Once you have received your email from our IT Department, click on the link and enter your email
address, activation code and create and enter your password. You will get a Login screen. You will need
to login using your business email address for the User Name and then enter your Password that you

created.
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On this screen click on User Accounts from the Menu.
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Click on Create Accounts
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From this screen you will create your User Accounts. You can set up several User Accounts if needed.
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After you enter your information click on Create Account and an email will now be sent to the User
email address with the link and the activation code for the User Account to be set up.
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Your User Account screen will look like this with both a Role as Excise_Business and Excise_User
assigned. When you first look at this screen you may see false instead of true and that means you need
to activate your User Account. You will need to go to your User Account email address and open the
email from no.reply@dps.mo.gov. Click on the link provided to activate your User Account and Log In.
Once you log in you should see the Invoice Submissions in your menu if you do not please log off and

trying logging back in and then you will see it.
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After User Account has been set up you will now be able to follow the instructions in the E-Pay System
User Manual.
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