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Internet Enrollment for eServices  

1. Introduction 

1.1 General Tax Administration Program 

 

Notes: 

Welcome to the Internet Enrollment for eServices tutorial. In this tutorial, we will demonstrate how to enroll to file 
and pay taxes electronically. 
There is an audio track that accompanies this tutorial. 
To adjust the volume or mute the audio, click the Audio Button on the bottom-right corner of your screen. 
To view the audio transcript, click the Transcript tab on the left side of your screen. 
You will also find a Resources tab on the upper-right side of your screen next to the exit button. 
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1.2 Navigation 

 

Notes: 

The following tabs and buttons are available to help you navigate through this tutorial. 
Menu tab 
This tab displays by default when the tutorial is viewed on a desktop computer. It allows you to navigate through 
the tutorial by clicking the topic name on the menu. When you view this tutorial on a tablet or smartphone, the 
menu does not display by default and must be accessed using the menu symbol. 
----------------------------------------- 
Glossary tab 
This tab is found to the right of the Menu tab. Clicking the Glossary tab displays a list of glossary content in the top 
half of the tab. Clicking on an individual item displays its definition in the lower half of the tab. 
----------------------------------------- 
Resources tab 
This tab is found on the right side of the top bar. When clicked, it displays a list of links to useful forms, documents, 
and webpages. 
----------------------------------------- 
Previous and Next buttons 
The Previous and Next buttons are located at the bottom-right corner of the screen, and allow you to move back or 
forward one slide. 
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1.3 Welcome 

 

Notes: 

This tutorial is designed to help taxpayers understand the process of enrolling with the Department of Revenue to 
file returns and pay taxes electronically. 

 

After completing this tutorial, you should be able to:  

• Enroll new accounts 

• Update e-Enrollment information 

• Retrieve a User ID or Password 

• Enroll and update account as an agent (for reemployment tax). 
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1.4 Enroll to File and Pay Electronically 

 

Notes: 

The Department of Revenue encourages all registered taxpayers to enroll for eServices. 
Enrolled taxpayers can take advantage of additional features such as saving bank account and contact information, 
viewing filing history, reprinting returns, and viewing bills posted to a taxpayer’s account. 

 

1.5 Enroll to File and Pay Electronically 
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Notes: 

Let’s go through the steps of how to access the e-File and e-Pay Enrollment System system.  

 

To begin, we’ll go to the Florida Department of Revenue’s homepage at floridarevenue.com. From here, select 
Register to collect and/or pay taxes, located under the eServices heading. 

 

1.6 Enroll to File and Pay Electronically 

 

Notes: 

Under the Quick Links tab on the left side of the screen, select Enroll to File and Pay Electronically. 
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1.7 Enroll to File and Pay Electronically 

 

Notes: 

On this page, click the Enroll for eServices link in the first sentence. 

 

1.8 Welcome to Electronic Enrollment 

 

Notes: 
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Here, you will find the e-File and e-Pay Enrollment System portal. 

 

The three options available under Taxpayer are Enroll new account(s), Update e-Enrollment, and Retrieve User ID 
and Password. 

 

There are four tasks under Reemployment Agent: Enroll as an Agent, Add/Delete Client(s), Update Agent e-
Enrollment, and Retrieve prior Agent submission. 

 

2. Enroll New Account(s) 

2.1 Taxpayer – Enroll New Account(s) 

 

Notes: 

Under the Taxpayer heading, select Enroll new account(s) and click the Next button. 
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2.2 Log On Verification 

 

Notes: 

Enter the requested information. The Federal Employment Identification Number (FEIN) or Social Security Number 
(SSN) was submitted on your Florida Business Tax Application (Form DR-1), and the Business Partner (BP) Number 
was issued by the Department upon completion of your DR-1. The information listed will be validated to ensure 
your account is properly registered. In the event you do not have this information, contact the Florida Department 
of Revenue at (850) 488-6800. 

 

The BP Number is located on the back of your Certificate of Registration or on the upper right corner of the 
Reemployment Tax Liability Notice. 

 

Enter the FEIN or SSN and BP Number, then click Next. 
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2.3 Log On Verification 

 

Notes: 

Error messages are displayed at the top of the screen in a yellow box with red wording. 
Take a moment to correct any errors if necessary. Then, click Next. 

 

2.4 Tax Selection 
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Notes: 

This screen gives you the option to select the tax type in Step 1 by clicking the dropdown arrow. Once you have 
done so, click Select. Please note that the number next to each tax type indicates the amount of available accounts 
that can be enrolled. 

 

2.5 Step 2 

 

Notes: 

In Step 2, click the box(es) of the certificate number(s) you are enrolling, and then click Next. 
Note: You can enroll for multiple accounts in the list. 
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2.6 Step 3 

 

Notes: 

To enroll more than one tax type, repeat steps 1 and 2. Again, you will select the tax type in Step 1 by clicking the 
dropdown arrow. Then, click Select. 

 

2.7 Step 4 
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Notes: 

To enroll additional taxes, return to Step 1. To continue the enrollment process, click the Add button under e-File/e-
Pay for each account listed. 

 

2.8 Filing/Payment 1 

 

Notes: 

Click the dropdown arrow, choose the e-File and/or e-Pay method, and then click Select. 
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2.9 Filing/Payment 2 

 

Notes: 

For Step 2 in the Payment Selection, choose between the ACH Debit (e-Check) or the ACH Credit. 
Let’s compare the two ACH terms mentioned. 
An ACH Debit (e-Check) is when the Department’s bank withdraws payment from your bank account. Your bank 
account is debited. 
An ACH Credit is when the bank transfers payment to the Department’s bank. The Department’s account is credited. 
This is not a credit card payment. 
Now, click Select. 
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2.10 Filing/Payment 3 

 

Notes: 

Step 3 is where you enter the bank details information. Enter the Account Type, Account Owner Type, Account 
Number, and Routing Number. Select Verify, and the bank will display if correct. For more bank details information, 
click the red button on the bottom of the screen. Then, click Next. 

-------------------------------- 

Finding your Routing and Account numbers  

Your routing number consists of the first nine digits of the MICR line. Your account number is the next set of 
numbers, followed by your check number. 
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Sample Check (Slide Layer) 

 

2.11 Filing Contact 

 

Notes: 

Enter the contact information and select an address for the person who will be authorized to discuss issues with the 
Department of Revenue. 
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2.12 Filing Contact 

 

Notes: 

Choose between selecting a contact or creating a new contact in Step 1 by clicking the dropdown menu in Step 1. 
Since this is a new enrollment for e-File/e-Pay, choose New Contact. Type the contact’s name, phone number, and 
email address.  

In Step 2, if you select New Address, then type the address for filing information. Now click Next. 
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2.13 Payment Contact 

 

Notes: 

For the payment, repeat the same process as you did for the filing contact.  

 

2.14 Payment Contact 

 

Notes: 
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When you provide different filing and payment contacts, the Department of Revenue can share account information 
with both contacts. 

 

2.15 Add Next(2) 

 

Notes: 

To enroll additional taxes, return to Step 1.  

 

To continue the enrollment process, click the Add button under e-File/e-Pay for each account listed. 
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2.16 Error - not complete 

 

Notes: 

If you click Next before entering the required information, an error message displays at the top of the screen.  

Select Add to complete enrollment or Remove to delete the enrollment from the list. 

 

2.17 Final Review 
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Notes: 

After you have entered and submitted your information, you will be taken to a Final Review screen. Here, you can 
click Edit to make any necessary corrections.  

Next, read the Enrollee Authorization and Agreement section.  

Once you have done so, click the I agree to the Enrollee Authorization and Agreement checkbox.  

Type the signature(s) and title(s) for person(s) authorizing enrollment. Then, click Submit. 

 

2.18 Confirmation 

 

Notes: 

You will be taken to the Confirmation page.  

Use the Click here link to view and/or print your User Information Notice, which includes the User ID and Password 
for this enrollment. 

Each enrollment generates a new and unique Confirmation ID.  

Note: If you do not have a printer, make note of the User ID, Password, and Confirmation ID. It can be used to 
retrieve the User ID and Password, if lost or forgotten. 
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3. Update e-Enrollment 

3.1 Taxpayer – Update e-Enrollment 

 

Notes: 

Now, we’ll return to the Welcome screen to demonstrate the steps to update e-Enrollment.  

Select Update e-Enrollment and then click Next. 
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3.2 Log On Verification 

 

Notes: 

On the Update e-Enrollment page, enter your User ID and Password. Then, click Next.  

 

3.3 Update e-Enrollment 

 

Notes: 
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To update the e-Enrollment, click Edit in the Tax Information box. Then, scroll down for more information. Once you 
have updated all required information, read the Enrollee Authorization and Agreement section. Next, click the I 
agree to the Enrollee Authorization and Agreement checkbox. Type the signature(s) and title(s) for person(s) 
authorizing enrollment. Then, click Submit. 

Note: If more than one account displays, select the account you wish to update. Then, retype the password and click 
Next. 

 

3.4 Confirmation 

 

Notes: 

A Confirmation page displays. Print this page for your records. 

Use the Click here link to view and/or print your User Information Notice, which includes the User ID and Password 
for this enrollment. 

Each enrollment generates a new and unique Confirmation ID.  
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4. Retrieve User ID and Password 

4.1 Taxpayer – Retrieve User ID and Password 

 

Notes: 

Let’s return to the Welcome screen and select Retrieve User ID and Password in the Taxpayer box. Click the Next 
button. 
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4.2 Login Verification 

 

Notes: 

This page allows you to retrieve the User ID and Password by entering the FEIN or SSN, and the Confirmation ID. 
Once they have been entered, click Next. 

 

4.3 Confirmation 
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Notes: 

A confirmation page displays. Print this page for your records. 

Use the Click here link to view and/or print your User Information Notice, which includes the Sales and Use Tax 
Certificate Number, User ID, and Password. 

 

5. Enroll as an Agent 

5.1 Reemployment Agent – Enroll as an Agent 

 

Notes: 

Next, we’ll go over the different options available for Reemployment Agents. From the Welcome screen, select the 
first option, Enroll as an Agent, in the Reemployment Agent box. Then, click Next. 
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5.2 Log On Verification 

 

Notes: 

Step 1 requires you to enter the FEIN or SSN. 

Step 2 asks for the Agent Number. 

In Step 3, it is optional to enter the PTIN. The PTIN is the Preparer Tax Identification Number, which is issued by the 
Internal Revenue Service (IRS) to a professional tax preparer, such as a Certified Public Accountant (CPA) or Enrolled 
Agent (EA). A PTIN is only required for professional tax preparers who accept payment to prepare tax returns. 

Once the information has been entered, click Next. 
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5.3 Agent Screen 

 

Notes: 

The screen will display that you are in the process of enrollment(s). Check the account displayed. 

Under the e-File/e-Pay column, click Add. 

 

5.4 Filing/Payment 1 
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Notes: 

For Step 1, you will need to select the e-File and/or e-Pay method. Click the dropdown arrow and choose e-File 
and/or e-Pay. Then, click Select.  

 

5.5 Filing/Payment 2 

 

Notes: 

For Step 2, choose between the ACH Debit (e-Check) or ACH Credit.  

Click Select. 
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5.6 Filing/Payment 2 

 

Notes: 

Then, click Next. 

 

5.7 Filing Contact 

 

Notes: 
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This is the Filing Contact information page. 

For Step 1, use the dropdown arrow to select a contact from existing entries in the system, or input a new contact. 

Step 2 is for entering address information. 

 

5.8 Filing Contact 

 

Notes: 

To create a new contact, enter the contact name, phone number, and email address in the Contact Details box for 
the person who will be authorized to discuss issues with the Department.  

In Step 2, select an existing address or create a new one. 

There is a scroll bar to the right side of the contact details box for help in accessing all of the information. 

Click Next. 
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5.9 Payment Contact 

 

Notes: 

Some taxpayers have different departments, agents, or personnel who handle filing and payments separately. On 
the Payment Contact Information page, select a contact and an address. 

 

5.10 Payment Contact 

 



 

 

Published by Articulate® Storyline www.articulate.com 

Notes: 

Enter the contact’s name, phone number, and email address in the Contact Details box for the person who will be 
authorized to discuss issues with the Department.  

Note that when you provide different Filing and Payment contacts, the Department can share account information 
with both contacts. 

There is a scroll bar to the right side of the Contact Details box for help access all the information. 

Once everything is entered, click Next. 

 

5.11 Agent Screen 

 

Notes: 

In this example, you can see that all e-Enrollment information for the account has been entered. Click Next. 
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5.12 Final Review 

 

Notes: 

This is the Final Review screen. Carefully review all information on this page and click the Edit link(s) to make any 
necessary corrections. If the information is correct, read the Enrollee Authorization and Agreement section. Once 
you have done so, click the I agree to the Enrollee Authorization and Agreement checkbox, sign, and then 
Submit the information. 

 

5.13 Confirmation 
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Notes: 

The Confirmation page displays. Print this page for your records. 

Use the Click here link to view/print your User Information Notice for e-File and/or e-Pay methods for this 
enrollment. 

Each enrollment generates a new and unique Confirmation ID.  

If you selected ACH Credit as your payment method, click the ACH Credit Information link for submitting your 
payment(s) information. 

 

6. Add/Delete Client(s) 

6.1 Reemployment Agent – Add/Delete Client(s) 

 

Notes: 

This section covers how to add and/or delete your clients. From the Welcome screen, Select Add/Delete Client(s) in 
the Reemployment Agent box. Then, click Next. 
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6.2 Login Verification 

 

Notes: 

You will need to log in using your User ID and Password in order to add and/or delete clients. 

 

6.3 Client Details1 

 

Notes: 
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Enter your client’s Reemployment Tax Number and FEIN. Then, click Verify. 

 

6.4 Client Details2 

 

Notes: 

Note that the account name displays next to the Verify button. 

The system displays active Agent/Client relationships with the client information entered.  

Select a date to add to the Agent/Client relationship. The date will list the Quarter and Year. Once you have selected 
one, click Next. 
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6.5 Client(s) in Process 

 

Notes: 

The client list displays. Click the Add button to enroll or the Remove button to delete a client. 

 

6.6 Payment Selection 

 

Notes: 
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On the Account Details for Reemployment Tax screen, Step 1 requires you to choose a payment option between 
ACH Debit (e-Check) or ACH Credit.  

Once you have done so, click Select. 

 

6.7 Bank Details 

 

Notes: 

Step 2 requires you to enter the bank details information. Enter the Account Type, Account Owner Type, Account 
Number, and Routing Number. Click Verify, and if the information entered is correct, the bank information will 
display.  

For more bank details information, click the red button on the bottom of the screen. 

-------------------------------------------------- 

Finding your Routing and Account numbers  

The routing number consists of the first nine digits of the MICR line. The account number is the next set of numbers, 
followed by the check number. 
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Sample Check - Copy (Slide Layer) 

 

6.8 Filing Contact 

 

Notes: 

Next, we’ll enter the Filing Contact information. 

In Step 1, use the dropdown arrow to select a contact from existing entries in the system or create a new contact. 

Step 2 is for the address information. 
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6.9 Filing Contact 

 

Notes: 

Enter the contact’s name, phone number, and email address in the Contact Details box for the person who will be 
authorized to discuss issues with the Florida Department of Revenue. 

There is a scroll bar to the right side of the Contact Details box to help access all the information. 

Once everything is entered, click Next. 
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6.10 Payment Contact 

 

Notes: 

Some taxpayers have different departments, agents, or personnel that handle filing and payments separately. On 
the Payment Contact information screen, select a contact and an address. 

 

6.11 Payment Contact 
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Notes: 

Enter the payment contact’s name, phone number, and email address in the Contact Details box for the person who 
will be authorized to discuss issues with the Florida Department of Revenue.  

Note that when you provide different Filing and Payment contacts, the Department can share account information 
with both contacts. 

There is a scroll bar to the right side of the Contact Details box to help access all the information. 

Once everything is entered, click Next. 

 

6.12 Client(s) in Process 

 

Notes: 

In this example, we can see that all e-Enrollment information for the account has been entered. Click Next. 
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6.13 Final Review 

 

Notes: 

Carefully review the information on this page and click the Edit link to make any necessary corrections. If the 
information is correct, read the Enrollee Authorization and Agreement section. Once you have done so, click the I 
agree to the Enrollee Authorization and Agreement checkbox, sign, and then Submit the information. 

 

6.14 Confirmation 
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Notes: 

The Confirmation page displays. Print this page for your records. 

Use the Click here link to view and/or print your User Information Notice for e-File and/or e-Pay methods for this 
enrollment. 

Each enrollment generates a new and unique Confirmation ID.  

 

7. Update Agent e-Enrollment 

7.1 Update Agent e-Enrollment 

 

Notes: 

The next option on the Welcome screen is Update Agent e-Enrollment. 
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7.2 Log On Verification 

 

Notes: 

Enter your User ID and Password. Then click Next. 

 

7.3 Update e-Enrollment 

 

Notes: 
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To update Agent e-Enrollment, click the Edit link. Scroll down to view more information. Once you have updated all 
necessary information, read the Enrollee Authorization and Agreement section. Then, click the I agree to the 
Enrollee Authorization and Agreement checkbox, sign, and then Submit the information. 

 

7.4 Confirmation 

 

Notes: 

The Confirmation page displays. 

Print this page for your records. 

Each enrollment generates a new and unique Confirmation ID.  
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8. Retrieve prior Agent submission 

8.1 Reemployment Agent – Retrieve Prior Agent Submission 

 

Notes: 

The last option on the Welcome screen is Retrieve prior Agent submission.  
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8.2 Login Verification 

 

Notes: 

Use your Agent Number and e-Enrollment Confirmation ID to log in.  

Click Next. 

 

8.3 Confirmation 
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Notes: 

The confirmation page displays.  

Print this page for your records. 

Scroll down to see your User ID and Password. Then click Exit. 

 

9. Conclusion 

9.1 Thank You 

 

Notes: 

This concludes the Internet Enrollment for eServices tutorial. 

 

 

 


