Internet Enrollment for eServices

1. Introduction

1.1 General Tax Administration Program

“ General Tax Administration Program
FlORIDE
Internet Enrollment for
eServices
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

Navigating This Tutorial

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 the 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.

A “PREV” and a “NEXT” button are located at the bottom right corner.
These buttons allow you to move back or forward one slide.

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

Welcome

This Internet Enrollment for eServices tutorial helps taxpayers understand
the process of enrolling with the Department of Revenue to file returns and
pay taxes electronically.

After finishing the tutorial, you should be able to:

%
» Enroll new accounts

> Update e-Enroliment information

‘r/

Retrieve User ID or Password

» Enroll and update account as an agent (for reemployment tax)

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:
e Enroll new accounts

e Update e-Enrollment information

o Retrieve a User ID or Password

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

Enroll to File and Pay Electronically

The Department of Revenue encourages registered taxpayers to enroll for
eServices. Enrolled taxpayers can take advantage of additional features
such as:

» Save bank account and contact information
# View filing history

> Reprint returns

» View bills posted to a taxpayer’s account

The Department’s Taxes, Fees, Remittances, and Reports with Electronic
File and Pay Requirements webpage lists the file and pay requirements,
criteria and options for each tax, fee, remittance and report.

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

Enroll to File and Pay Electronically

Tl /l”; == —="1 From Home Page

DEPARTMENT OF REYENUE

Select

Register to collect
and/or pay taxes
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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

Enroll to File and Pay Electronically

Al

Plovicla
'DEPARTMENT OF BE,YENUE
. Select

Enroll to File and
Pay Electronically

Need to Register?
Information Needed to Register
Resurme a Registration Session
Make Changes to Your Account

Check Status of Submatted Online Registration of Retrieve Approved
Centificate Number

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

Enroll to File and Pay Electronically

VAl
'DEPARTMENT OF p/E,/‘ﬂatll

Select

Enroll for eServices

tesalar and Importer

MY
BUSINESS

Notes:

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

1.8 Welcome to Electronic Enrollment

Welcome to Electronic Enrollment

Florida Department of Revenue V
e-Services Enroliment Options available:
Welcome to e-File and e-Pay Enrollment System Taxpayer

The Department encourages 2l taxpayers to enroll for e-Services. Enrolied taxpayers can take
advantage of the following features: you can save your bank account and contact information, Enroll new account(s)
view your fiing history, and reprint
When you enroll, you will receive 3
Log On to the website after two bus

. You can also view bills that are posted to your account.
and Password that will be active and can be used to

ays. Update e-Enrollment

Select a Task: Retrieve User ID and
Password
Taxpayer
Enroll new account(s) Reemployment Agent
Update e-Enrollment
Retrieve User ID and Password * Enroll as an Agent
Reemployment Agent Add/Delete client(s)

Enroll as an Agent

Add/Delete Client(s)

Update Agent e-Enroliment
Retrieve prior Agent submission

Update Agent
e-Enrollment

Retrieve prior Agent

[ wext ] submission

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-
Enroliment, and Retrieve prior Agent submission.

2. Enroll New Account(s)

2.1 Taxpayer — Enroll New Account(s)

Taxpayer — Enroll New Account(s)

Florida Department of Revenue y &
e-Services Enroliment
Welcome to e-File and e-Pay Enrollment System

The Department encourages al taxpayers to enroll for e-Services. Enrolied taxpayers can take
advantage of the folowing features: you can save your bank account and contact information, Select
view your fiiing history, and e <. You can also view bills that are
When you enrol, you wil rec: D and Password that will be active
Log On to the webste after two business days.

Welcome Page

ed to your account.

d can be used to Enroll new

account(s
Select a Task: (s)
Taxpayer
® Enroll new account(s) Click
Update e-Enroliment
Retrieve User ID and Password Next

Reemployment Agent
Enroll as an Agent
Add/Delete Client(s)
Update Agent e-Enroliment
Retrieve prior Agent submission

Notes:

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment = >
Log On Verification
Log On Verification

Enter the requested information below. The FEIN/SSN bmitted on your Florida Business Tax E
Partner Num! 24 by the Department nter
tion below will be validated to ensure your account is
da not have this information, contact the Florida
* FEIN or SSN, and

Depz -5500.

_Step 1. Enter FEIN or SSN
€.g.12-23456789 or 123456789

* Business Partner
Number

e.g.123-45-6789 or 123456789

Click
Next

Step 2. Enter Business Partner Nuupb{r
Business Partner Number® 1234567890 e.g. 1234567890

artner Number (BP) is located on the bacl
tration or on the upper right corner of
Fax Liability Notice.

The Busi
Certificat
Reemployment

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue

e-Services Enroliment

* Account not found — ensure the FEIN/SSN and Business Partner are correct
Log On Verification

Enterthe req formation below. The FEIN/SSN was submitted on your Florida
Appiication (DR-1}, and th Partner M d by the Department
compietion of your DR-L. The information below wil be va

properly registered. In the event you do not have this information, z -
Department of Revenue 3t 1-550-455-5500. Click

Step 1. Enter FEIN or SS|

Errors Display On Top

Correct any errors

Next

FEIN 1234567 €.g.12-23456789 or 123456789

e.g.123-45-6789 or 123456789

Step 2. Enter Business Partner Number
Business Partner Number® = 1234567890 e.g. 1234567890

ed on the
ation or on the upper right corner of
iability Notice.

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

Tax Selection

Step 1
Tax Selection .
Step 1: Select an available tax type Click the dropdown
selectaTaxType | v | arrow and select the

Ssles and UseTax (3] res the smount of walisble Sccounts that can be cnvolied tax type
11

Click

Select

Note: The number next to each tax type indicates the
amount of available accounts that can be enrolled
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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

Taxpayer — Enroll New Account(s)

Tax Selection

Step 2
Tax Selection i
Step 1: Select an available tax type Select available
salesand Use Tax (3) | v | [l tax number(s)
Note: The v 13 636N TR TS IVESEES the AUt of 33 Sble SAEDnTE TRt Can b Snvaiked N
Click
Step 2: select available Certificate Number(s) for Sales and Use Tax
The box(es) of the
4780 12345610 certificate

4780 12345678 number(s) you are
- 4780 12345679 -
enrolling

= check Al None
Click

Note: You can enroll for multiple accounts in the list Next

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

To enroll more than

one tax type, repeat
Steps 1 and 2

Tax Selection
Step 1: Select an available tax type Step 1

Select a Tax Type v m

Click the dropdown
arrow and select
the tax type

w1 to continus your

aument

s B8, P pemone

arsomo | e = Click
a7ggrg | SV and
078 | et == Select
Nore: you have sddmons

[ nex ]

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue

e-Services Enroliment 74 —
To enroll additional
taxes, return to
Step 1

Tax Selection
Step 1: Select an available tax type To continue
selectataxType v | [HEEENN Enrollment Process
B T T pe—

Click the Add button
ik under e-File/e-Pay,

Enrollment(s) in Process

£ Tax Ty o
entier TIPS Mddress e-Flefepay JFUE PAmENTL 0\ for each account
4 30 5050 W TENNESSEE ST, i
asove | et | Gme i [ listed
o 1234 MAIN ST,
s | 9= | gl [
se lax Ll LUsS

Rimaghoymis TENNESSEE ST,
el M |
= us’

Note: Hyou have ddtionsl taues 1o enroll, retum &
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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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

Filing/Payment

Account Details for Sales and Use Tax Method
Filing Selection Step 1
{Step1:Select the e-File and/or.e-Paymethod............;

Select one v I8 Click the dropdown

e-File arrow and select the
e-Pay
e-File and e-Pay

e-File and/or
e-Pay method

Click

Select

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

Filing/Payment

Account Details for Sales and Use Tax Method

Filing Selection Step 2

{Step 1:Select the e-File and/or e-Pay. method ...}
e-fileand e-Pay |v Select the Payment
Method

Payment Selection
Step 2: Select the payment option
@ ACH Debit (e-Check) O ACH Credit [IEZH Click

Select

ACH-Debit (e-Check): The Department’s bank withdraws payment
from your bank account. Your bank account is debited

ACH-Credit: The bank transfers payment to the Department’s bank.
The Department’s bank account is credited. This is not a credit card
payment.

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

Filing/Payment

Account Details for Sales and Use Tax Method

Step 3
Filing Selection Bank detail
{Step 1:Select the e-File and/or e-Pay. method ...} Enter bank details
e-fileand e-Pay |v * Account Type

* Account Owner Type

Rayméntsélection . » Account Number
Step 2: Select the payment option 2
O ACH Debit (e-Check) O ACH Cred * Routing Number

Click
Verify
Bank displays if correct

Bank Details
Step 3: Enter bank detal

Account Type G
i Account Owner Type Busonss Aot

ils
&

i Account Number
| Confirm Account Number

[, |

For more Bank Detail Information
Click Here

Click

Next

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)

FINDING YOUR
ACCOUNT AND ROUTING NUMBER
ON YOUR CHECKS

bottom of your che vee DON'T HAVE CHECKS?
the [¢ | symbols I
dﬂ:kyulmumhybarkstatﬂrm
* Find in your online banking account

= Ask bank’s customer service department %

2.11 Filing Contact

Taxpayer — Enroll New Account(s)

Florida Department of Revenue

e-Services Enroliment

Filing Contact

Filing Contact for Sales and Use Tax Information

e the conactinformaion bl or the person wha wll b uEharizsd 0 s s with the Degartment
Step 1: Contact Information Step 1
Select Contact

selecta Contact |v | [P Contact Information

Select a Contact

Step 2: Address Information
Select Address Address Information

Select an Address v Select

Step 2

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue —
e-Services Enroliment Flllng Con.tact
Information

Filing Contact for Sales and Use Tax
Step 1

sz Contact Information

Type the contact
name, phone number
and email address

Enter the contac information below for the parzan who wil s uthoried o deas

Confirm Email jd@aol.com

Step 2: Address Information
Select Address
v Step 2

Select an Address
| Select a Contact =
| New Domestic Address Address Information

New Foreign Address

If you select New
Address, type the

Address Information

Address 1234 Main Street . 1234 Ao S ad_dress fO(ﬁ/iI‘lg

city Tallahassee s Ut information
FLORIDA Click

State

Zip 32399-6586 € 12345 or 12345678
Next

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

Payment Contact

Payment Contact for Sales and Use Tax Information

Enter the contactinormsnon o for th peraan wha il b6 UERGII 10 U KSUSE W the DegSITmEnt
Step 1: Contact Information Step 1
Select Contact

Contact Information

Selecta Contact v Select

| Select a Contact
New Contact

Step 2: Address Information Step 2
Select Address Address Information
Select an Address v Select

Notes:

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

2.14 Payment Contact

Taxpayer — Enroll New Account(s)

Florida Department of Revenue Payment Contact
Information

e-Services Enroliment

Payment Contact for Sales Note: When you provide
different Filing and Step 1
Payment contacts, the

Enter the contat information doiow or th BErsan wh will B st Department of Revenue can Contact Information

share account information

Step 1: Contact Information with both contacts.
e — Type the contact
name, phone number
SelectacContact v (IS and email address

| Select a Contact I
New Contact Step 2

(BEbsE == | — Address Information

First Name Joe

Middle Initial . If you select New
st N Doe Address, type the
Phone Number 8501112222 ad_dress for'ﬁ”ng
Fax Number 8501114444 |nf0rn]at]on
Email jd@sol.com Click

Confirm Email jd@3aol.com

Next

Notes:

Published by Articulate® Storyline www.articulate.com



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

2.15 Add Next(2)

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

To enroll additional

taxes, return to
Step 1
Tax Selection
Step 1: Select an available tax type To continue
SelectaTaxType v [HEZEH Enrollment Process

Click the Add button
under e-File/e-Pay
for each account
listed

Enrollment(s) in Process

or cach ta iszod bekow, 5640t the button In the " Fike/e Py

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue 4
e-Services Enroliment

Tax Selection

If you click Next
before entering the
required information,
TaiSelaction an error message
Step 1: Select an available tax type displays on top.

Select a Tax Type v m

Note: The number

- Click

Enrollment(s) in Process Add to complete the
enther TP Address  eFiefepay (B PAMEN gemoye enrollment, or
aragrg | S and sas 5
A UseTax 5 Remove to delete
arsgr | SIe 3 the enroliment from
31 e | R | 3050 S the list

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

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

Final Review

Click
TR b e Edit to make updates
3000 20 AGreSTE” Fateament, 221 S0 ek S
Read
Sales and Use Tax for Certificate Number: 4780**0 Authorization and
Tax Information Agreement
X Type: Sales and Use Tax Click
Texldentifier: 47800 | Agree to the Enrollee
BusinessName:  EXAMPLEONE N iR oraat d
File/Pay Method:  e-File and/or e-Pay (Credit) uthorization an
ssw: Agreement

FEIN Jgesesese

Type signature(s) and
Filing Contact title(s) for person(s)
=) it authorizing enrollment
Address: 5678 MAIN ST, Tallahassee, FL, 32398-0001, US Cllck
Phone: 8501231234

Submit
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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 | agree to the Enrollee Authorization and Agreement checkbox.

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

2.18 Confirmation

Taxpayer — Enroll New Account(s)

Florida Department of Revenue
e-Services Enroliment

e orfrmation ] Sl

Use the “Click here”
to view/print your
User Information
Notice, which
includes the User ID
and Password for

Print this page for your records.

Confirmation
FEIN/SSN: 123456789

Confirmation ID: 10182644641 this enrollment.

Sales and Use Tax for Certificate Number: 4780**0
Important Information

Each enrollment
generates a new
and unique
Confirmation ID.

Password: 987654321
Click here to view/print your User Information Notice for e-File and/or e-Pay Methods,

Tax Information

Note: If you do not have a printer, make note of the User
1D, Password, and Confirmation ID. It can be used to

retrieve the User ID and Password, if forgotten.

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

Taxpayer — Update e-Enrollment

Florida Department of Revenue

N
e-Services Enroliment ’1"

Welcome to e-File and e-Pay Enrollment System

The Department encourages all tax
advantage of the folowing features:

Welcome Page

ers to enroll for e-Services. Enrolled taxpayers can take

s can save your bank account and contact information, Select
view your fiing history, and reprint returns. You can also view bils that are posted to your account.
When you enroll, you will receive 2 User 1D and Password that will be active and can be used to U pd ate
Log On to the website after two business days.

e-Enrollment

Select a Task:
Taxpayer
Enroll new account(s) Click
® Update e-Enrollment
Retrieve User ID and Password Next

Reemployment Agent
Enroll as an Agent
Add/Delete Client(s)
Update Agent e-Enroliment
Retrieve prior Agent submission

Notes:

Now, we'll return to the Welcome screen to demonstrate the steps to update e-Enroliment.

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

Taxpayer — Update e-Enrollment

Florida Department of Revenue
e-Services Enroliment
Update e-Enrollment

Enter your User ID and Password to make changes to your enrolment, change your contact or
bank information, or change your fiing/payment method.

Update e-Enroliment

Enter

Update e-Enroliment * User ID
User ID A0001234
Password o * Password
Click
Next
[ e | [ nex |

Notes:

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

3.3 Update e-Enrollment

Taxpayer — Update e-Enrollment

Florida Department of Revenue y
e-Services Enroliment
Update e-Enroliment
Update e-Enroliment :
Click

Edit to make updates

Scroll down to see
more information

Click

| Agree to the Enrollee
Authorization and
Agreement. Type

Signature(s)

B |agree tothe Enrollee Authorization and Agreement . signature(s) aﬂ_d'
signature Joe Doe | itle [Owner | title(s) for authorizing
signature ] Tite | | enrollment

== Click

Submit
Note: If more than one account displays, select the account you
wish to update. Then, re-type the password. Click Next.

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

Taxpayer — Update e-Enrollment

Florida Department of Revenue
e-Services Enroliment
Confirmation
Each update

generates a new
Confirmation ID

apt ”
Confirmation US?th/e 'Clltctkl he&e to

FEIN/SSN: 123456789 view/print the User

Information Notice,

Confirmation ID: 10182644641 which includes User

ID and Password for

Sales and Use Tax for Certificate Number: 4780**0 this enrollment

Important Information

User ID: 0000031°*==*
Password: 987654321
e to view/print your User Information Notice for e-File and/or e-Pay Methods.

Scroll down to see
more information

Click
Exit

Tax Information

Note: If you do not have a printer, make note of the User o
1D, Password, and Confirmation ID. It can be used to
retrieve the User ID and Password, if forgotten. SR

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

Taxpayer — Retrieve User ID and Password

Florida Department of Revenue

e-Services Enroliment

Welcome to e-File and e-Pay Enrollment System

Welcome Page

The Department encourages all taxpayers to enroll for e-Services. Enrolied taxpayers can take

advantage of the folowing festures: you can save your bank account and contact information, Select
view your fiiing history, and reprint retums. You can also view bills that are posted to your account.
‘When you enrof,, you will receive 2 User ID and Password that will be active 2nd can be used to :
Log On o he webste after o business 6. Retrieve User ID
and Password
Select a Task:
Taxpayer
Enroll new account(s) Click
Update e-Enrollment
@ Retrieve User ID and Password Next

Reemployment Agent
Enroll as an Agent
Add/Delete Client(s)
Update Agent e-Enroliment
Retrieve prior Agent submission

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

Taxpayer — Retrieve User ID and Password

Florida Department of Revenue 4
e-Services Enroliment -
Retrieve User ID
Retrieve User ID and Password and Password

Enter your User ID and Password to make changes to your enrolment, change your contact or
bank information, or change your fiing/payment method.

Confirmation ID Log On Enter
EEIN/SSN 123456789 « FEIN/SSN

Confirmation ID | *¥¥#333%

* Confirmation ID

Click
Next

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

Taxpayer — Retrieve User ID and Password

Florida Department of Revenue
e-Services Enroliment

Confirmation
Scroll to

User ID and

User ID: 0000031°*==*

Password
Password: 987654321
Click here to view/print your User Information Notice for e-File and/or e-Pay Methods.
Tax Information Click
Tax Type: Sales and Use Tax

Tax Identifier: 4780%°0 Exit
BusinessName:  EXAMPLEONE
File/PayMethod:  e-File and/or e-Pay (Credit)

FEIN sgesesese
Filing Contact

Name: JOEDOE

Address: 5678 MAIN ST, Tallahassee, FL, 32393-0001, US

Note: If you do not have a printer, make note of the User
1D, Password, and Confirmation ID. It can be used to

retrieve the User ID and Password, if forgotten.
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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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue Y
e-Services Enroliment
Welcome to e-File and e-Pay Enrollment System

The Department encourages al taxpayers to enroll for e-Services. Enrolied taxpayers can take
advantage of the forow 120 contact information, Select
view your fifing history, and re ed to your account.

‘When you enroll, you wil rec D and Password that wil be 3 d can be used to Enroll as an Agent

Log On to the website after two business days.

Welcome Page

Select a Task:

Taxpayer Click
Enroll new account(s)
Update e-Enroliment Next

Retrieve User ID and Password

Reemployment Agen

@ Enroll as an Agent
Add/Delete Client(s)
Update Agent e-Enroliment
Retrieve prior Agent submission

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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue
e-Services Enroliment
Log On Verification

Log On Verification

Enter
-488-6800.
Step 1. Enter FEIN or SSN * FEIN or SSN
123456789 -
zE'N e.g. 12-23456789 or 123456789 . Agent Number

SSN e.g. 123-45-6789 or 123456789

* PTIN (optional)

o
Step 2. Enter Ag Click
AgentNumber | A0001234 eg. 1234567890 Next
Step 3. Enter PTIN (optional)
PTIN eg. 123456789
Preparer Tax Identification Number (PTIN) is a8 number issued by the Internal R Service (
a professional tax preparer, st Certified Public A ants (CPAs) a ents (EAs]

t payment to prepare tax reti

PTIN is only reguired for pre al tax preparers that

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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue

e-Services Enroliment

Tax Selection

The account displays

Enrollment(s) In Process
For each tax fisted below, seect button in the “e-File/e-Pay” colurms

Click
Add

antibar

ent| 5678 Main St, Tallshassee, FL

Re e
0123 32399-0001, US

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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue

e-Services Enroliment ‘y‘
Filing/Payment
Account Details for Reemployment Tax Method
Filing Selection Step 1
{Step1:Select the e-File and/or.e-Paymethod...........;
Select one v m Click the drOdeWn
e-File arrow and select the
e-Pay .
SR e-File and/or

e-Pay method

Click

Select
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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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue
e-Services Enroliment

Filing/Payment

Account Details for Reemployment Tax Method
Filing Selection Step 2
{Step 1: Select the e-File and/or e-Pay method

efileandePay |v Select the Payment
Method

Payment Selection
Step 2: Select the payment option

O ACH Debit (e-Check) @ ACH Credit [IEZl Click

Select
ACH-Debit (e-Check): The Department’s bank withdraws payment
from your bank account. Your bank is debited.

ACH-Credit: The bank transfers payment to the Department’s bank.
The Department’s account is credited. This is not a credit card
payment.

Notes:

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

Click Select.

Published by Articulate® Storyline www.articulate.com



5.6 Filing/Payment 2

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue
e-Services Enroliment

Filing/Payment

Account Details for Reemployment Tax Method

Filing Selection
{Step 1:Select the e-File and/or e-Pay. method ...}

e-File and e-Pay v

Payment Selection
Step 2: Select the payment option
O ACH Debit (e-Check) @ ACH Credit

Notes:

Then, click Next.

5.7 Filing Contact

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue 7
e-Services Enroliment =
Filing Contact
Filing Contact for Reemployment Tax Information

Enter the cont ation below for  who wifl b2 sutharaed to dix

Step 1: Contact Information Step 1
Select Contact

selectacontact v | [JEEE Contact Information

Select a Contact

Step 2: Address Information
SelectAddress Address Information

Select an Address v m

Step 2

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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue
e-Services Enroliment

Filing Contact

Information
Step 1
¢ the contacs rinacion ik’ th plcaon wha will . kbt 0 i s with i Dagassivs Gontact nformation
Step 1: Contact Information Type the contct
SefectContact name, phone number,
SelectaContact v [JEEal and email address
Select a Contact
CorRaDetalle — — Address Information
Middle Initial at If you select New
Last Name Doe Address, type the
Phone Number 8501112222 ad§ire‘55 for_ﬁling
Fax Number 8501114444 Inforrnanon
Email jd@zol.com Click
Confirm Email jd@acl.com

Next

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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue
e-Services Enroliment f

Payment Contact

Payment Contact for Reemployment Tax Information

Enter the contac information beiow for the parzan who wil be Juthared 10 dEaURS 5ues WRth the Department.

Step 1: Contact Information Step 1
Select Contact )
selectacontact |v | [JEEH Contact Information

Select a Contact
New Contact

Step 2: Address Information
Select Address Address Information

Select an Address v m

Step 2

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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue
e-Services Enroliment

Payment Contact

Information
Payment Contact for Reem| Note: When you provide

different Filing and Step 1
Payment contacts, the

Enter the contace infarmation delow for the paran who will be suthorze DI e TR (I et ATV TN T ) 3
Step 1: Contact Information fﬂ?gigfﬁ%‘;ﬁgztgrmaﬁo" Couldet Information
. z Type the contact
name, phone number,
selectaContact v (R and email address
e step 2
anﬂe = — Address Information
Middle Initial . If you select New
Last Name Doe & Address, type the
Phone Number 8501112222 .n2 addr%s for_ﬁ””Q
Fax Number 8501114444 a2 information
Email jd@zol.com Click
Confirm Email jd@acl.com

Next
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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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue
e-Services Enroliment

Account Details for Reemployment Tax

Enroll as an Agent

Enrollment(s) In Process In this example,
. il " all enrollment

For each tax fisted below, selec

information for
account has been

0123 | Reemployment | 5678 Main St, Tllshassee, FL
T 323930001, US
entered

-
astiber  Duscaption LU B

Click
Next

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

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue 4
e-Services Enroliment

Final Review

Click
Edit to make updates

Read

Authorization and
Agreement

Click
| Agree to the Enrollee
. Authorization and
Signature(s) Agreement
M |agree tothe Enrollee Authorization and Agreement )
signature [ Joe Doe | Tite [Qwner ] Type signature(s) and
Signature [ 'iTitIe l ] title(s) for person(s)
: - authorizing enrollment
Click
Submit

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 | agree to the Enrollee Authorization and Agreement checkbox, sign, and then
Submit the information.

5.13 Confirmation

Reemployment Agent — Enroll as an Agent

Florida Department of Revenue y
e-Services Enroliment
Final Review

Use the “Click here” to
view/print the User
Information Notice,
which includes the

User ID and Password

FEIN/SSN: 123456789 for this enrollment.

Confirmation ID: 10182644641

Confirmation

Scroll down to
Y Tax for ploy t ber: 07290 . see mo_re
Important Information information

; Click
Password: 987654321
Click here to view/print your User information Notice for e-File and/or e-Pay Methods. Exit

Tax Information

Note: If you do not have a printer, make note of the User o
1D, Password, and Confirmation ID. It can be used to

retrieve the User ID and Password, if forgotten.
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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)

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue y &
e-Services Enroliment

Welcome Page

Welcome to e-File and e-Pay Enrollment System

The Department encourages ail taxpayers to envoll for e-Services. Enrolied taxpayers can take sel
advantaze of the folowing features: you can save your bank account and contact information, elect
view your fiiing history, and repri <. You can aiso view bills that are posted to your account.
‘When you enroll, you will receive D and Password that will be active and can be used to /

Log O e wetne aer e b Gors. Add/Delete

Client(s
Select a Task: (s
Taxpayer
Enroll new account(s) Click
Update e-Enroliment
Retrieve User ID and Password Next

Reemployment Agent
Enroll as an Agent

® Add/Delete Client(s)
Update Agent e-Enroliment
Retrieve prior Agent submission

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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue

e-Services Enroliment

Add/Delete

Add/Delete Clients Client(s)

Enteryour User ID and Password to envoll and/or delete clents.

Add/Delete Clients Enter
User ID AD001234 Silserip
Password ZEEEERS:

* Password

Click
Next

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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue

e-Services Enroliment ‘3‘/
Add/Delete
e-Enroliment Client Add/Delete client(s)
Enter your cient’s Reempioyment Tax Number and FEIN and cick “Verify”.
Step 1: Enter Client Details Enter
Reemployment Tax Number: = 1234567 24567
FEIN: 651238567 ., ssiaserss e sasesans = ?eemplozment
ax Numbper
[ vty |
* FEIN
Notes:
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Enter your client's Reemployment Tax Number and FEIN. Then, click Verify.

6.4 Client Details2

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment

Add/Delete
e-Enroliment Client Add/Delete client(s)
Enter your chent’s Reemployment Tax Number and FEIN and cick “Verify” The account name
Step 1: Enter Client Details displays
Reemployment Tax Number: = 1234567 1234567
FEIN: 651234567 | 123456780 o otflars Click
R FOOR TEST ACCOUNT - REVENUE TESTING ENTERPRISES Il Down arrow under
f";;”&";iﬁ?:&f‘fﬁﬂi?ﬁmﬁ&:.ﬂ:’ chent information entered. Select Select Date
Step 2: Select Date Click
Date |select |v| [HEZZEN Quarter
Select
QTR 4/2020 -
QTR 3/2020 Click
QmR2/2020 Next
(94
= [ text ]

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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment

Update e-Enroliment
e-Enrollment Client Add/Delete

Click

Client(s) In Process
* Add to enroll, or

AT Account Numbsr | Action  Efective Date | Quarter i’::” fiing | Payment | Remave
w567 | aga | 412020 | amapozo [E0) [memone | * Remove

Notes:

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

6.6 Payment Selection

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment

Payment Method
Account Details for Reemployment Tax

Payment Selection

) Select the Payment
Step 1: Select the payment option
@© ACH Debit (e-Check) O ACH Credit [l Method

Click

ACH-Debit (e-Check): The Department’s bank withdraws payment from the

taxpayer’s bank account upon payers request. The taxpayer's bank is

p Select
debited.

ACH-Credit: The bank transfers payment to the Department’s bank. The
Department’s account is credited. This is not a credit card payment.

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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment
Filing/Payment

Account Details for Reemployment Tax Method

Step 3

Payment Selection 5
p Enter bank details
Step 1: Select the payment option
@ ACHDebit (eCheck) O ACH Credit DLl * Account Type
* Account Owner Type

* Account Number
* Routing Number

Bank Details
Step 2: Enter bank details
B emiopiid -

i AccountOwnerType (g
pezons

Ao

Click

count Number sl Account

Confirm Account Number ] Verify

: Bank displays if correct
Click

= [ nen |
Next
For more Bank Detail Information
Click Here
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)

FINDING YOUR
ACCOUNT AND ROUTING NUMBER
ON YOUR CHECKS

naysa'm-q il 1315:.7“123] i [-xa'n |

AN ETITE W

ed atthe
bottom of your check between DON'T HAVE CHECKS?

the [¢ | symbols « Ched “Y' X
* Find in your online banking account

= Ask bank’s customer service department %

6.8 Filing Contact

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment

Filing Contact

Information
Filing Contact for Sales and Use Tax
Eneer e comact infrmstion bl fo ¢ 0 who il b 3Eharad 10 RS Kk With th DEBSITETE Step 1
Step 1: Contact Information

Select Contact Contact Information

Selecta Contact v m

New Contact Step 2

Step 2: Address Information Address Information
Select Address

Select an Address v m

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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment

Filing Contact

Information
Filing Contact for Sales and Use Tax
Step 1
Erter the contac koration betow o the person whe wil b auhorted 10 s s with the Desartides Eonachinformahon
Step 1: Contact Information T o e
ype the contac
Selectcontact name, phone number,
SelectacContact v (IS and email address
Select a Contact
e Step2
Sontact Details Address Information
irst Name Joe oyl
Middle Initial . If you select New
LastName Doe Address, type the
Phone Number 8501112222 address for_f'l”"g
Fax Number 8501114444 information
Email jd@sol.com Click
Confirm Email jd@aol.com AN co
Next

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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment

Payment Contact

Payment Contact for Sales and Use Tax Information

Enter the contactinormsnon o for th peraan wha il b6 AERGII 10 U KSUSE W the DegSITmEnt
Step 1: Contact Information Step 1
Select Contact

Selecta Contact v m

| Select a Contact
| New Contact

Contact Information

{

Step 2: Address Information Step 2
Select Address Address Information

Select an Address v m

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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue

Payment Contact
Information

Step 1

e-Services Enroliment

Payment Contact for Sales Note: When you provide

different Filing and
Payment contacts, the

Enter the contact infarmation delow for the paran who will be authorae DI e TR (I et H LU TN T ) 3
. share account information Contact Information
Step 1: Contact Information with both contacts.

Type the contact
SelectConfact name, phone number,
selectaContact v [l and email address

{Select a Contact
Step 2

| New Contact

Address Information

First Name Joe o b

Middle Initial . If you select New
Last Name Doe s ia Address, type the
Phone Number 8501112222 v i address for filing
Fax Number 8501114444 s 22 information
Email jd@z0l.com Click

Confirm Email jd@acl.com

Next
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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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment

e-Enroliment Client

e-Enroliment Client Add/Delete Add/DeIete
Client(s) In Process =
In this example,
R Acout Number | Acton EfectveDate | Qurter | el | Fng | aymem | Remove all enrollment
P P PP e I e Il st [[rermone) information for
e o Bl M account has been

entered

Click
Next

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

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue 4
e-Services Enroliment

Final Review

Click

Edit to make

updates

Reemployment Tax for Reemployment Number: 07290
Tax Information

3% Type:
Tax Identifier:

Reemployment Tax
1234567

EXAMPLETWO

e-File and/or e-Pay (Credit)

Scroll down to
see more
information

Business Name:
File/Pay Method:

Client Relationships
Action: Add

Click

Effective Date: 4/1/2020

Effective Quarter: QTR 2/2020 Submit
e-File/ e-Pay: e-Fileand e-Pay

AgentNumber:  A0001234

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 |
agree to the Enrollee Authorization and Agreement checkbox, sign, and then Submit the information.

6.14 Confirmation

Reemployment Agent — Add/Delete Client(s)

Florida Department of Revenue
e-Services Enroliment

Confirmation
FEIN/SSN: 123456789

Confirmation ID: 10182644641

yyment Tax for I b
Important Information

Password:

987654321
Click here to view/print your User information Notice for e-File and/or e-Pay Methods,

Client Relationship

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 forgotten.

Confirmation

Each update
generates a new
Confirmation ID

Use the “Click here” to
view/print the User
Information Notice,
which includes User
ID and Password for

this enrollment.

Scroll down to see

more information

Click
Exit
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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

Reemployment Agent — Update Agent e-Enroliment

Florida Department of Revenue
e-Services Enroliment

Welcome Page

Welcome to e-File and e-Pay Enrollment System

The Department encourages al taxpayers to enroll for e-Services. Enrolied taxpayers can take
advantage of the folowing features: you can save your bank account and contact information, Select
view your fiiing history, and e
‘When you enroll, you will receive 3 User ID and Password that will be active a
Log On to the website after two business days.

ted to your account.

nd can be used o Update Agent

Select a Task: e-Enrollment

Taxpayer
Enroll new account(s) Click
Update e-Enroliment
Retrieve User ID and Password Next

Reemployment Agent
Enroll as an Agent /
Add/Delete Client(s)

® Update Agent e-Enroliment
Retrieve prior Agent submission

Notes:

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

Reemployment Agent — Update Agent e-Enroliment

Florida Department of Revenue
e-Services Enroliment
Update Agent
Update e-Enrollment e-Enrollment

Enter your User ID and Password to make changes to your enrolment, change your contact or
bank information, or change your fiing/payment method.

Update e-Enrollment Enter

User ID A0001234 s User ID

Password ot

* Password

Click
Next

Notes:

Enter your User ID and Password. Then click Next.

7.3 Update e-Enrollment

Reemployment Agent — Update Agent e-Enroliment

Florida Department of Revenue y
e-Services Enroliment
Update Agent
Update e-Enroliment e-Enrollment

s the following e-Enroliment inf

ation. Ciick on the “Edit” fink to Click

make the neces 22, If the information i corect, read and accept the “Enoliee
Authorization and Agresment” statement, sign and cick “Submit”, !
Email: ID@AOL.COM Edit to make updates
Payment Contact Read the
Authorization and
ame: JOEDOE
Address: 5678 MAINST, Tallahassee, FL, 32399-0001, US Agreement
Phone: 8501231234 .
FAX: 8501231234 Type signature(s) and
Email: JD@AOL.COM ntle(s) for person(s)

authorizing enrollment
Click
Submit

Enrollee Authorization and Agreement

Thi s At Bewen

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 | agree to the
Enrollee Authorization and Agreement checkbox, sign, and then Submit the information.

7.4 Confirmation

Reemployment Agent — Update Agent e-Enroliment

Florida Department of Revenue
e-Services Enroliment

Confirmation

Agent Number: A0001234
Confirmation ID: 10182644641

Confirmation

Each update
generates a new
Confirmation ID

Use the “Click here” to
view/print the User
Information Notice,

which includes User

3 " " ID and Password for
DymentTaxfor pioy 07290 this enrollment.
Important Information
et Scroll down to see
User ID:
Password:

more information

Click here to view/print your User Information Notice for e-File and/or e-Pay Methods,

Tax Information

Click

Exit

Note: If you do not have a printer, make note of the User
1D, Password, and Confirmation ID. It can be used to
retrieve the User ID and Password, if forgotten.

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

REEMPLOYMENT AGENT — Retrieve Prior Agent Submission

Florida Department of Revenue

e-Services Enroliment

Welcome to e-File and e-Pay Enrollment System

The Department encourages all taxpayers to enroll for e-Services. Enrolied taxpayers can take
advantage of the folowing festures: you can save your bank account and contact information, Select
view your fiing history, a s s that are posted to your account.

When you enroll, you will receive 2 User 1D and Password that will be active and can be used to
Log On to the website after two business days.

Welcome Page

Retrieve prior

Select a Task: Agent Submission

Taxpayer
Enroll new account(s) Click
Update e-Enrollment
Retrieve User ID and Password Next

Reemployment Agent
Enroll as an Agent
Add/Delete Client(s)
Update Agent e-Enroliment
@ 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

REEMPLOYMENT AGENT — Retrieve Prior Agent Submission

Florida Department of Revenue v
e-Services Enroliment =
To retrieve the
Retrieve User ID and Password specific account

Log On using your Agent Number and e-Enroliment Confirmation ID. If you enrolied onfine, use User ID and
this appication to retrieve your previously submitted e-Enroliment information. All enroliments
submitted prior to Monday, Apri 15, 2013 can not be viewed in this system. Password

Confirmation ID Log On
Agent Number A0001234
S Enter
Confirmation ID = 10184614013

* Agent Number

* Confirmation ID

Click
Next

Notes:

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

Click Next.

8.3 Confirmation

REEMPLOYMENT AGENT - Retrieve Prior Agent Submission

Florida Department of Revenue
e-Services Enroliment

Confirmation

Scroll down to see

User ID and Password
Confirmation

Agent Number: A0001234

Click
Exit

Confirmation ID: 10182644641

loyment Tax for
Important Information

Password: 987654321
Click here to view/print your User Information Notice for e-File and/or e-Pay Methods.

Tax Information

Note: If you do not have a printer, make note of the User
1D, Password, and Confirmation ID. It can be used to

retrieve the User ID and Password, if forgotten.
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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

Thank You

Thank you for providing feedback by completing the Internet Enrollment
for eServices Tutorial Survey.

EXIT

Notes:

This concludes the Internet Enroliment for eServices tutorial.
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