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MyDec Assessor Access 
https://mytax.illinois.gov/mydec/ 

https://mytax.illinois.gov/mydec/


Locating and Withdrawing Saved Paper Declarations 
 

Assessor Action: 
 
The actions below must be performed by the person who originally saved the document.  At this time, nly the 
person in the account who saved the declaration can see it prior to its submission!  Once submitted, all users 
in the account will see it in the “Attention Needed” tab. If another user attempts to enter the same declaration 
they will get the error “Document Already Exists”.  
 

1. Go to the Customer Summary screen, “Menu” tab: 
 

 
 

 
  

FEIN # 
Street Address 
City, IL 12345-6789 

<County Name> 
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2. Click “Search Submissions” in the “Submissions” action box: 

 
 

3. This takes you to the “Draft” tab on the “Submissions” screen: 
 

 
 
Any saved but not submitted PTAX-203s will be listed under the “Draft” tab.  You may have to search 
for submissions older than 12 months. 

 
  

FEIN # 
Street Address 
City, IL 12345-6789 

<County Name> 

<County Name> 

FEIN # 

<County Name> 
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4. Select “Recorded PTAX-203 Request” (if there are multiple records, refer to the confirmation number 
provided at the time you saved the draft. If you do not have that information, you may have to open 
them until you find the record that you are looking for): 

 

 
 

5. At this point, you can Continue Editing or Withdraw the request.  To withdraw it, select “Withdraw”: 
 

 
 

  

<County Name> 

FEIN # 

<County Name> 

<User Name> 
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FEIN # 

<County Name> 
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