Michigan Business One Stop — Delegation Authority

Once a business profile has been created in One Stop, delegate authority can be given to selected
individuals, such as a business partner, authorized representative or payroll service provider.

Log in to One Stop:

Login to Michigan Business One Stop with your User ID and Password. New users will need to register
by clicking I=EM under Start & Register.
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Important changes take effect on October 1, 2014!

This site will provide information and help ONLY for the transactions that are
managed online in the Business One Stop Application. Use the Login form to

access these processes.

Login to One Stop for...

Treasury / Taxes 517-636-6925
eRegistration for Michigan Taxes
= MORE
Unemployment Insurance / UIA 313-
456-2188
MIVWANM/eRegistration for Michigan Taxes
= MORE
Environmental Quality / DEQ
800-662-9278
Motice of Intent to Renovate/Demolish

Transportation / MDOT 844-636-8373

Transport, Right-of-WWay Construction, and
Billboard Permits

= MORE
Michigan Gaming Control Board
313-456-1501
Vendor Exemption Online Renewal

= MORE

One Stop Login

For technical problems, password resets or
data corrections, please call 877-766-1779

Login ID:
Password:

Forgot Password?
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Start | Register

To get started for the transactions still
available on Business One Stop. you will
need to sign up for a One Stop account,
then set up your business. These are ONE

TIME ONLY activities.
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Other Permit/License/Certification(s)
formerly transacted in Business One
Stop can be managed at the
responsible department's website.

Department Contacts for
Michigan Business Services

Agriculture & Rural
Development/MDARD
B00-292-3939 / 8-5 M-F

Environmental Quality/DEQ
BO0D-662-0278 / 8-5 M-F

Michigan Gaming Control
Board/MGCB
313-456-1501

Human Services/DHS
B66-685-0006

Insurance & Financial
Services/DIFS 877-999-6442

Licensing and Requlatory




My Workspace:

Once you are on the One Stop home page, click on the ‘My Workspace’ link next to the business name
authority is being delegated for.
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‘ One Stop Home Page ‘

For Businesses: For Individuals and Service Providers:
_ = Create a Business Profile = Register for business taxes
' = Add a delegated business = Unemployment tax and benefit reporting

= Submit annual reports
= Permits and licenses for individuals
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My Business Profile:

Next, click on the ‘My Business Profile’ tab.
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Delegated Authority:

Under the ‘My Business Profile’ tab, click on the ‘Delegated Authority’ tab. To add a delegate, click
Add Re¢ord

M M My
Wvorkspaoe Firings Business Profile | GoTo..

Name : Golden Lion Type : General Partnership

Principal Address : 2740 M Grand River Ave FEIN : 990250421
Lansing M| 43906

Organized Location : MI

Contact Phone : 517-888-8888

Contact Email : kingm3@michigan.gov

Update E-mail/Phone

e,
Contacts Addresses DBA/Assumed Names Delegated Authority MNAICS Codes
A _
Delegated Authority NAICS Codes

Contacts Addresses DBA/Assumed Names

Business Delegated Authority
Name & | Status & Suspend
%  Bemie Grey Pending
Jane L Smith Accepled
Add Record




Delgated Authority:

Next fill out all required fields and select the delegation categories granted to the delgate.

Contacts Addresses DEAAs sumed Names Delegated Authority NAICS Codes -

Business Delegated Authority

Please identfy the individuals thatwill have authority to access One Siop on behalf of your business. Then, identify the categories of
filings this person will have the authority io change. Selectthe categorny by clicking the categorny name or checking the box nextio the
category. Clicking the box again unselects that category. You can, also, delete this individual as a delegate for your business. You
can change which filing categories this person will have the authority fo update by checking and unchecking category names. To
give this individual permission fo modify all filing and business information in One Siop, click on the Full Contrel box instiead of any of

the categories.
First Name: B | |
Last Mams: * | |
Email Address: * | | {eg.. aboiEnyz com)
Re-enter Email Address: | |

Select fhe delegafion categories you wish fo give this person from list below

Full contrel {AddRemove delegates and access fo all categornies)
All categonies (Excluding Treasury and addiremove delegates)

Select specific categaories

lone Dwelegation Categories Tall Ma More opticne Delegation Categories Tall Ma More
- Agricuiture [0 e enes rvce| o« Automatve and Transporiasan [ T me e
- Commercial Senices [ 7ot me mere - Construction (Suldings) [0 7ot e e
¥  Environmeni [0 e enes rvce| ®  Financtaland nsurance [ T me e
- Gaming Conira [ 7ot me mere - Human Care Programs [0 7ot e e
¥ Liquar [0 e enes rvce| ¥ Lotiery [ T me e
v MBOS Adminkstration [ 7ot me mere v Pharmacy and HeaMn Sysams [0 7ot e e
o Wage and Tax [0 e enes rvce|

To grant authority to all delegation categories, click ‘Full
control’.

To grant authority to ALL delegation categories EXCLUDING
Treasury, click ‘All categories’.

To grant authority to specific delegation categories, click
‘Select specific categories’. (Multiple categories can be
specified)




Delgated Authority continued:

To grant access to Michigan Treasury Online Business Tax Services, fill out the ‘Treasury’ and/or ‘Tax
Specific Access’ sections of this page.

Under the Treasury section select either ‘Full Access’, ‘Registration Access’ or ‘Full Tax Access’.

‘Full Access’ will grant authority to view or edit Michigan Department of Treasury related actions in
Michigan Business One Stop including e-Registration and Michigan Treasury Online Business Tax
Services. Registration access and tax specific access can also be granted with this.

‘Registration Access’ will grant authority to view or edit business registration information in Michigan
Treasury Online Business Tax Services. Full access and tax specific access can also be granted with this.
‘Full Tax Access’ will allow the delegate to have full access to view Sales, Use and Withholding tax
returns and payment history, or to file and pay Sales, Use and Withholding tax returns (edit). Clicking
this will auto select all taxes under ‘Tax Specific Access’.

If full delegated authority to all tax types is not desired, choose the specific tax types in which you are
granting authority. Multiple tax types can be selected. Under ‘Access Type’ choose either ‘View’ Or
‘Edit’. Choosing ‘View’ will allow the delegate to view the specified tax information in Michigan
Treasury Online Business Tax Services. Choosing ‘Edit’ will allow the delegate to edit the specified tax
information in Michigan Treasury Online Business Tax Services.

S Start and End Dates will

be auto populated with
today’s date and a
default infinity end date,

When you are finished completing these sections, click

Accans Typs

Fub Actess | | | | Wiaw Edil R
unless otherwise

Reglsratan Access [ | | | Viaw Edit .

- specified.

Full Tax Acoass | | | | View Zdn

start Date End Date Access Type
Sales Tax [ | | | View cant [ Tell me mere| =

[ — Uss Tax [ | | | Viw £an (i) Tell me more|

Vnnokding Tax [ | | | View zan [0 Tell me more|

Single Susiness Tax [ | | | wigw an [ Tell me meee|

Matar Fug [ | | | View zan [0 Tell me more|

Canvention Facliy Development | | | | View £ant ({5 Tell me more|

Alpori Paring Tax [ | | | View zan [0 Tell me more|
T Y - e ST

Click the specific tax type that

is being granted authority.
Multiple tax types can be

Under ‘Access Type’, click on

selected.

view or edit for each tax type
selected.




Delegated Authority:

After the delegated authority has been granted, the delegate will receive an email with specific login
instructions. The delegate will need to use the PIN NUMBER provided and follow the directions in the
email.

Ce
Subject Delegated Autharity for Michigan Business One Stop Access
Hello,
You have been "delegated” access to the business account for Dogwood Grey within the Michigan Business One Stop web site by Jane L. Smith

In order to access the business account, please use the PIN number provided below and follow these directions.

1) Visit www,michigan.gov/business and select Log In Here,

2)  You will be taken to the Single Sign-on web page to sign in to One Stop. If you do not yet have access to One Stop, you will need to create a Login ID and password on the Single Sign-on page,
then register for access to One Stop. You will receive email notification when yvour registration is complete. For more information about this process, click on Single Sign-on or use the following
link http://OneStopHelp. state.mi.us/wiki/Single Sign-Omn

3) If this is vour first time signing into the Michigan Business One Stop choose "Add a Business that has been delegated to me (requires PIN)" and click on Next. Otherwise click on Add/Start a
Business on the left side of the screen and choose "Add a Business that has been delegated to me (requires PIN)" and click on Next.

4)  Enter the PIN below and click on Submit.

PIN NUMBER: 63780beal%es
You should now have access to the privileges granted to vou for that business, For additional help, please contact the Customer Assistance Center at 877.766.1779 .
Please do not respond to this email,

Thank yvou.



