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Introduction

REVUSERS is an application that allows for the management of Sales and Biztax issues. It handles the majority of reoccurring issue from users.  

What You Can Do in REVUSERS

· Search for a TN.gov account with a Sales and/or Biztax subscription.

· Remove a TN.gov Organization’s Sales application attributes.

· Add new users to a TN.gov account with a Sales and/or Biztax subscription.

· Edit an existing TN.gov user’s information with a Sales and/or Biztax subscription.

· Reset a TN.gov user’s password with a Sales and/or Biztax subscription.

· Ability to deactivate a TN.gov user’s account.
· Transfer a Sales or Biztax location from one TN.gov account to another TN.gov account.

· Search the nightly verify file.

Getting Started

1. Go to https://apps.tn.gov/revusers/ and click the “Go to Log In” button. 

2. Enter your User name and password. 

3. Click the “Log In” button.

Questions

I have forgotten my username, how can I retrieve it?

Answer: 

1. Click on the link forgot my “username” on https://apps.tn.gov/revusers-app/login.seam. 

2. Enter your email address and click the “Send” button.

3. Your username will now be sent to your email address.

4. Click on the link “Revenue Administration Module” to return to the REVUSERS application.

I have forgotten my password, how can I retrieve it?

Answer: 

1. Click on the link forgot my “password” on https://apps.tn.gov/revusers-app/login.seam. 

2. Enter your username and click the “Continue” button.

3. Enter the answers to your questions and click the “Continue” button.
(Note: If you do not see any questions, it means that you have not set-up your security questions. You will need your PAAMS administrator or NIC Help Desk to reset your password. After which you can log into PAAMS and set-up your security questions).

4. Enter a new password. Click the “Continue” button.

5. Your password has now been successfully changed you will receive an email.

6. Click on the link “Revenue Administration Module” to return to the REVUSERS application.

How do I set-up my security questions in PAAMS?

Answer:

1. Go to https://apps.tn.gov/paams/
2. Click on the “Log In” button.

3. Enter your Username and Password.

4. Click the “Log In” button.

5. Scroll down to the bottom of the screen and select 3 security questions and enter the answers. The security questions must be different. 

6. Click the “Save” button.

7. Your security questions are now set-up. You will be able to reset your own password by answering these questions. You can now log out of PAAMS. 

Search for a TN.gov Account with a Sales and/or Biztax Subscription

Upon logging in you will see the Account Search screen. All requests will begin with a search. Select the search criteria from the dropdown and enter the user’s information. Click the search button.
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When the search is complete, your results will be displayed. Select the business name link of the appropriate result that matches the user’s business. If you do not find the correct business, you can search again. 
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The table describes each search option. 

	Search Options
	Criteria
	Database Searched

	Sales Account Number
	must be a 9 digit number
	Sales

	Business City Account Number
	must be a 9 digit number
	Biztax

	Business  County Account Number
	must be a 9 digit number
	Biztax

	Business Name
	must have at min. 1 character
	PAAMS

	Org Code
	must have at min. 1 character
	PAAMS

	Creation Date
	must be formatted as MM/DD/YYYY
	PAAMS

	Email Address
	must be a valid email format and match exactly
	PAAMS

	User Name
	must have at min. 1 character
	PAAMS


Remove a TN.gov Organization’s Sales Application Attributes 

To create a TN.gov account, the user must enter their account number, entity type and entity id. These 3 values must be not in use and need to match the Nightly Verify File. If they fail, then the user will not be able to set-up an account and gain access to the Sales application. 

On occasion, there have been several businesses that change who file their Sales and Use Tax. When this occurs, the new CPA cannot create an account because the account number, entity type and entity id are already in use by the original CPA. To remove the 3 attributes from the original CPA, follow the steps below.
Note: The application attributes in PAAMS (account number, entity id and type) may or may not be complete. In 2007 the SALES application attributes was introduced which means only accounts created from 2007 on will have account number, entity id, and entity type. Old accounts may not have all the information.
1. Search for the original CPA by any of the search criterion and click on the business name link. (See Search for a TN.gov account with a Sales Subscription for help).


2. You will now be viewing the account information of the original CPA.
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3. Under the heading Account Set Up Information, click the delete link.
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4. Verify the information is from the account you wish to delete. If yes, then click the “Delete Set Up Info”.
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5. The 3 attributes (account number, entity type and entity id) have been deleted from the original CPA’s account. These values can now be used for the new CPA.
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Add New Users to a TN.gov Account with a Sales and/or Biztax Subscription 

If a TN.gov account exists with access to the Sales and/or application, you have the ability to add users to the account. 

1. Search for the business by any of the search criterion and click on the business name link. (See Search for a TN.gov account with a Sales and/or Biztax Subscription for help).


2. You will now be viewing the account information of the selected business.
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3. Under the heading Users, click the Add new users link.
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4. Enter the information of the new user. Email address and username are unique fields. If the email address or username is already in use, then an error message will be displayed. The user may already have an account. Choose another email address or username, if applicable.

Account Access Level refers to the access level for their PAAMS account. Your choices are either Admin or User. Admin means they will see all the account info, including subscriptions, users and billing information. User means they will only be able to see their information, nothing with the account. 

Once entered, click the Save button.

[image: image9.jpg]Add User

Fields marked with an asterisk () are required.

User Information

FirstName
LastName
E-mail
Phane ( ) : et

SALES Access Level | Master Ly

BIZTAX Access Level | AdMInistrator v
Aocount Access Level |28 Ly

User Name and Password

New users should log in o TN.govto change their user name and password and answer security qusstions

User Narme

Password

.-

corcel | | save

Canfirm Password




5. The user has now successfully been added to the account. 

Error Messages Explained
When a new user is added, their email address must be unique in the PAAMS database. If the newly entered email address is not unique, then you will receive the below error message. This indicates that someone is already using this email address. The user must use a different email address or have NIC combine the account together (if possible).
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When a new user is added, their username must be unique in the PAAMS database. If the newly entered username is not unique, then you will receive the below error message. This indicates that someone has already used this username. A different username must be used. 
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Edit a TN.gov User’s Account Information with a Sales and/or Biztax Subscription
If necessary, you have the ability to change a user’s account information. You can change their name, email address, phone number, sales access level, biztax access level and account access level. 

1. Search for the business/user by any of the search criterion and click on the business name link. (See Search for a TN.gov account with a Sales and/or Biztax Subscription for help).


2. You will now be viewing the account information of the selected business.
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3. Under the heading Users, find the individual that needs their information to be changed. Click on the appropriate User Id link.
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4. The selected user’s information will be pre-populated for you. 
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5.   Change the necessary information and click the “Save” button.
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6. The user’s information has now been successfully updated. 
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Error Messages Explained 
If a user has additional subscriptions to other services besides Sales and/or Biztax, then you will not be able to edit the user’s information. You will see the below error message. When you see this error message, NIC must make the change to ensure the other services are not affected. 
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If the user to be edited is the last admin for the PAAMS application and you need to change the Account Access Level from Administrator to User, then you will see the below error message and be unable to edit the Account Access Level of PAAMS for the user. This is a preventive measure to ensure there is always a PAAMS administrator. Before this user’s PAAMS Account Access Level can be deactivated another user from this organization must be made the administrator of PAAMS. This can be done by adding a new user or editing an existing user’s Account Access Level.
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If the user would like to change their email address and it is already in the PAAMS database, you will receive the below error message. Email address is unique in the PAAMS database and cannot be used twice. The user must use a different email address or have NIC combine the account together (if possible).
[image: image19.png]Edit User

© The e-mail address you have entered is already in use. Please try a different e-mail address.

Fields marked with an asterisk () are required.

User Information

FirstName [Test .
LastName 16
E-mail [Km@somewhere com .

Phone (978 343 {4343 |*g)

SALES Access Level | Master v

Account Access Level | Administrator v =

concel | | save





Reset a TN.gov User’s Password with a Sales and/or Biztax Subscription 

If a user has forgotten their password, you have the ability to reset their password. All passwords are encrypted for safety.

1. Search for the business/user by any of the search criterion and click on the business name link. (See Search for a TN.gov account with a Sales and/or Biztax Subscription for help).


2. You will now be viewing the account information of the selected business.
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3. Under the heading Users, find the individual that needs their password to be reset. Click on the Reset link for the appropriate user.
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4. Enter the new password and click the “Save” button. Passwords must be 8 to 20 characters in length and contain at least one letter, one number and one special cahracter. 


[image: image22.png]Reset Password

Fields marked with an asterisk () are required.

User Information

User Name reviser20

Passwors [
contim passwors [ ¢

Concel | | save




4. You have now successfully reset the user’s password. 
Error Messages Explained

If a user has additional subscriptions to other services besides Sales and/or Biztax, then you will not be able to reset the user’s password. You will see the below error message. When you see this error message, NIC must reset the password to ensure the other services are not affected. 
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Ability to Deactivate a User’s Account
On occasion a user may leave a business and need their access turned off. For audit purposes, a user is never deleted from the database. Instead, their account is deactivated. This removes their access to all subscriptions. A deactivated user will not be able to log into PAAMS, Sales applications, or Biztax applications. 

Since deactivating a user’s account removes access to all subscriptions, only those users who have access to Sales and/or Biztax, and those alone can be deactivated through REVUSERS. If the user has access to another application, then the user cannot be deactivated through REVUSERS. A NIC person must review and perform the deactivation since it would impact all subscribed applications for that user. 

1. Search for the business/user by any of the search criterion and click on the business name link. (See Search for a TN.gov account with a Sales and/or Subscription for help).


2. You will now be viewing the account information of the selected business.
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3. Under the heading Users, you will see 3 users listed. Note: revuser21 indicates the user has access to multiple subscriptions. This means that NIC must edit their information, reset their password or deactivate them. 
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4. Select the Deactivate User link next to the appropriate user. 
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5. Verify the user to deactivate. If correct, click the “Complete Deactivation” button.
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6.  You have now successfully deactivated the user account. The user will not be able to log into Sales, Business Tax or PAAMS. The user will not appear in the User list anymore since they do not have access to Sales or Business Tax. If they need to be reactivated, then NIC will need to assist the user.
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Error Messages Explained


If the user to be deactivated is the last admin for the PAAMS application, then you will see the below error message and be unable to deactivate the user. This is a preventive measure to ensure there is always a PAAMS administrator. Before this user can be deactivated another user from this organization must be made the administrator of PAAMS. This can be done by adding a new user or editing an existing user. 
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If a user has additional subscriptions to other services besides Sales and/or Biztax, then you will not be able to deactivate the user. You will see the below error message. When you see this error message, NIC must make the change to ensure the other services are not affected. 
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Transfer a Sales or Biztax Location 
On occasion, there have been several businesses that change who file their Sales and Use Tax or their Business City and County Tax. When this occurs, the new CPA cannot add the Sales or Biztax location because it is attached to the old CPA. They receive an error in the Sales or Biztax application indicating that they have an invalid tax id (account number). To make the location available, you need to move the location from the old account to the new account. 

Note: If the filer is new and does not have a TN.gov account, then they need to set-up a TN.gov account first. You will need their account information to make the transfer. 

Note: In some cases, the old CPA used the Sales location account number to set-up their account. This means that when the new CPA tries to use this information they will get an error that it is already in use. You will need to remove the account attributes from the old CPA first before the new CPA can set-up their account. (See Remove a TN.gov Organization’s Sales and/or application attributes).

1. Find the location to be transferred. To do this search on Sales account number to be transferred. Click the “Search” button. 
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2. Select the correct business name link. If you do not see the correct business, you can search again.
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3. You will now be viewing the old CPA’s account information.
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4. Click the checkbox of the appropriate location to transfer to the new account. When a location is selected another search box will pop-up allowing you to search for the business that the location will be transferred to.
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5. Enter the search criteria for the business that the location will be transferred to. Click the “Search” button. 
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6. The search will produce a list of business(es) that match the criteria. Select the radio button of the business to which the location will be transferred to. If you do not find the correct business you can search again. 
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7. Once the correct business has been selected, click the “Continue” button.
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8. Verify that the information is correct. If correct, click the “Complete Transfer” button.


[image: image38.png]Verify Account Location Transfer

Flease verifythat he Iocation and account youve selectsd are cortect You can cancel the transfer and go back to the account page by
clicking the "Cancel” button located atthe hotiom of this page.

Location to Transier Transfer To
Test User Lacafion Testfor Revusers 3
TesiMainSireet W main sireet

Nashiile, TN 12345 nashyile, TN 12345

cancel | | compete Transtef




9. You have successfully moved the location from one organization to another. When the new CPA logs into the Sales application, the location will now be displayed. Please have the new CPA log into Sales and confirm the account information is correct. Pay special attention to the email address, it may need to be updated so it doesn’t go to the old CPA’s email address.
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10. The same is true of transferring a Biztax location. However, you cannot select both a Sales location and a Biztax location to transfer at the same time. If you do select both you will receive the following error message:
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Search the Nightly Verify File

Sometimes users have problems setting up their TN.gov account. They receive an error message indicating that the Account Number, Entity Id and Entity Type are already in use or that they cannot be verified for either Sales or Biztax. 

If the error message indicates that the Account Number, Entity Id and Entity Type are already in use, then you can search on the account number to see who currently is using it. If it needs to be removed, then follow the step in Remove a TN.gov Organization’s Sales application attributes.

If the Account Number, Entity Id and Entity Type cannot be verified, you can look-up the information to see the correct formatting in the Nightly Verify File. 

1. Enter the account number. Click the “Search” button.
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2. If the account number is not in use, you will see the matching result in the nightly verify file. If no results are produced, then the account number is not in the file.
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