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DECLARATIONS

A manual for the County Assessor’s office that provides procedures for locating a saved Declaration and withdrawing
the Declaration. August 23, 2021



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:

v MyTax|llinois

COUNTY OF <County Name> Welcome, Test IDOR

FEIN #
Street Address
City, IL 12345-6789

Menu  Attention Meeded o Finalized i Mot yet Fl'nalizedo

Q
[(w] Declarations [ Reporting + Submissions
> > *
* o
(4] Messages |= Other
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2. Click “Search Submissions” in the “Submissions” action box:
¥ MyTax|llinois o e

COUNTY OF <County Name> Welcome, Test IDOR
Vize tast fagged in an Friday, fun 25, 2027 136230 PM
FEIN#

I Iy Praf
Street Address anage My Profie
City, 1L 12345-6789

Menu Attention Meeded @ Finalized @ Mot yet Finalized ©

Q. What are you looking for?

[=] Declarations B Reporting + Submissions

Access declarations Arcess reporting options. Search for a submitted request.

* Add Recorded Declaration ¥ Aiew Reporting Options

* Sparch for Declaration

[ Messages I= Other
Wiew messages I've receved from the agency. Access other online options.
*  \iew Messages *  Inwite a Mew User

*  Update Township Assessor Acoess

?  iew Towniship Assessor fcpess

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

+ MyTax|llinois

A COUNTY ©F <Countv Name>

@ o

Submissions

Submissiors are things you have submitted arfine for processing. Common examples inchude retums and payments.
<Countv Name> 1 -

Submissions older than 12 manths can be found wsing the weanch.
FEIN #

Draft Processed

Requests Filter
Dt Tiths Accounl Account I Pariod Confirmation Mumbar
77282021 Recorded PTAX 200 Request 1-517-124-608

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.
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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):

 MyTax|llinois
4 COUMTY OF <Countv Name>

Smelssiﬂns‘ Submissiars are th nos yau have suamitsd ar ne for peoces 0 asmmon scamples inchide retums s
<Countv Name>

FEIN #

Draft Processed

Requests

Dt Tiths Account Account i Pariad Confirmation Mumbar

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

Saved > Continue Editing

Confirmation # > Withdraw
0-356-905-744

Saved 7/28/2021 2:24:02 PM by <User Name>

Continue Editing
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Recorded Declaration Withdrawn

<Countv Name>

1-6592 2
FEIN # Submitied 7/30/3021 11:00:39 AM by Test IDOR
‘Withdrawn B/4/2021 20938 PM by Test IDOR

Recorded Dedaration

Declaration

Status Deed Recorded
Document Mo. 2021-11234
Primary FIM 22-14-233-007
@ State Form =Gy d
O Step1a O Step1E B Step2 @ Step3 @ Step d Exempt Transfer Recording Info Assessment Info

PTAX-203 - lllinois Real Estote Transfer Declaration

nsinsctions

Step 1: ldentify the Property and Sale Inform

1 =t has besn withdrawn

“ e §1350-0000

- - - —

760 GUTHRIE 5T
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