Oregon Revenue Online for businesses or payroll

You can use your Revenue Online (ROL) account to:

e Make electronic payments;

e File or amend the quarterly Statewide Transit Tax returns for tax years of 2018 through 2022;

e File the annual Statewide Transit Tax return if you are an annual filer and are not required to file the standard
quarterly Statewide Transit Tax reports;

e File or amend the annual WA form,;

o File the annual Withholding Reconciliation Report;

e File annual iWire (W2 and 1099) submission/report.

*Note: You cannot file or amend an Oregon Quarterly (Form OQ) or the Domestic Oregon Annual (Form OA) return
through ROL *

When creating your ROL account there are a few access types to consider:

e Master accounts give you full control of the accounts (this would typically be an owner, officer, CEO, etc.)

e Administrator will give you the same access as a Master account but will allow you to also set up and
manage multiple accesses under the account. This is often used for situations such as an office manager who
oversees other employees who are responsible for different programs. They may have an account for Payroll,
a separate one for Corporate Tax and maybe another for Lodging Tax.

e Account Manager allows limited access to account information but still enough access to manage the tax
program as needed

e Third Party — Tax Professional allows you to create one username and password for yourself or your
business and then allows you to add access to multiple separate businesses or client accounts for which you
may be responsible. This allows CPAs, payroll processors, and others who are responsible for filing and
paying tax for multiple separate businesses, to access their accounts without separate emails and passwords

for each.
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Creating your ROL account

Locate the access type you will be creating below for step-by-step instructions.

e Business
e Individual or Sole Proprietor
e Tax Professional

What you will need to complete the registration process is:

e Email address.

e SSN and/or FEIN.

e Zip Code.

e Business Identification Number (BIN).

e  One of the following items for validation:

o Letter ID — These are listed on letters we send you.
o Return Line — This is the amount of State Withholding Tax reported on one of the most recent three quarters
of the Oregon Quarterly Report. The value is located on line 5 in column B.

Starting from the Oregon Revenue Online Website: https://revenueonline.dor.oregon.gov/tap/_/

Revenue Online Sign Up

Submission
——

Instructions

Who Can Use Revenue Online
You must have previously filed a return with the Oregon Department of Revenue for:

Personal income taxes

Corporation excise and income taxes
Partnership taxes

Transit self-employment taxes
Cigarette/tobacco taxes

911 emergency communications taxes
Payroll withholding and transit taxes
State lodging taxes

Marijuana taxes

Timber taxes

Composite return filing

There will be new functionality and additional tax programs in the future, so check back for
updates.

Mote for tax professionals and third parties - Register with your own information. You can
add access to your customers' accounts |ater,

What You Need to Continue

To complete the registration process you'll need:

Email address

Social Security Number (SSN) or Federal Employer Identification Number (FEIN}
ZIP code

Business identification number (BIN) or account ID

One of the following from the account you're trying to validate:

» Letter ID - Located on any recent letter from the department.
* Return amount - A line from one of your three recent retumns.
* Payment amount - One of your three most recent payments.

Cancel

Next >

Select your access type
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https://revenueonline.dor.oregon.gov/tap/_/

Here you will be choosing either Business, Individual or Sole Proprietorship, or Tax Professional.

Revenue Online Sign Up

Submission

Instructions Logon Selection

Logon Selection

Select your access w

type
Business
Individual or Sole Proprietor

Cancel
Tax Professional

5 Rsitachod m

Selection bar 2: Customer Validation

Here you will complete the information requested based on the type of access you selected. Please see the examples
below. Each access type is slightly different at this stage. It is important that the information you enter matches the

business information used to complete your Combined Employers Registration form.

Business

Revenue Online Sign Up

Submission

Instructions Logon Selection

Logon Selection

Select your access  Business v
type

Business

The following accounts can be accessed with ROL:
e Payroll withhelding and transit taxes
« Corporation tax
* Cigarette/tobacco taxes
® Partnerships
* State lodging tax
e Emergency communications (E911)
e Timber taxes
e Marijuana taxes
® Petroleum load fee
e Fiduciary income tax
e Other Agency Accounts

Who should use ROL as a business:

* Owner or responsible party for the business
e« Payroll employee for the business
* Bookkeeper for the business

Cancel

< Previous Next >
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Revenue Online Sign Up

Submission

Instructions Logon Selection

Customer Information

Customer Information

ID type Federal Employer ID (FEIN)

*
FEIN

*
Legal business name

Country USA

*
ZIP Reg

Cancel

Individual or Sole Proprietor

Revenue Online Sign Up

Submission

Instructions Legon Selection

4

Previous

Logon Selection

Select your access  Individual or Sole Proprietor
type

Individual

The following accounts can be accessed with ROL:
® Personal income tax
e Transit self-employment taxes
e« Cigarette/tocbacco taxes
* State lodging tax
® Payroll withholding and transit taxes (filed with an SSN)
e Timber taxes
* Marijuana taxes (filed with an SSN)
e Other Agency Accounts

Who should use ROL as an individual:

* Personal income tax filers
* Sole proprietorship (Schedule C business)
* Single-member LLC

Want to access a family members account? Start by creating your own account and you can add their account to your profile later.

Cancel
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Revenue Online Sign Up

Submission

Instructions Logon Selection Customer Information

Customer Information
ID type Social Security Number (SSN) v
» . ;
SSN Required

First name R

*
Last name /

Country USA s
*
ZIP. Required
Cancel < Previous Next
Tax Professional

Revenue Online Sign Up

Submission

Instructions Logon Selection

Logon Selection

Select your access  Tax Professional ~
type

Tax Professional

When should | use third-party access?
* Tax professional
s Attorney
* Person with power of attorney
* Employee at tax firm
e Self-employed tax preparer

Cancel < Previous Next

Revenue Online Sign Up

Submission
——————
Ingtructions Logon Sebection Customer Infaimation

Customer Information

Important: The thad party process requires usets to sel up access 1o their own tax profile and then validate into sach of their clients accounts. This process will start by verifying your
miormation first, and then we can work on gaining sccess 1o your chents

Have yau |or your company) ever b
filed & retum for any program with
the state of Oregon?

st i Frinbods m
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Customer Information

Important: The third party process requires users to set up access to their own tax profile and then validate into each of their clients accounts. This process will start by
verifying your information first, and then we can work on gaining access to your clients.

Have you (or your company) ever Yes v
filed a return for any program with
the state of Oregon?

Did you file as a business or an v

individual? -

Please provide answers in regards to your sole prop or parent company, not your clients information, for example: If you have filed a Personal Income Tax form, but you
own a sole proprietorship in Oregon which handles the tax matters for your clients filings, then provide your sole props info. If you are an employee at a business which
represents its clients for tax filings, then please use your employers information on the following steps to gain access.

Cancel < Previous Next >

As a Tax Professional you will be creating access for either yourself or your business. If you mark “Yes” when asked
if you or your company has ever filed a return for any program with the state of Oregon, the system will use that
return information for validation later in the process. If you are out of state or have never filed for any Oregon
programs, you will select “No” to avoid the return being used for validation. Once you have created your access, you
will have the opportunity to add your clients so all accounts fall under the same user ID and password. Your process
will be slightly different than the steps following this example and will request less information to establish the log
on. Please continue with the system prompts.

Representative Information
* ID type v
s
ID

First name

Last name

Country USA v

ZIP

Do you want to access Yes No

your own tax accounts?

*Select "No" to only interact with client(s) accounts.

Cancel < Previous Next >

Selection bar 3: Account Validation

For Business or Sole Proprietor access you will select Withholding (Payroll) as your “Account Type” from the drop-
down options.
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Submission

Instructions Logon Selection Customer Information Account Information

Account Information

*
Account type v

Cancel < Previous Next >

From the Account ID Type drop-down menu select the Business Identification Number and enter the required
Business Identification Number you were issued using a leading “0” to make it 9 digits long

Example: If your BIN was 1234567-8 then you would enter 01234567-8
Next Click the validation option radio button for either:

e Letter ID - Enter the Letter ID from the top right-hand corner of the notice. An example of some of the
qualifying letters are Registration Notice, OTC-V coupons, Revenue Online Introduction letter, Demand to
File or pay letter or the OR-WA form.

Or

e Return line — Enter the amount of State Withholding Tax reported on the Oregon Quarterly report from one of
the last three filed periods. You will locate this value on line 5 in column B. This option must have tax
reported. If there was a zero reported for a no payroll period, this will not validate the account.

Once everything is entered click on the next button to continue.

Account Information

Account type Withholding (Payroll) v
Account ID type Business Identification Number v

BIN - 9 digits, add

any missing digits as
zeros to the front. -
Validation Options

3
Letter ID

Return line

Cancel < Previous Next >

Selection bar 4: Contact Info.

On this page you will want to complete all fields with current and accurate information. This information will be used
to create your user ID and password along with important validation and contact information.
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@
Any fields with the red asterisk (Example - * ) in the upper left-hand corner are

“required” fields and must be completed. If the system identifies any errors, it will not allow you to proceed from here
until corrections are made.

Contact Information

* Email - this will be

your username
Verify email
First name
P
Last name
Phone country USA h
E3
Phone type v

Phone number

.
Password and Security Question
35
Password ®
*
Verify password ®
Password requirements:
e Must be between 8 to 15 characters
in length.
e Contain both letters and numbers.
o Use a special character (!, @, # $, %,
NG &)
® Have both upper and lowercase
letters.
e Cannot be the same as your
username.
Secret question v
Secret answer ®
Cancel < Previous Next >

Selection bar 5: Responsible Party Declaration.

Please indicate if you are responsible for the account or not.

If you select “Yes,” indicating you are the responsible party, you will be asked if you want to allow new
logons or third-party logons. You can change your answer to this question at any time through your
Revenue Online settings or by calling us at 503-945-8100 option 4, option 1.
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Responsible Party

Please select whether you are the responsible party for your business. Registrants who are not a responsible party will have access
appropriate to their designations.

Examples of what is considered a "responsible party":

e The person assigned to handle the tax matters of the business

e The principal officer, if the business is a corporation

e The general partner, if a partnership

e The owner of an entity that is disregarded as separate from its owner
* A grantor, owner, or trustor if a trust

Are you the responsible Yes No
party for this entity?

Cancel < Previous Next >

Selection bar 6: Access Security

Here you have are able to control who can and cannot create access to the payroll accounts.

Yes to “new logons” would allow another person to go through the same process as you are today to set up their own
individual access to the accounts.

Yes to “3" party access” is typically used for a CPA or Payroll Processorand allows them to add the accounts to their
own login but limits the access to account information to allow some privacy for the business.

Security Questions

Do youwantto @ Yes No
allow new logins?

Do you want to @ Yes No
allow 3rd party
access?

Cancel < Previous Next >

*Note, These settings can be updated anytime, as needed, through your ROL profile settings. *

Selection Bar 7: Confirmation

Review and confirm your information or select “previous” to make corrections. Please always double check to make
sure there are no typos in your email address because this will be used as your User ID and cannot be changed later.
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Submission

Thank you for filling out this submission. Please verify that the summarized information is correct. You can still go back and make changes, if necessary. If no changes
need to be made, please click the Submit button to complete the submission. You will then receive a confirmation notice with further information.
Logon

Email - this will be your username : |email@email.com ]

Legal business name : Ibusiness name I

Phone number : |(503) [ I

Account
Account type : Withholding (Payroll)

BIN - 9 digits, add any missing :|01234567-8
digits as zeros to the front.

cancc' ¢ Prcrious m

Authentication

The first time you log into Revenue Online or if you log in from a device that is different from the last login, you will
be sent an authentication code to verify you are authorized to access the accounts. You will be asked to choose
between the email or cell phone number you indicated at the time of your Revenue Online registration process for
delivery of a six-digit code that contains both letters and numbers. Typically, this code is delivered quickly but it can
take up to 10 minutes for delivery if there is a lot of traffic on the network.

Once received you will enter the code and select “Trust this Browser and Logon.” This will allow the system to
memorize your IP address and allow future access without a new authentication code as long as you access the system
from the same device. If you choose to not “Trust the Browser” you will be required to receive and enter a new
authentication code each time you log into the system.

Adding accounts to Revenue Online

Revenue Online allows you to create a single user profile with the option to add access to multiple different
businesses or personal accounts and programs when proper validation information is available.

Revenue Online provides you with the option of accessing your business and personal accounts with ease or, if you
are a tax professional, it allows you the efficiency to log into your profile with a single username and password and
then choose the specific business you would like to work with from a list of added clients.

To add accounts to your logon, please follow the instructions below.

1. Start by logging into your existing Revenue Online account

2. Click on “Manage My Profile” in the top right-hand corner.

3. Click on “More Options”.

4. Under the “Access Management” panel click on “Add Third-Party access.”

o Ifyou are adding access to accounts that do not have the same identifier (FEIN or SSN) as the
Revenue Online profile. For example, if you are adding the Withholding Payroll accounts for a
business with a FEIN to a Revenue Online account that was established under a social security
number for personal income tax or if you are a CPA, Bookkeeper, etc. that is adding client accounts
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o Ifyou are adding an account with the same identifier such as adding Withholding Payroll for
Domestic services to a personal income tax account where both use the same SSN as an identifier
follow these steps:

e From the home screen click on “More Option.”

e Under the “Access Management” panel click on “Add access to an account.”

If you selected “Add third party access” you will continue by:

Selection bar - Request Account Access

o Select the “Customer” type, either business if there is a FEIN or Individual if it is a sole proprietor using a
social security number.
o Complete the information requested based on the selection type.

Selection bar - Account Validation

1.
2.
3.

S.

From the Account Type drop-down menu, select Withholding (Payroll).

From the Account ID Type drop-down menu, select the Business Identification Number.

Enter the required BIN with a leading “0” to make it 9 digits long. If your BIN was 1234567-8 then you
would enter 01234567-8

Click the validation option radio button for:

e Letter ID - Enter the Letter ID from the top right-hand corner of the notice. An example of some
of the qualifying letters include Registration Notice, OTC-V coupons, Revenue Online
Introduction letter, Demand to File or pay letter or the OR-WA form.

Or

e Return line — Enter the amount of State Withholding Tax reported on the Oregon Quarterly report
from one of the last three filed periods. You will locate this value on line 5 in column B, this
option must have tax reported. If there was a zero reported for a no payroll period, this will not
validate the account.

Click on the Next button.

Next, confirm the information. Enter your password and you should have a confirmation that the account has been
added for access.

Back on your home screen you will now see a new profile for the additional accounts added. You can also add your
personal accounts to the logon if you choose and it will allow you to use one username and password to log in but will
create two account profiles, one for business and one for personal.

If you need further assistance, please contact the Oregon Department of Revenue at (503) 945-8100 option #4.

Viewing your accounts

Revenue Online will give you access to review your account(s) to confirm if returns were filed timely, late, or are
missing along with summary activity for each period of the program.

To review account information, select the account type from your home page.
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Effective January 1, 2023 quarterly filers of the Statewide Transit Tax (STT) must report STT information on the Form OQ. Please visit www.oregon.gov/em ploy for more information. Annual filers

can continue to file here

|Business Account |

~[1234 |

Address
City, State Zip

Favorites Summary Action Center® Settings

|Business Account |

Statewide Transit Tax

Business name
Address
City, State Zip

Withholding (Payroll)

Business name
Address
City, State Zip

Action Center [tems

More Options

General
wn_wen] 1234

Total Balance

$61.79

Account

[REEIETERY
(§100.56)

Account

Balance

$162.35

Vou last logged in on Friday, Nov 5, 2021 3:51.04 PM

Manage WMy Profile o

Make a payment
Send a message

Ma

nage payment plans and debt
Submit documents

Submit an appeal

File or view returns

Make OTC payment

Make OTC payment

Below, is an example of what can be viewed when selecting the Withholding Payroll account. Immediately you can
see the list of returns by period, the type of return filed or expected, the status of the return and the due date.

Returns  Periods

Returns

Period

Return

Withholding Form OQ

Withholding Form OQ

Withholding Form OQ

Withholding Form OQ

Status

Generated

Ontime-Processed

Ontime-Processed

Ontime-Processed

Due Date

31-Jan-2023

31-Oct-2022

01-Aug-2022

02-May-2022

When you click on the “Period” tab it will display the periods and the balance. It will also display an orange triangle
with a link to make a payment if you wish to do so.
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Returns  Periods

Periods

Period Balance
31-Dec-2022 §0.00
30-5ep-2022 $16235 A M
30-Jun-2022 $0.00
31-Mar-2022 §0.00

For specific period information you can click on the hyperlink for the date you’d like to view. Below we’ve
selected Q3, 2022 for Withholding. The Summary box will break down the tax reported, penalties and
interest assessed, and credits applied. The page will also show if there is any balance still due and specific

period activity.

Period
Summary Period Activity
Tax 54,052, 04-Mow-2022 Payment posted ayment
Penalty §162.35 29-Oct-2022 Ontime-Processed Withholdi
Credit (%4 052.00) 08-Jul-2022 Payment posted ayment
Balance §162.35

Viewing your payments

To reconcile records or research a deposit, you will have the ability to view the deposits made towards the programs

enrolled with Revenue Online by selecting “Manage payments and returns” under the “More Options” tab.
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Favorites Summary .‘!\ctionCenter6 Settings (More Options

Q

J Access Management > Additional Tax Actions

Manage access of accounts | have access to

[J) Letters and Messages

These are more things you can do View letters and messages I've received from the agency

> | an account > a e infor > e
> Sty > ge
> Re t re nies
5 | equest retur otocop
> Submity | ve
2 Names & Addresses Payments & Returns 1 Submissions
View or update names and addresses associated to this Manage payments and returns for accounts of this Search for previous submissions.
customer. customer.
? Manage Names & Addresses

Next by changing the setting under the center “Show” category, we have set our view to display all payments for the
Withholding Payroll accounts.

Manage Payments and Returns

Accounts Show For Periods
All w Payments e All g
Posted

Like using Microsoft Excel, you can click on any of the column titles to sort the column, or you can filter
from the box on the right (see below).

€ Pagelof3 >
Payments

Status Amount Received Period MName For D

Making a payment

You will see that there are many places for you to make a payment. When paying towards any payroll programs, such
as withholding, statewide transit tax, or the other transit tax, you should click on the “Make OTC payment.”

Statewide Transit Tax

t ¥ File or view returns
Business name
1234567890-12
Address 1234567690-12 |
City, State Zip Balance
($100.56)
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By selecting the Make OTC option, you can apply a single deposit to multiple programs for the same period.

Payment

Payment Channel Payment
Default Choose New Withholding Payment - Apply to combined payroll t
Apply to combined payroll taxes due.
=
Period
V
19-Nov-2022 =]

Oregon Combined Payroll Tax

*
Business I Number = State unemployment
01234567-8 s
e 012345678 |
¥ State withholding
Year 0

*
TriMet district excise
Quarter 4
*
Lane Transit district
EXCIsE

" Workers' benefit fund

assessment
* . . y
Statewide transit
*
Paid leave Cregon
Total payment 0.00

Total directions 0.00

Ca nce' m

Once all sections are complete, “Submit” the deposit. The action will request the password you use to log into
Revenue Online for confirmation.

Filing returns

There are four reports you will file and/or amend through Revenue Online. These reports are:

e Quarterly Statewide Transit Tax returns for periods 09/30/18 — 12/31/22 (STT-1/STT-2). Effective 1/1/23 (or
I quarter 2023), this program will be filed on the Form OQ.

e Annual Statewide Transit Tax returns for business not required to file quarterly (STT-A/STT-2).

e Annual Withholding Reconciliation (Form OR-WR).

e Annual iWire reporting (Electronic submission of the W-2s and/or 1099s).

Filing the Statewide Transit Tax return

To file the Statewide Transit Tax, you will select the program from your home page.
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Statewide Transit Tax

t
Business name —
> Make OIC payme
City, State Zip Balance
Returns =
Period Return Status Due Date

31-Dec-2022 Statewide Transit Form STT-1 Generated e 31-lan-2023

You will be adding a record for each employee subject to Statewide Transit Tax. Start by clicking on the “Add a
Record” link.

Return

STT-2

STT-2

Employers subject to the Statewide Transit Tax (STT) must withhold, report, and remit one-tenth of ane percent (0.001) of wages paid to their employees to the Department of Revenue.
Employees include Oregon residents, regardless of where services are performed and nonresidents who perform services in Oregon. You are not required to report employees with no subject
wages. The total employee wages and total tax withheld on this page will fill in the guarterly return on the next page.

Employee Details

Identifier Employee last name Total subject wages Statewide transit tax withheld

Total employee wages: 0.00

Total tax withheld: 0.00

Import 5TT-2

Complete all sections listed in the example below with the information for your first employee. When completed click
“Add.”

Employee details @ x

*
First initial

Employee last name Required

Total subject ® 0.00
wages Enter wages and tax withheld
for the above employee
Statewide transit @ o.ooé—’/
tax withheld

Cance' “
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Completed example below:

Employee details @ X

dentifier 999-99-9995

First initial A

Employee last name NAME

Total subject (D 10,000.00
wages

Statewide transit (3 10.00
tax withheld

Cancel “

You will then be directed to the screen again to add another employee. You will again click on the “Add a Record”
option to add information for the next employee and continue until all employees have been entered. Once have
entered all employees, you can click “Next.”

Please review the accuracy of the summary and, if it looks accurate, you will submit. The system will give you the
option to either just file the report, or file and pay. If you choose file and pay, it will move you to a payment option
screen during the submission process. At the end of the process the system will once again request the password that
you use to log into Revenue Online for confirmation. You will be provided a confirmation of submission to indicate
the reporting has been successfully submitted.

Return

STT-2 Return

Return

Employers must report statewide transit tax withholding using this form. You must file the quarterly statewide transit tax return even if there was no payroll during the reporting period.

1. Subject wages @ 10,000.00
2. Total tax withheld () 10,00
3. Less: Oregon tax pre-paid this quarter 0.00
4. Total tax due 10.00

Cancel < Previous

Amend the Statewide Transit Tax return

From the Statewide Transit Tax panel click on “File or view returns.”

Statewide Transit Tax

t
Business name > Make D10 pavment
N viake OTC paymen
Address | 1224567890-12 | '
City, State Zip Balance
($100.56)
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Then click on “View or Amend Return” on the specific quarter/period you want to file.
Returns  Periods

Returns <

Period Return Status Due Date

Statewide Transit Form STT-1 Generated File Now 31-Jan-2023
30-Sep-2022 Statewide Transit Form STT-1 Ontime-Processed 31-0ct-2022

Next, click on “Amend” on the right.

Statewide Transit Form STT-1 Ontime-Processed > Print
30-Sep-2022 Due 31-Oct-2022
Statewide Transit Tax Received 29-Oct-2022

STT-2

Employers subject to the Statewide Transit Tax (STT) must withhold, report, and remit one-tenth of one percent (0.001) of wages paid to their employees to the
Department of Revenue, Employees include Oregon residents, regardless of where services are performed and nonresidents who perform services in Oregon. You are
not required to report employees with no subject wages, The total employee wages and total tax withheld on this page will fill in the quartery return on the next page.

€ Pagelof2 P

Employee Details

Identifier Employee last name Total subject wages Statewide transit tax withhele
- = — @ 2onz O 2404

el s

€ Pagelofz >

The data originally filed will be displayed. You have four options:

1. Edit the existing information 4

2. Copy the row o
3. Delete the row *
4. Add arecord

Once all corrections and additions have been completed, click “Next.” You will also have the option to cancel or go to
the previous screen.

-
Cancel

It will then display the STT-1 information. Confirm data is correct, and then click “Next.”
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Return

Employers must report statewide transit tax withholding using this form. You must file the quarterly statewide transit tax return even if there was no payroll during the

reporting period.

1. Subject wages @ 1,904,406.98
2. Total tax withheld @ 1,904.42
3. Less: Oregon tax pre-paid this quarter 0.00
4. Total tax due 1,904.42
Cancel < Previous Next >
You can now choose to make a payment or not.
Payment Option
Amount due 1,904.42
Would you like to make a No Yes
payment as part of this
submission?
< Previous Next >

Cancel

You will then “Submit” the amendment. The changes will update overnight unless submitted on a weekend or

holiday.

Return
STT-2 Return Payment Option Submission
Submission

Thank you for filling out this Statewide Transit Form STT-1 submission. Please verify that the summarized information is correct. You can still go back and make
changes, if necessary. If no changes need to be made, please click the Submit button to complete the submission. You will then receive a confirmation notice with

further information.

Tax due : 1,904.42

Payment amount : 0.00

Filing the Annual Withholding Agricultural (Form WA)

The Form WA is for agricultural employers only. It is due by January 31 following the end of year.
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On the Revenue Online home page go to the Withholding (Payroll) panel and then click on “View periods.”

Withholding (Payroll)

Account
Business name 23 AE678001.03
Address
City, State Zip Balance

Action Center ltems $1 62-35

Click on “File Now.”

Returns  Periods

Returns =

Periad Return Status Due Date

31-Dec-2022 Withholding Form WA Generated 31-Jan-2023

The next screen will be where you enter monthly payrolls/deposits unless you are required to file a Schedule B. In that
case you will not enter anything here but click “Next.”

Monthly Deposits

Section A: Complete if you are a monthly depositor. Enter Dregon tax liability In column next to the month Hability was incurred.

Deposit Period Ending Tax Liability for Month Depaosit Period Ending Tax Liability for Month
A January 31 000 G July 31 0.00
B. February 28 000 H August 31 0.00
C March 3 0.00 | September 30 0.00
0. April 20 000 October 31 0.00
E.  May3 000 K MNovember 30 0.00
F.  June 30 000 L December 31 000
Total for year 0.00
(Enter here and in box 2 on step "Form
Wia")
Cancel Save Draft g Mext >
Section B

Section B: You must complete this section if you are required to deposit on a semiweekly basis, or if your federal tax liability on any day is $100,000 or more, Enter Oregan tax liability
here, not deposits.

A. Daily Tax Liability--January = Total liability for 0.00
January
Date Amount
B. Daily Tax Liability--February = Total liability for 0.00
February
Date Amount
C. Daily Tax Liability--March - Total liability for 0.00
March
Date Amount

Cancel Save Draft 4 Previous m
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You will then fill in the wages, tax, and prepaid amounts here:

Form WA

Box 1 Fill in Cregon gross payroll for the calendar year. Include total wages, salaries, commissions, bonuses, fees, etc 0.00
Box 2 Enter total Oregon tax withheld from employees pay this year (from Sections A and B} Q.00
Box 3 Enter total Oregaon tax paid this year 0.00
Box 4  Amount due--If box 3 is less than box 2, enter difference in box 4. Include payment and payment coupen (Form OTC) with this return, 0.00
Bow 5 Credit--If box 3 is more than box 2, enter difference in box & 000

Cancel Save Draft < Previous m

If there is a need to upload or attach a document, you can do that here or click next.

Attachment Upload
We accept up to five flles, up to 20 megabytes each.

If you need to attach something larger than this, please contact the person listed on your |etter. You may attach the fallowing file types: DOC, DOCX, PNG, XLS, XLSX, IPEG, IPG, TXT, PDF, and

ZIP.
Attachments
Type File Name Description Size

Thera are no attachments.

A No attachments added

Cancel Save Draft < Previous Next ¥

When all is entered or attached, you can then submit the filing.

Return
Deposits Schedule B Semiweekly Deposits Form WA Attachment Upload Submission
Submission

Thank you for filling out this submission. Please verify that the summarized information is correct. You can still go back and make changes, if necessary. If no changes need to be made, please
click the Submit button to complete the submission. You will then receive a confirmation notice with further information.

Amount due : 0.00

Credit : 0.00

Cancel Save Draft < Previous

Filing the Annual Withholding Reconciliation (Form OR-WR)

The Form WR is due by January 31 following the end of year. The purpose of the WR is to ensure the tax reported on
the W-2s balance with the tax reported on your quarterly or annual reports.

To file the WR you find the Withholding Reconciliation/iWire panel on the ROL homepage.
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Click on “File or view reconciliations.”

Withholding Reconciliation/iWire

Account > File or view reconciliations
Click on “File Now”
Returns =
Period Return Status Due Date
31-Dec-2022 Withholding Form WR Generated File Now 31-Jan-2023

You have the option to click on the period then click on “File, view, or amend a return.”

< Returns
31-Dec-2022 Bralance > File, view, or amend a return

The WR is a 3-page process, the first page will ask you a few questions.

Withholding Information

Is this your final return? No Yes
Number of W-2s and 1099s 1

You are neot filing the withholding
portion of the return

Are you filing withholding portion No Yes
of return as zero?

Does your company offeran No Yes
employer-sponsored -
retirement savings plan (401(k),
403(a), 403(b), 408(k), 408(p) or
457(b))?

Cancel Save Draft Next >

Is this your final return?
If you click “No” for final return, this indicates the business is still open and operating.

If you click “Yes,” there will be an additional box added requesting the closure date.

You are not filing the withholding portion of the return.

By clicking this box, you are stating you are NOT subject to State Withholding and have not reported withholding on
the Oregon Quarterly (Form OQ) return, Oregon Annual Domestic (Form OA), or Annual Withholding Agricultural
(Form WA). If you reported any withholding tax on these forms DO NOT mark this box.

Are you filing withholding portion of return as zero?
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If you answer “Yes,” it indicates that you have an open active Business Identification Number and are reporting zero
withholding for each period throughout the year on the Oregon Quarterly (Form OQ) return, Oregon Annual
Domestic (Form OA), or Annual Withholding Agricultural (Form WA). If you reported any withholding tax greater
than zero on the above listed forms, DO NOT mark this box “Yes.”

Does your company offer an employer-sponsored retirement savings plan (401(k), 403(a), 403(b), 408(k), 408(p) or
457(b))?

This includes Simple and SEP plans, and the information is gathered for Oregon Saves.

Page 2 is inputting information regarding the Withholding Tax.

Withholding Information Withholding Tax

Withholding Tax Reported

1. First quarter 0.00
2. Ssecond quarter 0.00
3. Third quarter 0.00
4. Fourth quarter 0.00
5. Total o 0.00

6. Total Oregon tax shown on W-2s or 1099s* 0.00

7. Enter the difference between box 5 (WH) and box 6. 0.00
« If box 6 is larger than box 5 (WH), you owe tax. Pay the amount in box 7. Include a payment coupon, Form OR-OTC, with your check.
« If box 6 is smaller than box 5 (WH), you may have a credit for the amount in box 7.
+ If the amount in box 7 is -0-, your withholding account balances.

For businesses that report quarterly Form OQ, you will start by completing lines 1-4, entering the amount of State
Withholding Tax reported for each period of the Oregon Quarterly report from line 5 in column B (quarters Q4 2022
and older) and Line 2a (quarters Q1 2023 and newer). These details will automatically total on line 5 of the WR.

For businesses that report the annual Form WA, you will start by completing lines 1-4, entering the
amount of State Withholding Tax reported from line 2. These details will automatically total on line 5 of the
WR.

For businesses that report the annual Form OA, you will start by completing line 4, entering the amount
of State Withholding Tax reported for each period of the Domestic Oregon Annual report from line 5 in
column B. These details will automatically total on line 5 of the WR.

You will then enter the total amount of State Withholding Tax reported on the issued W-2s for the tax year
on line 6.

The goal is to have lines 5 and 6 balance. If they do not balance, you would want to review your W-2 totals
against the Form OQ, Form WA, or Form OA report(s) to identify if there were errors such as over
withholding or under reporting. Once you this completed click “Next.”
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Page three is inputting information regarding the Statewide Transit Tax. This will request the same type of
information that just completed for the Withholding Tax.

Return

Withholding Information Withholding Tax Statewide Transit Information

Statewide Transit Information

Is this your final return? No Yes
Number of W-2s and 1099s 0

You are not filing the statewide
transit portion of the return

Are you filing the statewide transit No Yes
portion of return as zero?

Cancel Save Draft <  Previous Next >

Is this your final return?
If you click “No” for final return, this indicates the business is still open and operating.

If you click “Yes,” there will be an additional box added requesting the closure date.

You are not filing the withholding portion of the return

By clicking this box, you are stating you are NOT subject to Statewide Transit Tax and have not reported this tax on
the Form STT-1/STT-2, STT-A/STT-2, or the Form OQ (starting in Q1 2023). If you reported any Statewide Transit
Tax greater than zero on the above listed forms, DO NOT mark this box “Yes.”

Are you filing withholding portion of return as zero?

If you answer “Yes,” this indicates that you have an open active Business Identification Number and are reporting
zero withholding for each period throughout the year on the STT-1/STT-2, STT-A/STT-2, or Form OQ (effective Q1
2023) return. If you reported any Statewide Transit Tax greater than zero on the above listed forms, DO NOT mark
this box “Yes.”

Once you have completed this page, click “Submit” and enter the password you use to log into Revenue Online for
confirmation.

You will be provided a confirmation code for your records to indicate the reporting has been successfully submitted.

Please note: If any part of the WR is not completed for a program that your business is subject to, you may be
assessed a Failure to File penalty of $100 per program up to $200total.

Amending the Annual Withholding Reconciliation (Form WR)

If you submitted your WR and either you have identified an error or you have received a letter from the Oregon
Department of Revenue requesting an amended WR, you can make the correction here on Revenue Online.

To file the WR you find the Withholding Reconciliation/iWire panel on the ROL homepage.
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Withholding Reconciliation/iWire ‘ ‘ -
Account > File or view reconciliations

Find the quarter/period you want to amend and click “View or Amend Return.”

Returns  Perniods

Returns =
Period Return Status Due Date
Withholdimg Form WR Generated 11-Jan-2023
Withholding Form We Ontime-Processad <: O AT ) 31-Jan-2022
: 173 2
Click “Amend.

< Returns

Withholding Form WR Ontime-Processed > print
31-Dec-2021 Due 31-Jan-2022 g ,>
Withholding Reconciliation,/iWire Received 28-Jan-2022 ——

This will open the original filing for you to make corrections. Once all corrections have been completed, you will
submit and enter your password that is used to log into Revenue Online and you will be provided a new submission
code for your records.

Web Messages

There may be times that you have a question or request that you need addressed, but not immediately.
Revenue Online allows you to submit the information through a secure electronic message. Our goal is to
respond to these messages within three days of receipt. These requests range anywhere from refund requests
and maintenance requests to filing requirements.

To submit a Web Message, you will start from your Revenue Online home page and find the “General”
panel and click on “Send a message.”

|Business Account | )
wTi252 Ger‘leral > Make a payment
Address
City, State Zip otal Balance » Manage payment plans and debt
Acton Center ltems @ $61.79 > Submit documents
’ ubmit an appea

You will then be asked to select a specific account or choose “This message doesn’t concern a specific
account.”

Which account is this message concerning?
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This message doesn't cancern a specific account
Corporate Activity Tax

Corporation Tax

LTD Payroll Tax

Statewide Transit Tax

TriMet Payroll Tax

Withholding (Payroll)

Withholding Reconciliation/iWire

If you’ve selected “This message doesn’t concern a specific account,” it will then take you to a new screen to select
another option.

Select Message Type

iWire Question
Login Information

Other Question

The message screen will provide a space for you to enter a subject and a message. When you have entered your
message, click “Submit.”

Message

*
Subject

Message

Cancel Save Draft <  Previous m

If you’ve selected an account, it will then take you to a new screen to select a period.

Which period is this message concerning?

This message doesn't concern a specific period
31-Dec-2022
30-Sep-2022
30-Jun-2022

31-Mar-2022

A new screen will display asking a more specific question.
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Select Message Type
Appeal Question

Audit Question

Collection Question

EFT Question
Employee/Contractor Question
iWire Question

Login Information

Other Question

Payment Question

Return Filing Question

Transit Question

Withholding Registration Question

At that point, the message screen will provide a space for you to enter a subject and a message. When you have
entered your message, click “Submit.”

Message

] .
Subject

£
Message

Cancel Save Draft <  Previous m

Our goal is to respond within three business days to Web Messages, depending on call volume. If the message needs a
response, you will see an “unread message” indicated under your “Alerts” on the Revenue Online home page.

Correspondence/documents

If you would like to send us any type of correspondence or documents, you can upload this from the Revenue Online
home page by going to the “General” panel and clicking “Submit documents.”

|Business Account |
«.-1234] General > Make a payment
Address | e 1234
City, State Zip Total Balance
Action Center lter ,9
tior T tem $61 .79
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Then, from the first drop down, click an option for where you’d like to send your document.

Attachment Information

You can attach documents in response to any letter we've sent. If you have guestions about what you need to submit, use the contact information on your letter or call or email cur Tax Services
Unit at (503) 378-4983 or guestions.donBoregon.gov.

Sebect where you'd ) V
like your doouments
sent.

* Audit

Select the tax account
this is in regards 1o, Collections

Other Agency Accounts

Suppoerting Documentation

From the second drop down, click an account the document is regarding.

Attachment Information

¥ou can attach documents in response to any letter we've sent. if you have guestions about what you need to submit, use the contact information on your ketter or call or email our Tae Services
Unit at {503) 378-4288 or questiors decficregoriga.

Select where you'd  Regquires -
like your documends
sent.
+
Salect the tax aooount  Required -

this is im regards to.

- Withhabding [(Payrall)

- Statewide Transit Tax

- Withhalding Reconciliation/iWire

Add any additional information below to help process the document.

Suspense Information

What is this in regards to? Request for more information v
Letter ID
What period(s) are  Single Period v
you responding to?
sk
Period Required v
*
Provide a brief Required
description of your
attachment(s).
Cancel < Previous Next >

Attach the document.
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Attachment Upload
We accept up to 5 files, up to 100 megabytes each.

If you need to attach something larger than this, please contact the person listed on your letter. You may attach the following file types: DOC, DOCX, PNG, XLS, XLSX, JPEG, JPG, TXT, PDF, and
ZIP.

Add Attachment

Attachments Add

Type File Name Description Size

There are no attachments.

A No Attachment Added

Cancel < Previous Next >

Once all this is complete, you will submit the document.
Requesting a waiver

From the Revenue Online home page click on “More Options” and then “Submit penalty waiver.”

Favorites Summary Action Center @ Settings ( More Options
e —

©J Access Management > Additional Tax Actions L1 Letters and Messages
Manage access of accounts | have access to. These are more 1h:ngs you can do View letters and massages I've recelved fram the agency

to an account * Add power of atic

rney of tax information >

suthorization (Mot for OAA)

¥  Reqguest return photooopies

»

Submit penal

The Customer field will pre-populate and then you need to select the account you wanted considered for a waiver:

Account Selection

Which account is the penalty waiver for?
Customer **-*+_J- WiNDOW—— 1]

&
Select account Reguirec e

Select the account.

Select account Peguired e
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- Statewide Transit Tax
- Corporation Tax

- Corpgrate Activity Tax
- Withhalding (Payrall)
- Triet Payroll Tax

- LTD Payrod Tax

AT f'-}'.a-rjing Reconcilistion/Wire
Select the waiver type.
The options are:

¢ Interest for late payment

e Interest for underpayment of estimated tax — appeal of calculations or waiver request
e Penalties

e Penalties and interest

Select a period type.
The options are:

e Multiple periods
e Single period

General Requirements for Waiver

1. A waiver request is timely if received within one year of payment in full ar any time there is a balance due for the liability being considered for walver. Account is considered paid in full when
any action brings the liability balance to zero or less.

2. The taxpayer must have filed all required returns for the most recent three years (or twelve quarters for quarterly filers) beginning with the date we receive the waiver reguest

Waiver Request Information

£
Walver type e
¥
Which period|s) would b
you like to apply this
walver ta?

can Le' m

A new box will display asking for you to select the period for the waiver.

" Period v

A new screen will be displayed where you can enter additional information to help with your request.
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Submitter Information

E
Submitter's name

B
Submitter's phone
Submitter's title

Please provide a
detailed explanation
of why you're
requesting a waiver.
You may also include
files or images
pertaining to this
request on the next
step.

Cancel < Previous Next >

After the required fields are filled in, click “Next.” Then, click “Submit.”

Requesting a refund

If you receive a Notice of Credit Allocation, you can request a refund from ROL. We do suggest reviewing your
records (payments and returns) to ensure this is not an error.

1. Click on “File or view returns” on the account panel on which you see the credit.

Statewide Transit Tax
e e Account

2. Clici<-(-).r.1lthe period.

Returns  Periods

> File or view returns

Returns

Period
31-Dec-2022
30-Sep-2022

30-Jun-2022

3. Click on “Request refund.” Note: This option will only display for 17 days and then it will disappear.

< Returns
30-Jun-2022 Balance > Request refund
Statewide Transit Tax ($1,986.10) > File, view, or amend a return

4. Enter the amount you want refunded in the “Refund amount requested” box.

Please enter the amount you'd like refunded below.

Refund amount 0.00

requested Amount of refund must be greater than 0

The difference between your balance and the amount you request will be carried forward to the next quarter. Please note that the balance above may not reflect recent
payments or new debt.

Cancel Next >



5. Then click “Next.”
6. This request will be sent to us to review and process.

1Wire (W2s & 1099s) submission

1. Find the Withholding Reconciliation/iWire panel on the “Home” screen.
2. Click on “File W-2s and 1099s using iWire.

Withholding Reconciliation/iWire
Account

3. Choose a filing option. Your options are a text file, manual entry, or spreadsheet.
How will you be filing with iWire?

Properly-formatted text file
@ Manual entry

Spreadsheet from Department of Revenue template

4. If you click on the “Properly-formatted text file” option, it will take you to the “Bulk Upload” screen.

Bulk Upload

iWire Home Page

Having trouble? Click here for
assistance.

Form year 2022

Enter forms for a different year

Attachments

Type File Name Description

There are no attachments.

c Files added n l

5. If you click on the “Manual entry” or “Spreadsheet” options, it will then take you to the “Business
Information” screen to enter data.

Business Information

Please verify that the following information is correct before proceeding. If your address has changed, please update your business address in your account before

submitting to Wire.

Press the 'Payer different from submitter' check box to enter ID and Address information for the payer if you are submitting on someones behalf.
Having trouble? Click here for assistance. &
Payer different from submitter

Payer ID type Employer Identification Number (FEIN

6. Enter information in all required fields.
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7. If you’re having trouble, you can click here for help.

Filing Options

aving trouble? Click here for assistance. A~

How will you be filing with iWire?

Properly-formatted text file
@ Manual entry
Spreadsheet from Department of Revenue template

Load employee information from prior-year records.

8. You can save your draft submission at any time by clicking the option displayed below.

=

User profile

In this section we will show how to update/change usernames, authentication phone numbers or emails, secret
questions, and passwords.

1. Goto “Manage My Profile” in the upper right-hand corner.
You last logged in on Thursday, May 14, 2020 10:52:37 AM

Manage My Profile o

2. Stay on the “Profile” tab.
3. You can “Update Name,” “Change Email,” “Edit Phone Number,” “Change Password,” “Update Your Secret
Question,” or “Change Two-Step Settings” by clicking the blue links.

L Profile U Security
Usermname Password
I I La, nanaqoed May 14, 2020
Name @
What was the name of the company of your first job?
My Email
I I Two-Step Verification Settings

Codes are sent via text message and email

ge Two-Step Settings

My Phone Number

Edit Phone Number

Payment channels or bank account

In this section we will show how to add, change, or delete a payment channel or bank account.
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4. Go to “Manage My Profile” in the upper right-hand corner.
You last logged in on Thursday, May 14, 2020 10:52:37 AM

Manage My Profile o
5. Go to “More Options”.

iﬂ'l-{‘-lu Op1.-m':ﬂ\
R

6. Find the “Payment Channels” panel and click on “Manage Payment Channels.”

@i Payment Channels

Manage my bank accounts used to make
payments on e-Services.

> Manage Payment Channels

IM

7. You can click on “Setup new payment channel” or click on a program.

(® Setup new payment channel
No default payment channel Statewide Transit Tax
Withholding (Payroll)

Withholding Reconciliation/iWire

How to add or change a business address
To update or change your address:

1. Goto “More Options” from the “Home” screen;

Favorites Summary Action Center @ Settingg More Options

Q

2. Click on “Manage Names & Addresses;”

2 Names & Addresses

View or update names and addresses associated to this

customer.

3. Click on the “Addresses” tab;

v
MNames -MAddre55e5 D)
"-|_|_\_\_'_'_,_|-"

Defaults
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4. Then, you can click on an existing address, or you can click on “Add” for a specific program.

PO EDPZD

WOODEBURMN OR 37071-0284

Statewide Transit Tax f)
Location \‘H— O

Mailing

How to remove a business or account from your login

To manage your access:

1.

2.

3.

Go to “More Options:”

Favorites Summary Action Center ® Settings

Then go the “Access Management” panel and click on “Manage Access.”

U Access Management

Manage access of accounts | have access to

To cancel the access, click on the “Cancel Access” link.

Account Manager Cancel Access

Tax Professional Cancel Access

Frequently asked questions

1.

My payroll account is closed. Do | have to re-open it to gain access to it on Revenue Online?

No, you can still gain access to closed payroll accounts. However, if there is insufficient recent information
on the account (return lines or letter IDs), then we may have to issue an ROL Introduction letter to facilitate
gaining access.

I have an ROL logon, and | had my payroll clerk set one up as well. How do | transfer some of my banking
information and clients to that profile?

Banking information must be manually entered into the new account.

Clients stay in sync for an authorized agent account, but an account manager logon will have its own clients.
Only access to the business accounts (not client accounts) can be managed from the master in that case.

I’'m a payroll professional and | am reorganizing my company under a new FEIN/BIN. Can you transfer my
ROL account and my 50 clients to my new business?
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No, the ROL logon is tied to the entity it was created under. However, you can continue using that logon in
the interim even if your old business entity is closed. Additionally, having that logon will grant you enough
access to client information to streamline the process of adding clients under the new logon.

I no longer have access to the email address that my ROL logon was set up under. How do | change my
logon username?

The logon username cannot be changed, but the contact email can.

Resetting a password (if it is not known) requires access to the email associated with the account. If the
email is no longer valid and the password has been forgotten, the user will need to create a new ROL logon.

5. I have third-party access to this client, but | can’t see information about “program.” What is going on

there?

Having third-party access does not grant Power of Attorney. We can discuss things you can see on your ROL
account. However, for anything you cannot see, you will need POA or Tax Information Authorization on file
for us to discuss it with you.

Additional payroll information not related to Revenue Online.
As an Oregon employer you are responsible for filing and paying Payroll tax as follows.
Quarterly filing requirements:

These reports are due by the last day of the month, following the closing of the quarter.

Example:

Quarter

Due date

Q1 closes March 31

report due by April 30

Q2 closes June 30

report due by July 31

Q3 closes September 30

report due by October 31

Q4 closes December 31

report due by January 31 of the following year

Oregon Quarterly reports are filed electronically through Frances.

Frances’s link is https://frances.oregon.gov/Employer/ /

For phone support please call 503 947-1488

If you have a quarter with no payroll for a specific period:

Reporting zero payroll for your Oregon quarterly report can still be done via OPRS or you can call the automated
system at (503) 378-3981. When entering your BIN it should be eight digits long for example 1234567-8. Here at the
Department of Revenue we add a leading zero to make it nine digits for our systems. Thus, if your BIN shows as
01234567-8 you would use just the 1234567-8 in this system.

Payment due dates:
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Deposits made for State Withholding Tax may be due on one of four different schedules. Oregon follows suit with
the federal schedules. Please see the chart below to identify on which schedule your State Withholding deposits
should be made. Please keep in mind this is only required for the State Withholding Tax.

Payment Due Dates

Due dates for paying Oregon withholding tax are the same as due dates for depositing your federal tax liability.
New employers must deposit monthly until they have a lookback period.*

GUIDELINES FOR OREGON WITHHOLDING PAYMENT DUE DATES

If your total federal tax liability is:
e Less than $2,500 for the quarter

e $50,000 or less in the lookback
period*

e More than $50,000 in the lookback
period*

e $100,000 in a single pay period*

>

2>

>

>

Oregon withholding tax payments due:
within 30 days after the end of the quarter

by the 15" of the month following payroll

Semiweekly Deposit Schedule

If the day falls on a:............. Then pay taxes by:

Wednesday, Thursday,
and/or Friday ........ccccoevvvenene the following Wednesday

Saturday, Sunday,
Monday, and/or Tuesday....... the following Friday

within one banking day

All other programs such as Transit Taxes, State Unemployment, and Workers Benefits can be made on a quarterly

deposit schedule, if you choose.
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