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1. MeF Home 
There will be a link to MeF on KREW.  MeF Home is the main page you will receive when logging into 

MeF.   As with any other web-based application click the X at the top of the page to logoff.   

 

Department of Revenue Banner & Home Link 

Clicking on the Department of Revenue (DOR) seal in the banner area is a shortcut to the DOR Individual 

Income Tax website.  Clicking on “Home” will take you to the DOR home page. 

Kentucky.Gov  Links 

 

Selecting Kentucky.gov, Kentucky Agencies or Kentucky Services will take you to the Kentucky.gov 

website.   Selecting Kentucky.gov takes you to the Kentucky.gov home page.   Selecting Kentucky 

Agencies will take you to the “Commonwealth of Kentucky Organizational Structure” page that provides 

links to state agencies.  Kentucky Services will take you to the “Online Services” page that provides links 

to state services. 
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Menu 

 

The menu lists the different functions within the MeF system.   There are four main menu options:  MeF 

Home, Return, System, and Reports.  Staff Level One will have access to MeF Home and Return only.  

The majority of users will have this level of access.  MeF Home, Return, System and Reports will be 

available to Coordinators with limited access in System functions.  MeF Home, Return, and Reports will 

be available to Supervisors and Managers with limited access to Ad Hoc Reports.  System Support staff 

will have access to all menu items. 

2. Return  
2.1 Return Search 

 

The return search allows you to search by name or SSN for completed returns.  You must enter the 

name or SSN, select the Tax Year and # of Returned Records and select the search button for each 

search. 

Search Type 

From the search type drop-down list, you can search by either name or SSN.   By default SSN is selected 

and a box is displayed to enter the SSN.  If you select Name, additional boxes will appear for you to enter 

the taxpayer or spouse’s last name and/or first name. 

Tax Year 

From the drop-down list of available tax years, you can select your desired tax year.  The current tax 

year is the default.   
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Returned Records 

From this returned records drop-down list, you can select the maximum number of search results to 

display.   The values include 5, 10, 15, 20, 25, 50 and 100.  The default value is 5. 

Search Button 

Select the search button to generate the search.   

Clear Button  

Select the clear button to clear the search options you typed in and any results displayed. 

Search by SSN 

 

 Taxpayer SSN 

 

Type in the SSN of the primary OR secondary taxpayer.  Dashes are allowed, but not required. 

Search by Name 

You can search by first and last name or first or last name of either the taxpayer or spouse. 
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Taxpayer First/Spouse First 

Type in the person’s first name.  There is a 35 character maximum limit.  Type in less letters of the name 

to broaden the search.  Type in more letters in the name to narrow the search. 

Taxpayer Last/Spouse Last 

Type in the person’s last name.  There is a 35 character maximum limit.  Type in less letters of the name 

to broaden the search.  Type in more letters in the name to narrow the search. 

 

Search Results 

The search results are displayed below the search options.  If no match is found, a message, “0 Item(s) 

Found”, will be displayed in the search results section.  For matches, the Taxpayer SSN, Spouse SSN, 

Taxpayer Name, Return Type and Status Code are displayed.  Click on the underlined taxpayer’s SSN for 

the return you wish to view.  There may be multiple pages of results identified by page numbers at the 

bottom of the results.  Select the page you wish to view.  Each page will display up to 15 results.   

Return Type 

The return type will be Form 740.  The Form 740-NP is scheduled to be developed for tax year 2012. 

Status Code 

The acknowledgement code is displayed in this field.  The codes are as follows:  A=Acknowledged, 

C=Conditional, and R=Rejected.  These are the same as in ELF. 

2.2. Return Display 

Similar to ELF, the links for forms and other information available for the specific return can be found in 

the left hand column under “Forms”.  Select the link you wish to view. 

Results 
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2.3. Return Summary 

The screen print above is the top section of the Return Summary screen.  This will always be the first 

screen displayed is the Return Summary.  It is similar to the ELF Miscellaneous screen.   

Summary 

 

The first section is the Summary portion.  This section will be found at the top of all forms/screens in the 

Return Display section of MeF.  It lists the taxpayer’s name & SSN, return status, vendor name, return 

type, tax year, spouse’s name & SSN (if applicable), and phone number. 

Tax Payer Information 

 

Forms Menu / Actions Menu 



 
Office of Processing & Enforcement  Created:  July 2011 

8 
 

The next section is the Tax Payer Information section.  It lists the date of birth, date of death and 

signature PIN numbers for the primary and secondary taxpayers.   

Tax Return Information 

 

This section provides summary information that will be useful to the system support analyst but other 

users may use the Approved Extension Filed indicator field for returns received after the tax deadline. 

Important Dates 

 

This section lists the important dates associated with the return.  All the fields will be populated 

automatically by processes in MeF and are not editable. 

IRS Received Date – the date the IRS received the electronic return (required field) 

Electronic Postmark – the date the return was transmitted from the place of origin (optional field) 

Acknowledgement Date – the date the acknowledgement was sent back to the IRS (required) 

Format Change Date – the date the name or address was reformatted to send to the Mainframe (only 

populated if name and/or address are reformatted) 

Completed Date – the date the return was finalized (required) 

Mainframe Upload Date – the date the return was added to the mainframe upload file (only populated 

if return is sent to mainframe) 

Debit Upload Date – the date the direct debit information was added to the direct debit file (only 

populated if direct debit information is present and doesn’t fail criteria for direct debit) Note:  Debit 

information is found on the Financial Transaction screen in MeF. 



 
Office of Processing & Enforcement  Created:  July 2011 

9 
 

Paid Preparer Information 

 

This section list all pertinent information needed to identify the paid preparer such as SSN, phone 

number, preparer’s name and PTIN, whether the preparer is self employed, Business name and address, 

Firm ID, email address, date preparer signed and missing EIN reason. 

2.4 Actions 

 

The Actions menu has 2 options:  Return to Search and Print.  Return to Search returns you to the 

Return Search screen.   

2.5 Print 

 

The print screen allows you to select the documents you want to print by placing a check mark beside 

the document.  Select the Preview button and the documents are displayed continuously so you need to 

scroll to see all the documents selected.    The return button takes you back to the previous screen you 

were on when you selected print. 

Check the forms 

to print and 

select Preview 



 
Office of Processing & Enforcement  Created:  July 2011 

10 
 

 

To print, select the printer key from the pop-up (shown below) that shows up at the bottom of the 

previewed document or right-click on your mouse and select “print” from the drop-down menu.  The 

print dialog box appears and you can set the print preferences such as the number of copies then select 

ok. 

 

The forms appear here 

Forms appear continuously 

instead of in separate windows 

Scroll for entire page 

Scroll for previewed forms 

window 
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2.6  Financial Transaction 

A new screen was created to store the financial transactions information regarding direct deposits and 

direct debits.  In ELF this was part of the miscellaneous screen.  The transaction type identifies whether 

a direct deposit or direct debit was requested. 

 

2.7 Return 1040 Data/Federal Data 

The entire first page of the Form 1040 is displayed in a form format under the Return 1040 Data link.  

The Federal Data link has the entire federal information in a tree-view format.   
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2.8 Forms and Schedules 

Any of the following forms attached to the return will be displayed in MeF:  740, Schedule M, Schedule 

A, Schedule J, Schedule KNOL, Schedule P, Form 2210-K, Form 4562-K, Form 4972-K, Form 5695-K, Form 

8582-K, Form 8863-K, Worksheet A, Worksheet C, Worksheet D, W-2, W-2G, 1099-R, 1099-Misc, and 

1099-INT.  The forms are a continuous screen and not a separate link for each page.   All the fields are 

protected and not editable. 
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2.9 Return Notes 

All security levels can add notes to the return.  Type the note in the text field and select the Add Notes 

button to add the note to MeF.   The note appears in the Return Notes section with the date it was 

added and the user identification of who added it. 

 

2.10 Return Attachments 

Return Attachment will appear in the Forms Menu if there are forms to be downloaded.  Select Return 

Attachments from the Forms menu. 

 

 Select the Download you wish to view. 

 
Select the 

Download 

Select Return Attachments 
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The download will open as a PDF document.  You have the option to view and print. 

 

2.11 Show Original 

If a return is changed, finalized and saved in Return Errors, you will have the option to see the original 

return in the Return Display function.   The Show Original function is found under the Actions Menu.   

 

Select the form name from the Forms Menu that you wish to view and it will be displayed.  You can 

enter Return Notes while in the Show Original function by selecting Return Notes in the Actions Menu. 

The Print option allows you to print any of the forms listed.   
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The form will have the word “ORIGINAL” listed at the top of each page. 

 

Appendix A – Other Items  
A new column titled F has been added to PF3 to identify the returns that are transmitted via MeF.  An M 

for MeF will be placed in the column for the returns transmitted through MeF.  The code in column D 

will remain an E or O for electronic or online. 

 

Appendix B - Future Items 
The Summary screen will be enhanced to display any error codes assigned while working the return on 

MeF.  This will be discussed more in training. 

  


