their current User Profile.
2. Click on ‘Sign In’ button to navigate to the KOG dashboard.

NOTE - If you have forgotten your Email Address, please contact the KOG Security Help Desk at
KOGhelpdesk@ky.gov

MyKentucky.gov Help | @ English v

L
Attention Citizens and Business Partners:
As of March 30, 2019, logging into the Kentucky Online Gateway with your username/password is no Iunﬁer supported. You will now be required to login with your
email addréss and password. If you have previously created an account, simply login with the email address associated to that account.

WARNING

@ Citizen (or) Business Partner Sign In

This website is the property of the Commonwealth of
Kentucky. This is to notify you that you are only

Sign in with your Kentucky Online Gateway Account. authorized to use this site, or any information accessed
through this site, for its intended purpose. Unauthorized
access or disclosure of personal and confidential

2 Email Address information may be punishable by fines under state and
federal law. Unauthorized access to this website or access

Enter Email Address in excess of your authorization may also be criminally

punishable. The Commonwealth of Kentucky follows

@ Password Forgot/Reset Password? applicable federal and state guidelines to protect the
information from misuse or unauthorized access.

Sign In Don't already have a Kentucky Online Gateway Citizen Account?
Create An Account

Click here to select user account type

Enter Password

Resend Account Verification Email

Kentuckir™ -

Rev. 05/2019 Page 12
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Register Your Mobile Number

New Citizens/Users may be prompted to ‘Register Your Mobile Number’.

K tucky ‘Welcome Perslane Pickney My Account n Out Help

Online Gateway

Providing your mobile number will allow for easy retrieval of username and password. It will also allow participating
applications to send critical communications about your account.

Register Your Mobile Number

Register your mobile number for an easier password recovery process? *x
We notice that you haven't registered your mobile number with us.

Registering your mobile number will simplify the password recovery process in the event that you forget your password. It will also
allow participating applications to send critical communications about your account.

Do you want to register your mobile number?

Yes, Register Now Remind Me Later

2013 All Rights Reserved.
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‘Yes Register Now’ will prompt you to ‘Enter Mobile Phone’.

Click on ‘Send Passcode’ to complete the registration.

Kentucky Wekcome Perslane Pickney | My Account | Sign Out | Help

Online Gateway

Providing your mobile number will allow for easy retrieval of username and password. It will also allow participating
applications to send critical communications about your account.

Register Your Mobile Number

Enter Mobile Phone -

el Send Passcode

(555) 555-5555

Continue to application

Disclaimer :
s Standard text messaoging and data rates may apply.
* The Kentucky Online Gateway will never provide your information to outside entities or sell it to marketing
organizations.

| 2013 All Rights Reserved.

NOTE: You can also click on ‘Continue to application’ to bypass mobile registration.

Rev. 05/2019 Page 14
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KOG Dashboard

After a successful Sign In, Users are navigated to their KOG Dashboard.

Existing WRAPS Users will have the ‘WRAPS'’ tile under ‘My Apps’ on their dashboard for accessing
WRAPS. If the User has access to multiple applications or multiple pages of applications, they may
narrow their search by keying in a partial Application name in the “Search for Applications” area or by
using the Letter Index below.

Vil Welcome 2 | @ English v ‘ Help ‘ Sign Out &
MyKentucky.gov UAT

- Warning: For testing purpose only

|
My Apps = All Apps
s S .. WS s s w

Search for Applications Qsearch
i lelelodelr ol fo]efofm]nfofrfafelsfrfolv]w]xfe]:]

WRAPS

Withholding Return and Payment System

[ o S
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Online Filing

WRAPS Home/Dashboard

Once the User has successfully signed into KOG, they will be directed to the WRAPS Home
Dashboard.

Kentucky

St()p Request Access to a WH Account Manage WRAPS Requests > m

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

gzsgljggmted with a Transmitter Report (Form 42A806) Transmitter Report for Filing KY Wage Statements - Form 2= 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. I Bulk Filing

o You have no businesses registered with your D 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 23 Account Cancellation
notification is received. B  Public User Guide
Contact Us
B Transmitter Report for Filing KY Wage
You have 0 businesses registered with your account Statements - Form 42A806
Policies Security Disclaimer Accessibility

©2014 Commonwealth of Kentucky. All Rights Reserved

NOTE - If a User does not have any businesses associated with their account, a message will
appear indicating that they need to ‘Request access to a registered business’ or ‘Register a
business for online filing’.

@  ou 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. 05/2019 Page 16
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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.

Request Access to a WH Account Manage WRAPS Requests

M Withholding Return and Payment System - WRAPS

WRAPS Home

)

o]

®©

o
ne Slo

O

l

a Wage and Tax Statements (Forms K-2 or Forms W-2) issued to employees must be

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.

& Manage WRAPS Requests

I Bulk Filing

| B Request Access to a WH Account I

The User will need to enter the correct withholding tax account number and either the registered
Business Name or the Federal Employer Identification Number (FEIN). Once the required information
is entered, the User will click ‘Submit’ as shown below.

L]

ﬂ Associate your user account with a business

Stop WRILTPS Request Access 10 a WH Aceount Manage WRAPS Requests

Associate your WRAPS account with a business

310 WHAPS Hoime I Request ACcess 10 3 WH Al

Tax Account Number 123456
Busnéss Name Entad the Butingéss Name as shown on Ihe withholdng réluim
FEIN 111111111

This busingss has an éxisting WRAPS administrator who will néed
o approve your role request You will recene an émaill notincaton
once the WRAPS administralor approves of denies your request

Click hese 1o request access

| o not wan! 1o réquest Access

Rev. 05/2019
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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 “l 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.

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

|:| Associate your WRAPS account with a business

one Stop WRAPS Home [[] RequestAccess toa VWH 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

ance the WRAPS administrator approves or denies your regquest
Tax Account Number 123456

CHCk here 1o request access
Business Name Enter the Business Name as shown on the withholding return

| do not want 1o réquest access

FEIN 111111111

Subimit

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

Withholding account IllllE- \WWRAPS Role request under review

wraps-noreply@ky.gov

Your request for access to the online Withhelding Tax Account [JIJll 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. 05/2019 Page 18
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The User can also see the submission confirmation on the WRAPS Page as shown below:

-

B
- et
- - - - - - — T o - - - aew - - - —= - =

- .. » - - - e e T Yew -l
W vy VST Sm—
- Vs -~ - - - — — - - T

é Your request has been submitted, The WRAPS administrator will raview the request
You will recelve an emaill 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 {JlllliJhas been assigned

wraps-noreply@ky.gov

You [ 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 https /fwraps ky gov/viewbusiness

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

Rev. 05/2019 Page 19
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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
if they would like to become the Administrator for that particular 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’.

Oniine Filing Registration

[F] Register your WRAPS 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

€2  Register your user account with a business
at the Depariment 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

Submit

NOTE - The User must also agree to Terms and Conditions when sending a request for registration to
DOR.

Rev. 05/2019 Page 20
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After the User agrees to the Terms and Conditions, they will be presented with the screen below:

Manrage WRAPS Requests

Ondine Fing Regntraiion

Cancet WRAPS Administrator Terms and Conditions
continue I the WRAPS system 8 WRAPS

FAPS ASmunstator Dutton below

SSministntor for

there is ot 8 WRAPS Administrator associated with this business
CondBons and cick the Register as the

Ao tor MmUusSt De assigned. To become the ¥
must agree 10 the WRAPS Aamimsanator Tenms and
are a responelie DAty N e DUSINess Of &N JUTHOMTeC mepresentative of

onfiem that you

N OrSes 10 CONtNue. yOu must ¢
S C W P mirestrator of the business, you will swich the buseess 1o onine filing and you will NO longer receive

retums
wil Do recoived each tme o pe

—— o
S P COnue e first e
FRAPS Agmunistrator Terms and

Register as the WRAPS Administrator

The User can also deny the request for the Role Access by clicking on the radio button as

shown below:
S Roque cavwunc ter - T €=

Manage WIR.

Request Access 1o a WH Account

] Associate your WRAPS account with a business
3 a WH Account
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

Clhick here lo request access

One Stof WRAPS Home

Tax Account Mumber 123456
Business MName nter tt Aursi s Mar as. shown on the withholding returr
[ 1 do not want 1o request access
FEIN 111111111
Submit

Page 21
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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.

Str)p WRWPS Online Filing Registration

[F] Register your WRAPS account with a business

2  Regsster your user account with a business o The Withhoiding Tax Account Number and Business Name
entered cannot be verified. Either the \ hoiding Tax Account

Number Is invalid, the Tax Account associated with this Account
TacATcount Mmbor - Number is Cancelled or the Business Name Is incomrect. If you feel
you have received this message In efror, please contact The

Business Name I Kentucky Department of Revenue

FEIN Enter the 9-digit Federal Employer identfication Number

Submit

Rev. 05/2019 Page 22
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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.

Request Access to a WH Account Manage WRAPS Requests

i Withholding Return and Payment System - WRAPS

e~

One Stop I WRAPS Home

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

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 Buik Filing

& Manage WRAPS Requests

The Admin of the WH Bulk Account can see the User requests in the following screen.

% Manage WRAPS Requests

One Stop ' WRAPSHome 48 Manage WRAPS Requests

% There Is 1 request for access to a business.

Request Date User Business
11/10/2017 - 0 Days citla> D ]
R gl com

Rev. 05/2019 Page 23
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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 Grant / Deny the User Request for the roles of WRAPS Filer + Payer, Wraps
Filer, Wraps Payer, Wraps Viewer or even grant the WRAPS Admin Role.

=4
e Stop + Wraes Home / (I =2 'ionsge WRAPS Request <ot (IDGERGC 5> <o)

7
Cancel 9 How do you want 10 respond 10 the request

Please read all of the options before selecting your résponse to the request for access 10 this business

Deny the request

The request will be denied and notice of your decision will be
emaided 1o the requester, who can thon resubmit the request os
needed

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

Grant the role of WRAPS Filer Grant the role of WRAPS Filer
[ A WRAPS Fier can fiie retums and amendments on behalf 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

businoss

Grant the role of WRAPS Viewer Grant the role of WRAPS Viewer

A WRAPS Viewer can view the returns and amendments filed
online by the business

Grant the role of WRAP S Administrator N <

A business can only have one WRAPS Administrator. If you GUER the sute oL WELARS S Natatoc
grant the WRAPS Administrator role 1o cittab\bulk_filer, your

role will be changed to WRAPS Viewer immediately and you

will no longer have WRAPS Administrator rights 1o this

business. A WRAPS Viewer s only able to view returmns and

amendments that pertain to the business, and you will not be

able to undo this change uniess you contact the Department of

Rovenue at (502) 564-7287
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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.

im 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 submitted 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

i 3 r ¥ Wage S s - n
g(_?:xsgnlned with a Transmitter Report (Form 42A806) Transmitter Report for Filing KY Wage Statements - Forrr 22 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 | I Bulk Filing I

l # You have 3 retumns that can be filed

Important Links

Withholding Business Registration

You have 1 business registered with your account

Account Number (¥) Business Name ® Role @ Alerts 5]

BaMmRea

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

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.

i Withholding Return and Payment System - WRAPS

You have 1 business registered with your account

Account Number @ Business Name @ Role @ Alerts @

filer. payer [ Filing available

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 3 -Alerts

P— | RS-

m 12 Month Filing History

Period Begin Date Period End Date Due Date Return Status

724 302014 1¥31/2014

! 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 _ ™ Period Ending 9/30/2014

rf] 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 Original

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

Tax Mumber

FEIN

Filing Frequency 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

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, ' Fcriod 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

Rev. 05/2019 Page 28



Withholding Return and Payment System (WRAPS) | 2019

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

Rev. 05/2019 Page 29



Withholding Return and Payment System (WRAPS) | 2019

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 from period MM/ddlyyyy =

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

Electronic Signature

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

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.

Stnp

() Period Ending 9/30/2014

ﬁ Your return was submitted 10 the Department of Revenue on 12/22/2014. You can pay the amount owed. $10.00, by clicking the Make Payment button on the night

og The return for penod ending date 9/30/2014 is being processed. Once the return has been complétely

processed you will be abie to make amendments If necessary. The business is able to fée up to 5 amenaments

ES Ciick here to make a payment

Period Ending 9/30/2014

Employes Count 0
Total Wages $0.00 Tax Number

Income Tax Withheld $0.00 FEIN
Filing Frequéncy 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

Period Begin Date Period End Date Due Date Return Status

12/16/2014 12/31/2014 13172015 (2 Click here to edit the eD
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

8/16/2014 83172014 91512014 [3 Click here to view the return
This return has been processed and you can now file up to
5 amendments online.

8/1/2014 8152014 8/31/2014 [Z Click here to view the return
This return has been processed and you can now file up to
5 amendments online.

™ Period Ending 12/31/2014

B Chck hare o make 2 payment

O Busmness Profie

¥ carrections for pencd ending 12731/2014 are nesded, i can only be EDITED bafore # s processed, Onca he
returm has procsssaed. changes can only be made by AMENDING the retsm ——
I
—
4 Penod Ending 1263172014 I
Tax hamber [ ]
FEIN
K3 Dwigir Fibing Fiscpetin. v Tomin, oMzl
Aoz il Staliss B Ll
WHAPS Stahu ruac i

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.

m 12 Month Filing History

Period Begin Date Period End Date Due Date Return Status

12/16/2014 12/31/2014 13112015 @ Click here to edit the return
12/1/2014 12/15/2014 12/26/2014 C&_Not available for online fiing _—>
8/16/2014 8/31/2014 9/15/2014 B Click here to view the return
8/1/2014 8/15/2014 8/31/2014 B Click here to view the return

[ Period Ending 12/15/2014

£ Period Ending 12/15/2014

= 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 K-1 Amendment” from the Period
Screen for the Business.

The return will be available to amend once the original return has been processed.

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

B 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

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

E 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 08/30/2014 O K-1 Amendment 1 - 8/30/2014

'o‘r’uu filed the original return on 12/17/2014 and have filed 0 of the 5 amendments allowed to be filed online 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,

'oThe Total Ameunt 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 121712014
Employees for the period 52 52
Total wages paid 220,000.00 $20,000.00
Income tax withheld 3300.00 $800.00
Apply credit? No | do net want to apply a credit E|
Tax payments made prior to today for 20.00 £0.00
thiz period
50.00 in payments have been recorded in the Electronic Enterprise Payment System (EEPS) for this period.
Total tax due 2200.00 £300.00
Total penalty $438.00 596.00
Total interest 32.94 $0.28
Total amount due $856.94 $904.28
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

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.

E Download Amendment Form
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Managing Users

In order to add, remove or update a User’s permissions, the Business Administrator will access the
Business’ home screen.

You have 3 businesses registered with your account

Account Number (® BusinessName @® Rok @ Aens @®
I— filer, paye = Filing available
— | fier, payer = Filing available
_— | admin
\ )
|

Click the business
name above to
accessits home

screen.
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Adding Users

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

o wétop WRWPS Oniine Filing Registration Manage WRAPS Requests

ch tme 3 penod 1s mace avaiadle in

[i] Business Profile

& 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
within KOG and click ‘Search for a registered email address .

Cancel E Invite users to join this WRAPS business account

Enter Email Address

(] 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 KOG, 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.

Cancel

= Add WRAPS User

The emall addfess-ﬂ registered to _'h ch role do you want to grant them?

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

Grant the role of WRAPS Filer
A WRAPS Fller can file returns and amendments on behalf of
the business

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 fiied
onlne by the business

Grant the role of WRAPS Administrator

A busingss can only have one WRAPS Administrator If you
grant the WRAPS Administrator 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 returmns and
amendments that penain to the bu
able 1o undo this change uniess you contact the Department

of Revenue at (502) 564-7287

$S. and you will not be

Grant the role of WRAPS Filer & Payer

Grant the role of WRAPS Fier

Grant the role of WRAPS Payer

Grant the role of WRAPS Viewer

Grant the role of WRAPS Administrator
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Inviting Users

If the User is not registered with KOG, 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 ° '

Email Address not registered
Cancel A
The email address I s ot 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
You can search again by using the search option below

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 | Ilihas been assigned T4 x

H wraps-noreply@ky.gov (wraps-noreply@ky.gov) Add to contacts 9:28 AM Actions w
o I

You-1ave been assigned WRAPS Filer & WRAPS Payer for the business—Withholdmg Tax Account number _and

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
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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.

The Business Administrator will then need to choose to

another permission level.

2% PBusiness Users: 1

User Name

Add WRAPS User

Role

> or grant the User

-

parpTrents o0 Bohiall of e Busimess

How do yous warnt 10 change the WIRASS role?

Gramt the ode of WRAPS Fller

A WEAPS Filor con fie retumns and amendmerts on behalf of

Geant the robe of WRAPS Payes
o o

A WRAPS Payer can mak - naymerss on bohal? of the

bus

naas

Grant the role of WIRAPS Viewer
A WIRAPS Viewer <3

e U 1etunrve snd armendrreets Hled

Geanl i role of WIRAFS Payer

A The rode of WIRAFPS Advrenests sor
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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’.

= 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.

an changs tha Siling method by clickong the Changs Aocount Fiing Method Bution below

Account Filing Method
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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 medify the Account Filing Methed for this business. Note: If
switc hing to Online or Bulk Filing, Paper returns will no longer be sent.

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

The current roved vendors include:
.
.

=

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

E Make a Payment

& Add WRAPS User

I Manage Account Filing Method

[£] Business Profile

Tax Mumber

FEIN

Filing Frequency Meonthily
Account Status Active

[N:count Filing Method Bulk Filing I
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Important Links

Request Access to a WH Account Manage WRAPS Requests cilabl -

ess 0

i Withholding Return and Payment System - WRAPS

One Stop | T WRAPS Home
a Wage and Tax Stalements (Forms K-2 or Forms W-2) ssued to employess must be submitted to the B Request Access to a WH Account
Department of Revenue by the due date of January 31 Paper Wage and Tax Statements or CO submissions should

with : I orm 42A806) Transmitier Report for Fiing KY Wage Statements - Form 2
tﬁ:ftimuec with 2 Transmitter Report (Foem 42A806) T wtier Report for Fling KY Wage Statemeants - For " WRAPS
A Transmiier Report is not required for Web Filing submissions. For more informaticn, download Speciications for
Electronic Submission of Wage & Tax Information I Buk Filing

&  You have 3 retumns that can be fad
C mportant Links

Az count Number (¥) Busress Hame @ Roe @ Aens ©

al C—) el B T

i) @ OF (g Bt
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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

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

o0k whRE

Important Links

Withholding Business Registration
Registration Application

Account Cancellation

Public User Guide

Contact Us

5 @ P [ be

Transmitter Report for Filing KY Wage
Statements - Form 42A806
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