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Learning Series 4. Manage Business
Account Functions

NOTE: These documents are for
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actual accounts or taxpayers.

Aoril 2016

Customer Friendly Simplified Process

What’'s New in MTO?
e Functions of Manage Registration Information User
Role

Learning Series 4 edition on the Functions of Manage Registration Information User Role.

Before continuing, please spend a few minutes becoming familiar with the images used in this Learning Series:

Image Purpose

To indicate a change in process or functionally that is
expected to significantly increase the user
experience

To indicate a reminder or a relevant note within a
text

To indicate a quick tip or faster way of completing an
action

To number steps on screenshots

| To highlight any part of the screenshot, such as a
button

To draw attention to a relevant section of

information/text (not a button)




Manage Registration Information:

Manage Registration Information —manage rights for business Registration functions only. This role allows a
user to electronically add and update business registration information. With the manage registration
information user role, the user has the ability to navigate through the Manage Business menu and the Letters
and Licenses menu.

¢ Within the Manage Business menu, you can complete the following transactions:
1. Change taxpayer data (business name, phone number, number of locations, and tax year end)
Add and update business addresses (legal, physical, location, and mailing)
Add and update representatives (payroll service provider and power of attorney)
Add and update owners, officers, or partners
Add and discontinue tax types
Submit an EFT application for MBT, CIT, and FTW taxes
View delegates
Discontinue the business
Track registration updates

o
hkr‘:{\Mlchlgan.gw HELP CENTER CONTACT US

©CoNoOR~WN

Michigan Treasury Online

M | ABUNCHOF GRAPES WINERY - 2103 x
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Business Information Available Actions

¥ Manage Business

Legal Address FEIN

111 N LINCOLN ROAD 21033
Taxpayer Data
ESCANABA, Ml 49829
Addresses

Representatives

Business Phone Number Registered Tax Types
Owners, Officers & Partners

Sales Tax, Use Tax (Sales & Rentals),

Withholding Tax Tax Types

EFT Application

Manage Delegates

Discontinue Business

Track Updates

P Letters and Licenses



Taxpayer Data:

This page allows a user to update taxpayer data such as the business name, business ownership type,
business code (NAICS), business phone number, number of locations and tax year end.

et i
L HELP CENTER | CONTACTUS IEG BLU -

Michigan Treasury Online

_ A BUNCH OF GRAPES WINERY - 210335 o

Taxpayer Data

If you choose to make changes to your taxpayer data, your changes are not saved untll you dick the "Submilt™ button.

Some changes you make require approval of the Michigan Department of Treasury before your record Is updated.

Basic Business Detalls Avallable Actlons

* Required

 Manage Business

¥ Company Name or Owner's Full Name

A BUNCH OF GRAPES WIMERY I Taxpayer Data I

Agddresses

DEA or Assumed Mame
BA or Assumed Name Azpresentatives

Owmners, Officars & Partners
¥ Primary ldentification Number
il 0335 ax Types
EFT Application
55T Number @

(SST Number Does not Exist)

Manage Delegates
Discontinue Business

ME Nurmizer(s) @ Track Updates

[ME Mumber Does not Exist)
» Letters and Licenses

¥ Business Ownersnip Type
10 - Individual Owner -~

¥ Business Code (NAICS) | Find Code

* Business Phone Mumber and Extension

Ext Byt

Mumber of Michigan Locations
00000

Seasonal Fller

[ Check this box If you are a seasonal filer.

Tax Year End
Diecemier j



Addresses:

This page allows a user to view, edit, update and delete addresses relating to the business including legal
address, mailing address, physical address, and location(s) address.
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Addresses

You have the ability to view, edit, update, and delete addresses related to your account.

If you choose to make changes to your taxpayer data, your changes are not saved until you click "Submit”.

Some changes you make require approval of the Michigan Department of Treasury before your record is updated.

Legal Address Available Actions

The Michigan Department of Treasury will send official notices and communication to this

address. [tis important that the |egal address remain current to assure timely receipt of
communication. _

] ] Taxpayer Data
An address with a P.O. Box must include a street address.
I Addresses I
REDFE'SEﬂ‘tatl'u'E'S
Legal Address Owners, Officers & Partners
111 N LINCOLN ROAD Tax Types
ESCANABA, MI 49829
EFT Application
EDDIT LEGAL ADDRESS
Manage Delegates

Discontinue Business

Other Track Updates

Your address(es) are listed here. This section does not contain the business' legal address. b Letters and Licenses

%= ADD ADDRESS

==

Locations 111 N Lincoln Rd, Escanaba, M, 49329-1321 DELETE
Physical 111 N Lincoln Rd, Escanaba, MI, 49829-1321 Bl | ceee

SUBMIT



Representatives:

This page allows a user to designate and edit/update designhated representatives (including payroll service
provider and power of attorney) who can discuss tax matters with the Department of Treasury on behalf of the
business.
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Taxpayer Representatives

The Michigan Deparument of Treasury cannot disclose taxpayer information without authorization from the taxpayer. This
page allows you to designare those individuals wiho can discuss your tax matters with the Departoment of Treasury.

If you choose to make changes To your taxpayer representatives, your changes are not saved until you click "Subrnit™_

| Soame changes you make require approval of the Michigan Deparuoment of Treasury before your record is updated._ |

Representative List Available Actions

=4 ADD REPRESEMTATIVE ~ Manage B

Taxpayer Data

sddresces

vice Provider (PSF)

Payroll Inc. Payroll S

owners, Officers & Partners
SUBMIT

Tax Types
EFT Aapplication
Manage Delegates

Discontinue Business

Track Updates

Owners, Officers & Partners:

This page allows the user to add, delete and edit an owner, officer or partner of the business.

=T Michivan.o e cereren | conemac s

Michigan Treasury Online

L A BUNCH OF GRAPES WINERY - 210335 b4

owners, Officers & Partners
You hawve the ability to add, delete and make changes to an owner, officer, or partner.

If you choose to make changes to the owners, officers, & partners, your changes are not sawved unitil you click ~Submit™_

| Some changes you make require approval of the Michigan Departument of Treasury before your record is updated._

Owners, Officers, & Partners List Available Actions

- Manage

Taxpayer Data

Addresses

Andy Anderson Owner
Representatives

J o©wners. Officers & Partners ji

Tax Types

EFT Application
Manage Delsgares
Discontinue Business

Track Updates

and Licens




Tax Types:

This page allows a user to add a nhew tax type and discontinue an existing tax type.
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Tax Types

You have the ability to add a new tax type and discontinue an existing tax type.

If you choose to make changes to tax types, your changes are not saved until you click "Submit”_

‘ Some changes you make require approval of the Michigan Department of Treasury before your record is updated_

Tax Types List Availakble Actions

- ADD TAX

- Manage Business

Taxpayer Data

Addresses
Sales Tax January 1. 2015

Representathves
Use Tax January 1. 2015

Owners, Offlcers & Partners

Payroll and Pension withholding Tax January 1. 2015

I Tax Types I

EFT Application

mManage Delegates

Discontinue BUSINess

Track Updates

» Letters and Licenses

Electronic Funds Transfer (EFT) Debit Application:

This page allows a user to electronically complete an application for Electronic Funds Transfer (EFT) Debit.
There is also a link to the paper Credit EFT application. Both of these applications are for MBT, CIT and FTW
taxes.
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Electronic Funds Transfer (EFT) Debit Application

The credit EFT process is available for Michigan Business Tax, Corporate Income Tax, and Flow Through Withholding only. i
you wish to register to pay by CREDIT EFT method for these taxes, click here to go to the Credit EFT paper form

Tax Types List Available Actions

= Manage Business

Tax Type EFT Dett
Taxpayer Data
Addresses

S
owners, Officers & Partners
Tax Types
I EFT Application I

Manage Delegates

Discontinue Business

Track Updates

» Letters and Licenses




Manage Delegates:

This page allows a user to view all users who have established a relationship with the business.
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Manage Delegates
Below is a list of the delegates for A BUNCH OF GRAPES WINERY_

Available Actions

Jed Blu S17-63 Ty 112234 Dlu@Eyanoo. oo Reglstration

 Manage

Taxpayer Data

Addresses

Representatives

Owners, Officers & Partners
Tax Types

EFT Application

I Manage Delegates I

Discontinue Business

Track Updates

Discontinue Business:

This page allows a user to discontinue the business electronically.
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Discontinue Business

You have the abllity to discontinue a business. This MIght be a complete termination of the business operation. a sale of the
business to a third party. or a combination of the two

Nk to discontinue those specifiic taxes.

If the taxpayer will continue some business operations but will Nno longer be llable for certaln taxes, use the "Tax Types"” ‘

| SoMme changes you make reguire approval of the MIChigan Deparoment of Treasury before your recond Is updated. |

Discontinue Information Avallable Actions

~ mianage Bus)
* Date to Discontinue Business and All Taxes

ayer Data
adresses
Contact Address After Discontinuance or Sale Representatves

Cwners, Officers & Partners
* street address Line 1 Tax Types

EFT Appilcation

Street Address Line 2 sanage Delegates
I Discontinue Business I
* Country =
J » Letters and Licenses
* oy
* State
* FIp

* Are you selling your business?
- Salect - ~



Track Updates:

This page displays the changes made within the manage business menu after March 1, 2014. A user can view
the confirmation number, date submitted, status and PDF displaying the change made.

S Michigan.gov S

Michigan Treasury Online

- A BUNCH OF GRAPES WINERY - 21033

Track Updates

This table tracks changes you hawve submitted after March 1, 2014, The information below
includes the confirmation number you received with each submission, as well as the status
of any reviews related to changes you have made.

Avrailable Actions

~ Manage Business

200000001171 March 24, 2016 Reglstration : bTO Processed [ new Foe |

Taxpayer Data
200000001170 nAarcn 24, 2016 REZISTramon : pTO srocessed [ wnew ros |

Addresses
200000001167 March 24, 2016 Reglstration : kATO Processed [ aew ro- |

REpresentatives
200000001166 niarcn 24, 2016 REZISTration : kTO Processed [ e roe |

Owners, Officers & Partners
200000001165 Marecn 24, 2018 Regisramon : kMTO Processed [“ e ro= |

Tax Types
EFT Application

Manage Delegates

Discontnue Business

Track Updates

» Letters and License:

& Note: Any changes made to information within the Manage Business menu are not saved until the
Submit button has been selected.

Letters and Licenses

Within the Letters and Licenses menu, you will be able to view correspondence from the Michigan Department
of Treasury along with a copy of the businesses sales tax license.
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Correspondence

¥ou hawve the ability to view outgoing business correspondence (including sales tax licenses) issued from the Michigan
Business Tax Division. If you hawve questions on amy correspondence not listed on this page, contact Michigan Department of
Treasury at 517-636-6925,x.

Correspondence List Available Actions

Type Dabe Sent
MTO Manage Business ACCess Letter March 24, 2016 =TT - Leth and
MTO Manage Business Access Letter March 24, 2016 =D
Letters
MTO Manage Business Access Letter March 24, 2016 =
Licenses
General Message letter Correspondence mMarch 24, 2016 [ e For |
General Message letier Correspondence March 24, 2016 [ woew roF |
General Message lemer Correspondence Marcn 24, 2016 [ wew eor |
General Message letter Correspondence mMarch 24, 2016 E=EEE
MTO Manage Business Access Letter March 24, 2016 [ e moF |
General Message |letmer Correspondence mMarcn 24, 2016 IE=EDEEE




VA Contact Us

If you have additional questions that were not answered using this Learning Series, please call the Michigan
Department of Treasury at 517-636-6925.

The MTO Business website is currently being revised to include updated information on MTO. The website can
be accessed here: www.michigan.gov/mtobusiness.



http://www.michigan.gov/mtobusiness

