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Account Administrator Initial Setup

The County Recorder will receive an invitation code from the Department of Revenue (Department) via email
from MyTax lllinois. The Recorder will click on the hyperlink in the email.

Testing: RDT Invitation to MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations on behalf of: kendra.banning@illinois.gov - Message (HTML)

File Message Help Acrobat Q  Tell me what you want to do
" pre- = -
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Invitation to MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations

K
° Rev.DoNotReply <REV.DoNotReply@illincis.gov> © Reply ) Reply Al = Ferard

To REV.MyTaxTesting Tue 07/20/2021 2:02 PM

@Tms message was AutoForwarded.
Phish Alert + Get more add-ins

You have been invited to create a MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations account.

Your Invite Code is h63fzchv. This code is needed to create your new account.

Click here to set up your new MyDec account

Do not reply to this email. This is an unmonitored address and replies to this email cannot be responded to or read. If you have questions, visit our website
at tax.illinois.gov or call us at 1 844 445-1114,

The user will be taken to the MyDec website “PTAX Login: MyDec Activation” screen:

¢ MyTax llinois

% PTAX Login

Mease Gl out all reguired fiedds bebow. When you are finished, chck the Sulsmit button an the iop of the page to continee with actreation
MyDec Activation

MyDec Activation

Accaunt |rfo Seac

Account Information

Salect the byps of regnishan
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Select “I have an Invite Code”:

Azcount Infofmation

Saisct the typs of regitration:

O Account Administrator

@ | havee an dnvite Code

Copy and paste or enter the invite code from the email:

v MyTax|llinois

£ PTAX Login

£ i .-D*i.:lu:. m

Please fif out all reguired fields below. When you are finished, ciick the Subwmit button on the 1op of the page to contines with actvation

MyDec Activation

MyDec Activation

Account Info Stack

Account Information

Select the type of regnashion

f:l Account Admianistrabar

@ | harve an invite Code

i u-zl'li':J:' “
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Select “Next” and if the proper code was entered, several required fields will appear:

v MyTax llinois

£ PTAX Login

Please fill out all reguired fiefds bebow. When you are finished, ciick the Submit button an the top of the page to continuee with acthation

MyDec Activation

MyDec Activation

Account Info Stack Organization Information

Organization Mam

Reguired

Reguired

Strees Address
Reguired

L
ity

Required

-
3ate

Reguired w

-

TP Coos

Required

Complete all required fields and click “Next” in the lower right corner:

e -
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Once the Assessor submits the information required above, the Assessor will advance to next step:
establishing login info.

£ PTAX Login

Please fil out all reguired fisld s bebow. When you are finished, ciick the Subsmit button on the fop of the page to continwee with actvation

MyDec Activation

MyDec Activation

Account Info Stadk Organizatiaon Information Login info

Croata Your Mew Login

[Entar the contect information for thi login:
-

Email Adorets

Required

Condrm Email Addrass

Salsct your login crsdentish:

= -
ok 3 Uisermanmi

Reguired

Password Rubes

*  linimuwm 8 characters, ne mare than 20
*  Pasmwards must contain both letters and numbers
" Paszwarts must be mived case

.
i ord

Reguired LT

. - &

or 1=

Required Eo3

o came you forget your UBEMAMS or asswWord:

SeleCt @ SRCTET QuasThor
Required w
+
P& OUT answar
Required
-
Confinm your answer
Required

Complete all required fields and click “Next” in the lower right corner:

e D
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Once the Assessor submits the information required above, the Assessor will advance to next step: review.
This allows the Assessor to review the full information that has been entered since clicking the link in the invite
email.

e If the information is correct, the Assessor should click “Submit” in the lower right corner.

‘ ¢ FEUiﬂ u= m

¢ If the information needs to be edited/corrected, the Assessor should click “Previous” in the lower right
corner to return to the step that needs to be corrected.

‘ g rt"liq u= m

After completing edits/corrections, the Assessor should click “Next” in the lower right until advancing to
the review step and submitting.

One the Assessor clicks “Submit”, a confirmation message pops up with afew key entries for you to verify
once more. When everything looks correct, click “Ok” in the confirmation box to finish the submission.

o .
—ONTIrmMaticn

Ready to submit your activation request?

121 <email address of wser>

L.ar.: EI “

A printable confirmation screen will appear. To print, click “Printable Confirmation”. To advance beyond the
confirmation screen, click “Ok”.

v MyTax

Confirmation

Congratulations! ¥ou have submitted all the
T ris 1-B01-B60-352

risite at tawillinois.gov or call 15 at 1 B44 445-1114. Reference 1

Primtable Confirmation

Now that the Assessor has submitted the form, an email will be sent to the email address entered during the
“login info” step. The email will contain a link to the login screen for the Assessor’'s new MyDec account.
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Retrieve the new email. The Assessor will click on the link in the email and the system will direct themto the
home screen of MyDec, where log in to the new account can be completed.

tion on behalf of: kendra banning @ilinos.gov - Message (HTML)

File Message  Help Acrobat ¢ Tell me what you want to do
- 3o = ; — - o x -~
- = ] [~ = T Maragar 1 T Res | | BE I:]] ¥ Ofnd A ) =
Do ] ] | 5 51 ] By o D oo | D80 0@ W83 T AR
2 unk -~ Deete Reply Reply Forwaed q . o Move = Assign  Mark Categorize Follow | Transiate Read | Zoom | leights
s A o el - l'_' Actions ~ Podicy = Unread - Up~ - Select Aloud
Deiete Recpand Cuick Stepes &l Maowe Tags & Lating speech | Zoom A

MyDec at MyTax lllinois Activation

= y N £ Reply @ Reply &l I Forward
o Rev.DoMotReply <REV.DoNotReply@illincis.gov= P v
.

You have successfully activated your MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations account for:
Jane Doe

The username and password you created will be needed to login to your MyDec account.

[EIick here to login to MyDec ]

Do not reply to this email. This is an unmonitored address and replies to this email cannot be responded to or read. If you have guestions, visit our website
at tax.illinois.gov or call us at 1 844 445-1114,

The Assessor will enter their username and password and click on the “Log in” button:

v MyTax |llinois

Log in

Forgot usermame or
password?

Who Can Use This Site? Getting Started Settlement Agencies
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The Assessor has now logged into their MyDec account. Upon the first log in, the Assessor will be able to set
up two-step verification to protect their MyDec account:

¢ MyTax|llinois -

% PTAX Login

Protect your RDT MyDec profile with two-step verification

Two-step verification is used to betber pratect your ROT MyDec profile. Onece we haee it setup you'll be asked to provide a unigue security code to verify your identity each time you log in.

[ Authentication App B Text Messoge =1 Email
Use an authentication app, such 2= Google Autherdicator, Feoeive sscurity codes by test message Recere securty codes by emai
ta get security codes.

Add Phone Add Email

Set Up
Bessage and data rates may apply. To stop receiving SkS
messages, remave your number above

Don't want to wse two-step verfication? Dissble

The Assessor will choose the method of two-step verification and click on the hyperlink available for that type:
e Authentication App “Set Up” link — follow the instructions on screen and click “Save” in the lower right
corner:

¥ MyTax|llinois

% Two-Step Verification Setup

E SetUp Authentication App
nstesd of waiting for text messages or emails, get your ROT MyDiec security codes on your device. Any time-based one-time password (TOTP) app. swuch as Google Authenticatar, can be used.

Scan the OR code ar enter the key below manually into your authertication app to get started.

Can't scan #? Enter this key in your authenticator app instead (spaces not required)

P37E ACSG BQKC 4LCD

Cancel
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e Text Message “Add Phone” link — enter the required information and click “Save” in the lower right
corner:

% Two-Step Verification Setup

B Add Phone
M security code will be sent via text message when trying to log in. Message and data rabes may apgly.

What phone number would you like to wse?

D M Bssr

UsA w  Reguired Reguired -

By adding your rumber you comsent to recerve SME messages when you log in Message and data rates may apply. To stop receiving S5 messages, remave your number fram your two-step
werification setug.

e | [

e Email “Add Email” link — enter the required information and click “Save” in the lower right corner:
¢ MyTax|llinois

4 Two-Step Verification Setup

=1 Add Email
A security code will be sent via email when tring to fog in Add REV.DolNotRephy@illingis.gov to your email whitefist to prevent security codes gaing to your junk folder.
‘What email address would you fike to wse?

i

Required

o [

Once a two-step verification method is selected, the saved process will be required each time the Assessor
logs into their account.

If the Assessor chooses not to utilize two-step verification, they can click “Disable” in the bottom left of the two-
step screen.
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After the two-step verification screen is bypassed (either by choosing a method or disabling), the home page of
the Assessor’s MyDec account is displayed:

¥ MyTax |llinois
COUNTY OF <County Name>

FEIN #

Street Address
City, 1L 12345-6789
Menu

Q. What are you looking for?

Welcome, Jane Doe

Vaw dast Ingged (0 an Teesday, Ad 20, 2027 25420 M

Manage My Prafie

[u] Declarations

fucpess declarations

¥ Search for Declaration

[ Reporting

ACcess reporting options.

* Viow Reporting Options

4 Submissions

Search for a submitted request.

* Search Submissions

3] Messages

Wimw messages ['ve recefved from the agency.

¥ \iew Messages

IDOR-PT2-SU (N-08/21)

|E Other

Arncess other online options.

¥ View My Township Aooess
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Inviting New Users (Administrators Only)

In the “Other” box in your Menu screen, click on the ‘Invite a New User’ link.

COUNTY OF <County Name>

Welcome, Jane Doe
Vou' iasT fogged in an Teesday, A 30, 2057 25030 As

FEIN# Manage My Prafie

Street Address

City, 1L 12345-6789

Menu  Attention Meeded @  Finalized @ Mot yet Finalized @

Q, What are you looking for?

[(w] Declarations [ Reporting 4 Submissions
Acoess declarations Arcess reporting options. Search for a submitted request.
* Add Recorded Declarstion *  \iew Reporting Ogptions *  Sparch Submissions

¥ Search for Declaration

3} Messages I= Other

Wiew messages Mve recefved from the agency. Arcess other onkine optsons.

So—

¥  Update Township Asoessor Aocess

¥ View Township Assessor Acoess
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Enter the name and email address for each staff member and choose the type of access for that staff member.
Click “Next”.

+ MyTax|llinois @ o

< COUNTY OF  <Countv Name>

Invite New User

COUNTY OF - <Countv Name>

FEIN #

Invite Mew User Peview and Submit

Inwite o Masw Lo
Enter the contact information below far the pemson you wish to insite. Mewly invited users will be granted basic sser permissions to begin. These permissions can be changed by an Admin
account afier the invite has been accepied.

Erter contact information for the msstes:

&
First Mame

Required

Lin Mama

Required

-

Required

Salnct an accem 1yEe:
=
Arcess Typs

Required ki

CA Administratcr
A Standard User < Previous “

A Township Assessor

Click “Submit” on the next page:

¢ MyTax|llinois

% COUNTYOF  <Countv Name>

Invite Mew User
CodmMTY OF - <Countv Name>

FEIN #

Inveite Bea User Rerview and Submit

This Inwite Mew User request is ready to submit.
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Enter your password and click “Ok”:

Confirmation
Ready to send this invitation?

ail: <email address of user>

You will receive confirmation that your request was sent:

v MyTax llinois

4 COUNTYOF  <Countv Name>

Confirmation

Your invitation has besn sent to:
<email address of wser>

ehsite at tanillinots.gov or call us at 1 844 445-1114. Reference the confirmation rumber pra

The user will receive an email with an invitation code and create their own ID for use in the Assessor’s MyDec
account.

NOTE: The difference between an Administrative and Standard User is that an Administrator can invite new

users, cease access for users and change access type for users. Itis recommended that each County have
more than one Administrator.
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Invited User Setup

The invited user will receive an invitation via email to join MyDec as a user under your govemment agency.
The new user will click on the hyperlink in the email.

File Message  Help Acrobat Q  Tell me what you want to do

e | B B M Am  AQ]D

1 pre-
e @ =1 élz @ E [ Meeting | | Pre-election cer.. > To Manager
S feam Email - Done OneMote T Related
Rlunk~ Delete Reply  Reply Forward 2 o . S Reply & Delete % Create N 2| | Move Assign  Mark Categarize Follow | Translate Read | Zoom | Insights
Al eply & Delete reate New v [Bactions~ | Policyv Unread  ~  Up~ v I Select~ | Aloud
Respond Quiick Steps [ Move Tags [ Editing Speech | Zoom ~

Delete

Testing: RDT Invitation to MyDec at MyTax Illinois: Online Real Property Transfer Tax Declarations on behalf of: kendra.banning@illinois.gov
€3 Reply | & ReplyAll | —> Forward

Thu 07/22/2021 10:32 AM

° Rev.DoNotReply <REV.DoNotReply@illinois.gov:

To REV.MyTaxTesting
(i) This message was AutoForwarded,
+ Get more add-ins

Phish Alert

You have been invited to create a MyDec at MyTax Illinois: Online Real Property Transfer Tax Declarations account.

Your Invite Code is sxrvcjmj. This code is needed to create your new account.

[Cli:k here to set up your new MyDec account]

Do not reply to this email. This is an unmonitored address and replies to this email cannot be responded to or read. If you have questions, visit our website

at tax.illinois.gov or call us at 1 844 445-1114.

The user will be taken to the MyDec website “PTAX Login: MyDec Activation” screen:

¢ MyTax|llinois

% PTAX Login
Please fill out all reguired fiesdds bebow. When you are finished, chck the Subsmit button on the iop of the page to continee with actiation
MyDec Activation

MyDec Activation

Accaunt Info Stac

Account Information

Select the type of regnirsbon

) Apcount Adr

harve an invite Code

Cancel
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Select “I have an Invite Code”:

Azcount Infofmation

Saisct the typs of regitration:

O Account Administrator

@ | havee an dnvite Code

Copy and paste or enter the invite code from the email:

¥ MyTax llinois

£ PTAX Login

£ i '-D"-i':'u:' m

Mease fill out all reguired fiskds below. When wou are finished, chck the Submit button an the fop of the page to continee with actvation

MyDec Activation

MyDec Activation

Accaunt Info Stadc

Azcemint Information

Lalect the typs of regnirabiore

(:] Mccount Acministrator

| hawee an bnvite Code

IDOR-PT2-SU (N-08/21)
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Select “Next” and if the proper code was entered, several required fields will appear:

£ PTAX Login

Please fill out all reguired fiefds bedow. When you are finished, ciick the Submit button an the top of the page to continuee with actration

MyDec Activation

MyDec Activation

Account Info Stack Organization Information

Complete all required fields and click “Next” in the lower right corner:

e D

Once the user submits the information required above, the user will advance to next step: establishing login
info.
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v MyTax llinois

£ PTAX Login

Please fil out all reguired fisld s bebow. When you are finished, ciick the Subsmit button on the fop of the page to continwee with actvation

MyDec Activation

MyDec Activation

Account Info Stadk Organizatiaon Information Login info

Craata Veur Mew Login

[Entar the contect information for thi login:
Ll

Email Adorets

Required

Condrm Email Addrass

Reguired

-
Contact Phooss: Mumber

Required

ExtiEhon

Salsct your login crsdentish:
Pick a Lisername

Required

Password Rules

Minimum § characters, no mare than 20
*  Pasmwards must contain both letters and numbers
" Paszwards must be mived case

Patsmord

Required o

ondfinm Passwond

Required &

o came you forget your UBEMAMS or asswWord:
-
St @ SeCred quastiarn

Required

%
Trps yOUr answear

Required

-
Confinm your ansaor

Required

Complete all required fields and click “Next” in the lower right corner:

e (N

IDOR-PT2-SU (N-08/21)
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Once the user submits the information required above, the user will advance to next step: review. This allows
the user to review the full information that has been entered since clicking the link in the invite email.
e If the information is correct, the user should click “Submit” in the lower right corner.

‘ g rt"liq u= m

e If the information needs to be edited/corrected, the user should click “Previous”in the lower right corner
to return to the step that needs to be corrected.

‘ ? PEUiu us m

After completing edits/corrections, the user should click “Next” in the lower right until advancing to the
review step and submitting.

One the user clicks “Submit”, a confirmation message pops up with a few key entries for you to verify once
more. When everything looks correct, click “Ok” in the confirmation box to finish the submission.

Confirmation
Ready to submit your activation request?

.- <email address of wser>

C:r':nl “

A printable confirmation screen will appear. To print, click “Printable Confirmation”. To advance beyond the
confirmation screen, click “Ok”.

v MyTax/|llino

% PTAX Login

Confirmation

Congratulations! You have submitte
Uy T miber is 0-T12-048-540

i ot tanillinods.gov or call us at 1 844 445-1114. Reference the confirmat

Primtable Confirmation

Now that the user has submitted the form, an email will be sent to the email address entered during the “login
info” step. The email will contain a link to the login screen for the user’s new MyDec account.
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Retrieve the new email. The user will click on the link in the email and the system will direct them to the home
screen of MyDec, where log in to the new account can be completed.

Testing: ROT MyDec at MyTax lllinois Activation on behalf of: kendra.banning@illinois.gov - Message (HTML)

File Message  Help Acrobat Q  Tell me what you want to do
] - = - i
S lgnore @ = ﬁq @ Fl% [ Meting | L Pre-election cer. = o Manager EJ/] 1 Rules FIE‘ (_)’VJ EE FI] 5§ Orind /‘_\\\) ()\ @
™ Feam Email ~ Dane 108 OneNote I Related +
Runk~ Delete Reply Reply Fomward [\ | €5 pet mpoiete % Create New 2| | Move Assign  Mark Categorize Follow | Translate Read | Zoom | Insights
<) Al Py ’ v [Bacions~ | Policy~ Unread  ~ Up~ - Select ~ Aloud
Delete Respond Quick Steps [ Move Tags ] Editing Speech | Zoom ~
MyDec at MyTax lllinois Activation
. Reply | % Reply Al Forward
Rev.DoNotReply <REV.DoNotReply@illinois.gov: O Regly © Reply 7 Forwar
To REV.MyTaxTesting Thu 11:08 AM
(i) This message was AutoForwarded.
Phish Alert + Get more add-ins

You have successfully activated your MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations account for:
lohn Doe

The username and password you created will be needed to login to your MyDec account.

[Click here to login to MvDec]

Do not reply to this email. This is an unmonitored address and replies to this email cannot be responded to or read. If you have questions, visit our website
at tax.illinois.gov or call us at 1 844 445-1114.

The user will enter their username and password and click on the “Log in” button:

+ MyTax|llinois

I

Who Can Use This Site? Getting Started Settlement Agencies

Mote:
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The user has now logged into their MyDec account. Upon the first log in, the user will be able to set up two-
step verification to protect their MyDec account:

£ PTAX Login

Protect your RDT MyDec profile with two-step verification

Two-step verification is used to betber pratect your ROT MyDec profile. Onece we haee it setup you'll be asked to provide a unigue security code to verify your identity each time you log in.

Authentication & Text Messoge =1 Emeil
PR 3

Use an authentication app, such as Googhe Autherticator, Feoeive sscurity codes by test message Recere securty codes by emai

ta get security codes.
#dd Phone Add Email

Set Up
Bessage and data rates may apply. To stop receiving SkS
messages, remave your number above

Don't want to wse two-step verfication? Dissble

The user will choose the method of two-step verification and click on the hyperlink available for that type:
Authentication App “Set Up” link — follow the instructions on screen and click “Save” in the lower right

¥ MyTax|llinois

% Two-Step Verification Setup

E SetUp Authentication App

nstesd of waiting for text messages or emails, get your ROT MyDiec security codes on your device. Any time-based one-time password (TOTP) app. swuch as Google Authenticatar, can be used.

Scan the OR code ar enter the key below manually into your authertication app to get started.

Can't scan #? Enter this key in your authenticator apg instead (spaces not required).

P37E ACSG BQKC 4LCD

Cancel
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o Text Message “Add Phone” link — enter the required information and click “Save” in the lower right
corner:

% Two-Step Verification Setup

B Add Phone

M security code will be sent via text message when trying to log in. Message and data rabes may apgly.
What phone number would you like to wse?

Pracni Mumbssr Carriir

UsA w  Reguired Reguired -

By adding your rumber you comsent to recerve SME messages when you log in Message and data rates may apply. To stop receiving S5 messages, remave your number fram your two-step
werification setug.

e | [

e Email “Add Email” link — enter the required information and click “Save” in the lower right corner:
¢ MyTax|llinois

4 Two-Step Verification Setup

=1 Add Email

A security code will be sent via email when tring to fog in Add REV.DolNotRephy@illingis.gov to your email whitefist to prevent security codes gaing to your junk folder.

‘What email address would you fike to wse?

o [

Once a two-step verification method is selected, the saved process will be required each time the user logs
into their account.

If the Assessor chooses not to utilize two-step verification, they can click “Disable” in the bottom left of the two-
step screen.
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After the two-step verification screenis bypassed (either by choosing a method or disabling), the home page of
the Assessor’s MyDec account is displayed:

¢ MyTax |llinois

COUNTY OF <County Name>

FEIN #
Street Address
City, 1L 12345-6789

e o

Welcome, John Doe

You [ast logged in an Thawsday, Al 22, 2027 1:3628 PM
Manage My Praflis

Menu Attention Needed @  Finalized @ Mot yet Finalized @

Q, What are you looking for?

[=] Declarations 4 Submissions

[J1 Messages
furpess declarations. Search for a submitted reguest. Wiew messages |'ve received from the agency.

¥ fdd Recorded Declaration *  Smarch Submizsions ¥ View Messages
*>  Search for Declaration
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