State of lllinois
Department of Revenue

MYDEC COUNTY RECORDER ACCESS PROCEDURES
ID AND PW SETUP AND INVITING NEW USERS

A manual for the County Recorder’s office that provides procedures for setting up a MyDec logon and inviting new
users August 23, 2021



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

’]\ ¢ ~  Testing: RDS Invitation to MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations on...
File Message  Help Q@ Tell me what you want to do
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Testing: RDS Invitation to MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations on beha...

- ' < ; - e
Rev.DoNotReply <REV.DoNotReply@illinois.gov= © Reply © Reply Al Forward

To REV.MyTaxTesting Maon 08/09/2021 10:57 AM

@This 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 qpwstvsm. 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.

v MyTax llinois

£ PTAX Login

Pleaze fill cut all reguired fisfds below. When you are finiched, ciick the Submit button an the top of the page to continue with actreation

MyDec Activation

MyDec Activation

Account Info Stac

Aeceunt Information

Salsct the byps of regnsbar

) Account Admanistrataor

hawe an invite Code

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

MyDec Activation

Account Info Stack

Account Information

Select the type of registration:

\/:) Account Administrator

@ | have an Invite Code

Enter Your Invite Code

Cancel < Previous Next >

Select “Next” and if the proper code was entered, several required fields will appear:
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% PTAX Login

Please fill out all reguired fields below. When you are finished, diick the Submit button an the top of the page to continee with actvation.

MyDec Activation

hMyDec 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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+ MyTax llinois @

£ PTAX Login

Please fill cut all recuired fields below. When you are finished, cick the Sulbmit button on the fop of the page to continue with actration

MyDec Activation

MyDec Activation

Accaunt Info Stack Organizatian Information Login infio

Croato Yeour Mew Login

Erter the contact information for thin login:
-

Emaibl Adcrets

Required

-
Confem Email Address

Required

o =
(CoRtact Phons Member

Required

Ewdeerehom

Salect your lagn credemiiah:
Pick a Usernama

Required

Password Rules

®  Minimuwm 8 characters, e mare than 20
®  Paszaards must comtain both letters and numbers
®  Passwords must be mived case
-
Passmodd
Required &

-
Condinm Password

Required Lo

i cave you forget your usemame or panword:

Selecta

T quastion

Regquired -

Required

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

< reoice | (IR
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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.

‘ ¢ FEUiﬂ u= m

¢ 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.

‘ g rt"liq u= 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 foryou to
verify once more. When everything looks correct, click “Ok” in the confirmation box to finish the
submission.

Confirmation X

Ready to submit your activation request?

Take a moment to review your entries for accuracy.

Name: Test Standard User

Email: Scott.Larson@illinois.gov

Username: TestStusr22

If you are ready to submit, click 'OK', otherwise click ‘Cancel' to edit your entries.

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

v MyTax|llinois
< PTAX Login

Confirmation

Congratulations! You have submitted all the necessary information for your MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations account activation.
Your confirmation number is 1-651-113-984.

Submitted on: 6/25/2021 10:57:40 AM (Central Time)
Request type: MyDec at MyTax lllinois Activation
Activation request for: Test Standard User

You should receive an email shortly with additional information about accessing the MyDec account for which you submitted activation information

If you have questions, please visit our website at tax.illinois.gov or call us at 1 844 445-1114. Reference the confirmation number provided above.

Printable Confirmation

C— 1]
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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.

Retrieve the new email. The user 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.

’]\ J, < Testing: RDT MyDec at MyTax lllinois Activation on behalf of: Scott.Larson@illinois.gov - Message (..

File Message  Help Q@ Tell me what you want to do
(%) m T—1 (_)Reply @ EL] MyDec - Record... EJ/ % = F‘ 5 Mark Unread 0 Aﬂ) O\
< To Manager v N[ ==} ize v
p . Delete 6)Rep|y Al . = . g_l = Move Assign B8 e olzE Editing | Speech | Zoom Insights
S > Forward 9 eam Emal M rle e Policy FJ Follow Up ~ - e
Delete Respond Quick Steps Iy Move Tags Iy Zoom

Testing: RDT MyDec at MyTax Illinois Activation on behalf of: Scott.Larson@illinois.gov

e ¢ « ; > e
Rev.DoNotReply <REV.DoNotReply@illinois.gov> © Reply © Reply Al Forward
To REV.MyTaxTesting Tue 07/27/2027 10:38 AM
@ThismessagewasAutoFDr\c\farded.
Phish Alert + Get more add-ins

You have successfully activated your MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations account for:
Test Standard User

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

Click 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 questions, visit our
website at tax.illinois.gov or call us at 1 844 445-1114.
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The user will enter their username and password and click on the “Log in” button:

¢ MyTax|llinois

Log in

| -
| ER - ’ —pat : Forgot usemame or
R - 4 = B | t =
L I ! J — il - 3 ] T
[ 1% 1[ 1 A A | § - . i =
i 4 * iR - =
4' im i s

Who Can Use This Site? Getting Started Settlement Agencies

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.

¢ MyTax!llinois
< PTAX Login

Protect your RDT MyDec profile with two-step verification

BT Bl - we have it setup you'll be zsked to provide a unigue securiby code to verify your identity each fime you log i

1 yawr ROT MyDec profile. Onoe we have it setup you'll be aske
E Authentication App B Text Message =1 Email
u s G Rt =at] xt message Recerre secunty codes by email
Add Phone Add Email

{ﬂnccl m
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The user 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:

v MyTax

£ Two-Step Verification Setup

B Set Up Authentication App

P57B ACSG BOKC 4LCD

Cancel “

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

* MyTax |llinois

% Two-Step Verification Setup

B Add Phone

{a"cel ﬂ

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

€ Two-Step Verification Setup

= Add Email

(ﬂ"‘:CI ﬂ

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.

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:

v MyTax |llinois

Test Standard User Welcome, Test Standard User

Manage My Profile

+1 2175555555

Menu Attention Needed @ Histcryo Incomplete0

Q

[=] Declarations

Access declarations.

> Add a New Declaration

» Search for Declaration

[J] Messages

View messages I've received from
the agency.

> View Messages

IDOR-PT3 (N-08/21)

4 Submissions

Search for a submitted request.

> Search Submissions

i= Other

Access other online options.

> Invite a New User

> Update Township Assessor
Access

> View Township Assessor Access

[J) Messages

View messages I've received from the agency.

> View Messages
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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 _ Welcome, Test IDOR

- R

Menu  Attention Needed ©

(=] Declarations M Reporting 4 Submissions
Access declarations. Access reporting options. Search for a submitted request.
> Search for Declaration > View Stamp Accounting > Search Submissions
> View Reporting Options
> View Daily Cashier Report
(1] Messages §= Other
View messages |'ve received from the agency Access other online options.
> View Messages > Make a Payment

> finvite a New Use

Enter the name and email address for each staff member and choose the type of access forthat
staff member. Click “Next”.
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< Test User

Invite New User

Invite New User Review and Submit

Invite a New User
Enter the contact information below for the person you wish to invite. Newly invited users will be granted basic user permissions to begin. These permissions can be changed by an Admin

account after the invite has been accepted.
Enter contact information for the invitee:

. *

First Name

Required
* -
Last Name

Required

*
Email Address

Required

Select an access type:
*
Access Type

Required

< Previous

Cancel

Click “Submit” on the next page.

¥ MyTax Illinois

€ COUNTY OF LAWRENCE

Invite New User

CIOUMTY OF LAWREMCE
37-G001159

Irvvite Miew Liser Review and Submit

This Inwite Mew User request is neady fo submit.
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Enter your password and select “Ok”:

Confirmation

Ready to send this invitation?

You will receive confirmation that your request was sent.

+ MyTax|linois
€ COUNTY OF LAWREMCE
Confirmation

Your invitation has been sent to:

rwehsite at tawillinois.gov or call s at 1 B44 445-1114. Reference the confirmation ramber pravics:

Primtable Confirmation

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

Administrator can invite new users, deactivate access for users, change access
type for users and view reports. Itis recommended that each Recorder’s Office
have more than one Administrator.

\ The difference between an Administrative and Standard User is that an
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Invited User Setup

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

\L %  Testing: RDT Invitation to MyDec at MyTax lllincis: Online Real Property Transfer Tax Declarations on...

File Message  Help O Tell me what you want to do
) m T— 1 “Reply @ EH) MyDec - Record... E\L‘I % i Fllz] 57 Mark Unread 0 An}) q
< To Manager v N =] 2o o~
p . Delete G)Reply &L . M e g_l = Maove Assign HH Clig s Editing | Speech | Zoom Insights
) = Forward ¥ eam Emal v [B~ | Policy~ P Follow up ~ Y Y
Delete Respond Quick Steps Iy Move Tags Iy Zoom .

Testing: RDT Invitation to MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations on beha...

- r R ; - vee
Rev.DoNotReply <REV.DoNotReply@illinois.gov= © Reply © Reply Al Forward
To REV.MyTaxTesting

Tue 07/27/2021 10:50 AM
@ This 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 ggzshjyd. 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 fa

£ PTAX Login

Pleaze fill cut all reguired fisfds below. Whe

o are finished, chick the Submit button an the §

the page to continue with actreation

MyDec Activation

MyDec Activation

Aecount Information

Salsct the byps of regnsbar

hawe an invite Code

Cancel
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Select “I have an Invite Code”.

Account Information

Select the type of regnration

[:' Account Aoministratar

@ | havee an lnvite Code

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

i =:D~.i:J:' m

¥ MyTax llinois

4 PTAX Login

Pleaze fill out all recuired fisids below. When you are finished, diick the Submit button an the top of the page to continwee with actation

MyDec Activation

MyDec Activation

Accaunt Info Stack

Agoount Information

Sulact the type of regsration:
C:l Arccount Acmanisirator

@ I hawe an invite Code

sarvgmy

IDOR-PT3 (N-08/21)
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Select “Next” and if the proper code was entered, several required fields will appear.

< PTAX Login

Pleaze fill aut all reguired fislds below. When you are finiched, diick the Submit button an the top of the page to contines with actrvation

MyDec Activation

MyDec Activation

Accaunt Info Stack Organization Information
e
*
Reguirad
Required
-

Regquired

Reguirad w
-
Required

Cancel < Previous Next >

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

< Provious Mot ¥

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

IDOR-PT3 (N-08/21)
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+ MyTax llinois

£ PTAX Login

Please fill cut all recuired fields below. When you are finished, cick the Sulbmit button on the fop of the page to continue with actration

MyDec Activation

MyDec Activation

Accaunt Info Stack Organizatian Information Login infio
Croato Yeour Mew Login
Erter the contact information for thin login:
a A -
reafl Addeacs
Required
-
onfem Email Address
Regquired
-
Contact Phicos Musmbar
Required
Ewdeerehom

Salect your lagn credemiiah:

Pick a Lisernama

Required

Password Rules

®  Minimuwm 8 characters, e mare than 20
®  Paszaards must comtain both letters and numbers
®  Passwords must be mived case

Passmodd

Required &

Ciondiom Password

Required Lo

i cave you forget your usemame or panword:

Required

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

e D

IDOR-PT3 (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.

‘ : FEUiq = @

e [f the information needs to be edited/corrected, the user should click “Previous” in the

lower rifht corner to return to the step that needs to be corrected.

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 X

Ready to submit your activation request?

Take a moment to review your entries for accuracy.

Name: Test Standard User

Email: Scott.Larson@illinois.gov

Username: TestStusr22

If you are ready to submit, click 'OK', otherwise click ‘Cancel' to edit your entries.

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

< PTAX Login

Confirmation

Congratulations! You have submitted all the necessary information for your MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations account activation.
Your confirmation number is 1-651-113-984

Submitted on: 6/25/2021 10:57:40 AM (Central Time)

Request type: MyDec at MyTax lllinois Activation
Activation request for: Test Standard User

You should receive an email shortly with additional information about accessing the MyDec account for which you submitted activation information

If you have questions, please visit our website at tax.illinois.gov or call us at 1 844 445-1114. Reference the confirmation number provided above.

Printable 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.

IDOR-PT3 (N-08/21) Page 18 of 22



Retrieve the new email. The user 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.

’P \L ~  Testing: RDT MyDec at MyTax lllinois Activation on behalf of: Scott.Larson@illinois.gov - Message (..

File Message  Help Q@ Tell me what you want to do
() m T—1 “Reply @ E‘I’] WyDec - Record... DJ/ % = F'IZ] 57 Mark Unread 0 Al)) q
< To Manager v N[ [=1=} ize v
[ Delete Reply Al v | ®reame g_l - Move Assign B8 e Editing | Speech | Zoom | Insights
S > Forward 9 eam Emai M r'e e Policy FJ Follow Up ~ v v
Delete Respond Quick Steps Iy Maove Tags 1y Zoom

Testing: RDT MyDec at MyTax Illinois Activation on behalf of: Scott.Larson@illinois.gov

P ¢ « ; - e
Rev.DoNotReply <REV.DoNotReply@illinois.gov:> © Reply © Reply Al Forward
To REV.MyTaxTesting Tue 07/27/2021 10:58 AM

@ This message was AutoForwarded.

Phish Alert 4 (et more add-ins

You have successfully activated your MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations account for:
Test Standard User

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

I Click 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 questions, visit our
website at tax.illinois.gov or call us at 1 844 445-1114.
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The user will enter their username and password and click on the “Log in” button.:
¢ MyTax|llinois

Log in

Forgot usemame or
password?

Who Can Use This Site? Getting Started Settlement Agencies

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:

¢ MyTax|llinois
£ PTAX Login

Protect your RDT MyDec profile with two-step verification

awr RDT MyDec profile. Once we have it setup you'll be asked to provide
E Authentication App B Text Message = Emwail
5 G Reoeive sscurity codes by test message Recerve secwnity codes by i
Add Phone Add Email

Set Up

{ﬂHCCI m
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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 corner:

v MyTax

£ Two-Step Verification Setup

E Set Up Authentication App

P57B AQSG BOKC 4LCD

Cancel ﬂ

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

7 MyTax|llinois

% Two-Step Verification Setup

B Add Phone

{a"cel ﬂ

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

% Two-Step Verification Setup

= Add Email
A security code will be sent wia email when trying to log in Add REV DoMotRephe@illinoisgow ta your email whitefist to prevent security codes gaing to your junk folder.
‘What amail address would you fike ta use?

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.

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:

v MyTax|llinois

Test Standard User Welcome, Test Standard User

You lost logged in on Friday, Jun 25, 2021 11:01:48 AM

Manage My Profile
+1 2175555555

Menu Attention Needed @ Histc:ry‘D Incompletem

Q Wh

[=] Declarations 4 Submissions

Access declarations.

[J) Messages

Search for a submitted request. View messages I've received from the agency.

» Add a New Declaration > Search Submissions »  View Messages

» Search for Declaration

[1] Messages §= Other
View messages I've received from Access other online options.
the agency.

> View Messages > Invite a New User

> Update Township Assessor
Access

> View Township Assessor Access
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