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Utah State Tax Commission

• Monthly webinars of various tax topics.

• Ability to access the recording and presentation after the event.

• Free to all attendees.



Utah State Tax Commission Monthly Webinars
tax.utah.gov/business/training/webinars/#past



Taxpayer Access Point
(TAP)

  



TAP No Login 



The Returns Box
First Row, First Column



• With this link you can file your current year individual income tax return

• The return must be your original return (no amended returns)

• How to file or amend previous returns will be covered in the Logged in 
section later in this presentation.



The most helpful thing when filing 
your return is the Help button that 
is on every page, sometimes 
multiple times. 

The Help button is a link that will 
open a new tab to our tax website 
concerning the page that you are 
looking at. For instance… 



If you don’t know if you have any 
apportionable non-refundable credits, 
then you can just hit the Help button. This 
will open a new tab which will show you 
what those credits are and have links to 
the specific credit so that you can read 
what the credit is and if you qualify. 



What if I want to save what I did and come 
back later?

• On the bottom left of each screen you can press Save Draft.

• For individual income tax returns you have 30 days to come back and 
finish or it will be deleted. 

• We do not accept printed transcripts of these saved returns.



Here is what the confirmation page of a saved draft looks like.
Notice the big red word “SAVED”

You will need to record your confirmation code now to access your 
return later.
THE CONFIRMATION CODE WILL NOT BE EMAILED TO YOU.

This code is helpful if you call our help line



This is where you can download templates and their 
instructions for most of the various tax returns



Sales tax related templates 
being the most common



This is also where you will file your SALT (state and local tax) report, this is 
also known as the PTE Credit. 

You are unable to file SALT while logged in.

Here is were you can upload these three specific templates.

All other templates will need to be uploaded while logged in.



You can make non logged in payment here. 

When you make a non logged in payment, you will be provided with a 
confirmation code. Be sure to keep this code so you can review or cancel 
it. It will also be very helpful if you end up needing to call us about it.

First Row, Second Column 



To avoid future issues, when selecting your payment type, make sure to select the correct one.

The Return/Period Payment and Prepayment are the most 
commonly used ones.  

Audit Payments should only be used if you are paying on an audit.

Avoid using Account Payment at all costs. The other three types 
allow you to choose which filing period the payment will be 
applied to. The Account Payment does not and will often be 
applied to a period that you did not intend. 



Apply Online
First Row, Third Column



The TC-69 is the form to request a new tax account to be opened or to reactivate a previous 
account.

It takes up to two weeks to process at which time we will send an email with your 
registration letter which will include your account number. We also send out a physical letter 
with the PIN. 

If is vital that you know the below information as entering anything that is incomplete or 
incorrect will delay the account being opened as we will have to request the paperwork that 
has the correct information on it. 



The TC-69 is also where you would start if you would like to be a Third-
Party Preparer and upload various tax returns, W-2, 1099s, etc…

Note that if you select yes to this question, you will not be requesting 
any tax accounts to be opened. You will only be asking to be entered 
into our system as a third-party preparer. 



You can request a waiver or a pay plan for Individual Income Taxes only while not logged in. 

To apply for a business waiver or pay plan you would need to be logged in to their TAP account.

We recommend perusing Publication 17 when requesting a waiver so that you can know what we consider 
to be Reasonable Cause. 



To qualify for a letter of good standing you must:
• Have a tax account
• Have filed and paid on all open periods for all tax accounts
• All corporations must file an income tax return for every year they are incorporated in Utah, even if no 

business was done
• All corporations that are exempt from income tax must have filed the one-time form TC-160 for a 501c3 

or TC-161. These forms can also be found in the Apply Online box. 



Refunds

Row 2, Column 1

Note that you will only use Verify My Identity if you have received a letter from us



You can check your refund status for the tax year that is due to be filed within 
the current Calander year. 

Example: If you check your refund status on Feb 19, 2026, you will only be able 
to see your status for the 2025 Tax year, even if you just filed 2024.



Tools
Row 2, Column 2



Find your submission is where you can review recently completed 
items or continue editing your recently saved drafts. Once you enter 
your email and confirmation code the available options will be in 
the upper right corner.

As a reminder the confirmation codes are not emailed to you. 

Submissions are posted to the tax commission every workday 
evening. Meaning that If you completed a payment or return and 
realized it was in error within the same day, you can just find your 
submission and withdraw it. Also, if you submit something on the 
weekend, you have until Monday evening to edit/withdraw it. 

Credit Card payments may not be withdrawn. 



Lookup sales tax rates allows you 
to enter either the full 9 digit ZIP 
code or the street address to find 
the current tax rate. 

In this example I entered the Tax 
Commissions address and found 
that the rate is 8.45%.

Be careful however, as it will give 
you the rate at that moment. Tax 
rates can change quarterly and so if 
you look at this on March 31st you 
may get a different answer if you 
look on April 1st.

The below link has the rate charts 
and generally has the next period’s 
chart ready about a month or two 
before. It also has the most recent 
sales tax rate changes in one 
convention PDF.
 
https://tax.utah.gov/business/sales
-tax/sales/rates/



If you are paying the current year income taxes late, you can use this to 
estimate the penalties and interest.

If you have ever wondered what businesses are licensed distributors of 
Tobacco or Cannabinoid products, you can find them listed here. 



Send us
Row 2, Column 3



Be sure to look carefully at letters where we are requesting documents be 
uploaded to us. Some request that you click on the Send us your documents 
and others will request that you click on Send us your identity verification 
documents. 

Car dealers will upload their forms here

If you need to send your special event participation list, you would do so 
here. 



We are committed to strengthening the protection of everyone's information, especially information 
that could be used to steal their identity. Therefore, we are changing the power of attorney form 
requiring that it be notarized. The implementation of this change has been delayed until after the tax 
season. 
Below is the currently accepted documents keeping in mind that if it is not the TC-737 the Utah taxes 
must be specifically called out on the form. Lastly, changing a form after it has been signed is fraud. 



Resources
Row 3, Column 1



There are some great resources here that will link you to our tax.Utah.gov page:
FAQs on a variety of topics
A guide on things to know if you are new to TAP
Technical support information 
Checking maintenance downtimes

Lastly, you can report tax violations. You can do so anonymously, or you can 
leave your contact information incase we need additional information. 

You will not be notified of the outcome of your report. 



From the Home Screen you can Sign in, or if 
you do not have a profile, select Sign Up 



Steps to create your tap account



You will need your last filed return. This information must match our records so 
you will also need any Notice of Change letters we have sent. If we have not 
processed your most recent return, you will need the previous year or to wait 
until your return has been processed. 



Individual Income Tax (IIT) on TAP
• What is available?
• TC-40

• File, view or amend the currents and previous 2 years’ tax returns 
• Print a return transcript for the current and previous 2 years  
• View refunds issues for the current and previous 2 tax years
• Make payments
• View account balances
• View certain letters
• Request a payment agreement or waiver of penalty and interest
• Change name and/or address
• View previous logged in submissions
• Manage access by third parties



Individual Income Tax (IIT) on TAP

• What is NOT available?

• Return information for tax years more then two years prior to the current tax year
• Legal letters, audit letters, or letters containing federal tax information 
• Identity verification quiz or return verification 
• Submission of requested documentation 
• Filing of trust returns, TC-41



Submitters for business tax accounts can not add 
access to Individual Income Tax (IIT) accounts 



Setting up your new TAP Profile: 

Select Add Access to accounts or Register as a 
Submitter 



If you have a profile that was created prior to Dec 15, 2025, 
and no longer have access to your Accountant Center or are 
unable to submit clients' files, follow these steps 



To add access to accounts, select the account 
type from the drop down 



Enter the account number and PIN. Ensure the account 
type matches (SPF) what you selected in the drop down



Adding a Sales Location 



Do not use this for registering cigarette, tobacco, e-cig or 
cannabinoid locations. Also, if closing a location, do this step 
first!



Select the appropriate location type
Sales Location: Used to register your fixed place of business or a location where inventory is stored.
Construction Material Location: Used for reporting construction material sales within a 
development zone.



Add business location name or DBA, start date, location activities 
and address



You can now file the current return by selecting ‘File 
Now’ or using the ‘File, view, or amend returns’ link 



This shows periods as well as the status and 
provides a link to go directly to the desired return

quickly see if you 
are missing 

returns



You may need to correct business 
description attributes



Enter the sales for your pending location that 
was just added. 



If you are not using a template, 
click NextUpload template, include the 

sales from your new outlet in the 
totals. 

Take note of your line 7 total 



Enter Totals for each Schedule 
Schedules may vary by business 

If the combined totals from the new 
location, and all schedules do not 
match line 7, you will see this error 



You will need to go back and review the totals and 
correct any errors 
You will see this once errors are corrected

You will then be able to mark the disclaimer as Yes and 
submit 



Filing Withholding Returns 



Submitters can submit multiple withholding Returns for 
their clients in one submission as well as file 
W-2’s/1099’s and make bulk ACH payments. 



Other logged in features: 



Printing Sales Tax Licenses



If you need to cancel a payment that has been submitted but not yet processed or 
withdraw a return that is not yet processed, navigate to the ‘I want to’ tab OR the 
‘Accountant Center’ click ‘Search submissions

Credit card payments can not be 
withdrawn



Tax Commission Resources
Contact Us

Practitioner Hotline 801-297-7790   or  1-800-662-4335 ext. 7790

Customer Service – payment processing & liens 801-297-2200   or   1-800-662-4335

Taxpayer Resources Unit – basic tax questions 801-297-7705   or   1-800-662-4335 ext. 7705

TAP Support 801-297-3996 or   1-800-662-4335  ext. 3996

Email:  tapsupport@utah.gov

Taxpayer Advocate Service 801-297-7562 or   1-800-662-4335 ext. 7562

Email taxmaster@utah.gov

Online Resources

Tax Commission Website tax.utah.gov

Forms and Publications tax.utah.gov/forms

Online Services (TAP) tap.utah.gov

Tax Practitioner Information tax.utah.gov/taxpros

Individual Income Tax incometax.utah.gov

Tax Training tax.utah.gov/training

Social Media X (formerly Twitter) : @UtahStateTax
Instagram: - utahstatetaxcommission
Facebook: Utah State Tax Commission
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