
Adding Submitter Functionality 
to a Third-Party Access Profile 
for Withholding Submissions



Background

• There was a recent upgrade to our online system Taxpayer Access Point 
(TAP).  We are hearing from submitters of W-2’s, 1099’s and other 
withholding documents having difficulty finding where to submit these 
documents.

• These steps are now required to be made for sign ins that have third- party 
access to client's accounts.

• If your TAP registration is already designated as a submitter, or you are 
submitting documents for your own business,  you will not need to take 
these steps.



Adding Submitter Functionality to a Third-Party Access Profile 
for Submitting Withholding Documents

We can see that Bob Jones has Third Party access to multiple client's 
accounts.  We can also see that he does not have any links to upload W-2’s, 
1099’s and other payroll withholding related documents. 

We need to add submitter functionality so he can submit these documents 
on behalf of clients.



You may add payroll submitter functionality to a 
third-party profile by clicking into any of your 
withholding client's accounts.  You will only need to 
do this in ONE account.



Click the “I Want To” link



Click the “Register to submit documents for 
clients” link



It is VERY IMPORTANT that you enter your information in these fields,  
not the information for the clients in which you are submitting the 
information for.  This will be the SUBMITTERS information.

DO NOT enter clients Information

Click the “Next” button below when all 
fields have been completed



You will see a summary screen.  If this 
information is correct,  click the “Next” 
button below.

REMEMBER – This must be the 
submitters information,  not your 
client's information



You will enter your TAP password and 
click “Submit” at the bottom of the 
screen



0-123-456-789

You will receive a confirmation that you have 
submitted this request.  Click the “OK” 
button below



At this point you will need to log out of 
Taxpayer Access Point (TAP) and log back in



Sign back into  Taxpayer Access Point (TAP) using 
your Username and Password



You now have access to your submitter link, 
and you have access to the “Accountant 
Center” in TAP.

Click into the “Accountant Center”



You can now file W-2’s, 1099’s, TC-675R’s and 
withholding returns on behalf of your clients

This is where you will go to add access to 
additional client's accounts



It is important if you are submitting a fixed length file 
that the submitter information in TAP matches the 
submitter id on your .txt file you are uploading.  The 
file upload will error in TAP if these do not match.



Contact Information

• If you are having difficulty submitting your withholding documents or 
are unable to duplicate the steps shown in this guide,  please contact 
our office at 801-297-7705.
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