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MyLocalTax Frequently Asked Questions

These FAQ’s are a supplement for Informational Bulletin FY 2019-17, New Online Portal for Local Government Accounts
and Training Materials for Local Government Officials.

1. How many people in our office need a MyLocalTax account?

For security purposes, you should not share your login information, so each person that may perform tasks
in MyLocalTax should sign up for a separate login. It is completely up to you how many users your office
needs. You are not limited on the number of basic accounts that can be registered to your local government.
Confidential accounts are limited to the individuals listed on your information exchange agreement.

2. Why do you need my cell phone number to register for MyLocalTax?

Each time you sign into MyLocalTax from a new device, you will be asked to complete an authentication process.
You can receive the authentication code via email or text, and you will have the option to choose the method by
which you receive the code. Your cell phone number will only be used if you choose to receive the code via text.
If the number you enter is not a cell phone number, please do not choose to receive the code via text message.
Please remember that you have the ability to log in to MyLocalTax from any device, so if you do not have access
to your work email when you are away from the office, you may need to receive that code via text message.

3. What is our ordinance location number and local taxing district number?

Your ordinance location number is an eight-digit number that you can find by searching your local government
using lllinois Department of Revenue’s (IDOR) tax rate database. This number can also be found on your
monthly Tax Location Verification letter in the top left-hand corner, beginning on page 3.

If you receive your Personal Property Replacement Tax (PPRT) disbursements via paper check, your local
taxing district number is listed on the check. If you view the PPRT spreadsheets on our website, your local
taxing district number is listed there as well.

You can also contact the Local Tax Allocation Division (LTAD) at the contact information listed below and ask for
your numbers. Note that you only need one of these numbers to register for an account, not both.

4. What is the difference on MyLocalTax between confidential access and basic access?

Confidential access is only given to those individuals that are listed on your local government’s information
exchange agreement. Individuals with confidential access can request allocation remittance reports and view
correspondence that contains confidential information. Those two functions are the only difference between

the two access types. Individuals with basic access can perform any of the other functions available on
MyLocalTax, such as entering or amending a rebate sharing agreement, ordering a taxpayer listing, or verifying
tax locations. For more information on information exchange agreements, see the Reciprocal Agreement on
Exchange of Information page on the Local Tax Allocation area of IDOR’s website.

5. Why would IDOR deny a MyLocalTax registration?

Confidential access is only granted to individuals listed on their local government’s information exchange
agreement. If your municipality imposes a telecommunications tax, you must also have a telecom information
exchange agreement on file and be listed on that agreement.

If you were denied, your government either does not have an information exchange agreement, has an
information exchange agreement but has not completed the annual recertification, or does not have an updated
sales and/or telecom agreement on file. For more information on information exchange agreements, see the
Reciprocal Agreement on Exchange of Information page on the Local Tax Allocation area of IDOR’s website.



https://www2.illinois.gov/rev/research/taxrates/Pages/default.aspx
https://www2.illinois.gov/rev/localgovernments/Pages/reciprocalagreementoninformationexchange.aspx
https://www2.illinois.gov/rev/localgovernments/Pages/reciprocalagreementoninformationexchange.aspx
https://www2.illinois.gov/rev/localgovernments/Pages/reciprocalagreementoninformationexchange.aspx
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6. I've received and viewed a new message or letter, but when | returned to view it again, it was gone.
Where did my letter/message go?

Both on the home page and on the correspondence tab, only unread messages and letters are displayed. To
view a message or letter again, you must go to the correspondence tab, then select the “View Messages” or “View
Letters” button. These tabs contain copies of all messages or correspondence sent to you by IDOR.

7. If my municipality is in more than one county, is the MyLocalTax registration process the same?

If your municipality is in more than one county, you will need to register for a separate account for each county your
municipality is part of. When ordering reports or completing tasks in MyLocalTax, you will need to do so for each
account to complete the process for your entire municipality.

Also, if you happen to work for more than one local government, you will need to set up a separate account for
each location.

8. Where on MyLocalTax can I find such functions as ordering reports and verifying tax locations?

Tasks can be completed by selecting them from the “l Want To’s” section on the upper-right side of the page. If the
only option listed there is “Send a Message,” you are on the MyLocalTax home page and you need to go into either
your Allocation or Business District Account to see your complete list of options.

9. Why am I getting a message on an allocation period stating “Allocations Unavailable?”

Allocations for a given reporting period are not available until all distributions have been made during that month. If
you have received your first distribution, you will be able to view the allocation totals received from the distribution.
You will not be able to order an allocation remittance report until all distributions have been made during that
month. You will not receive notification that your allocations are available other than your receipt of the second
distribution.

10. What period do | need to order the allocation remittance report for?

There is a four-month cycle for distributions. For example, for sales made in December, December is the liability
month. The tax return for December’s sales is filed and paid in January, which is the collection month (also known
as the allocation month). The tax returns are then processed by IDOR in February, which is the processing month.
Finally, IDOR makes distributions to the local governments in March, which is the disbursement month. You must
order the report for the allocation month, so in this example, if you are interested in viewing tax disbursements for
December’s sales, you would order the report for January.

11. Has MyLocalTax changed the tax location verification (TLV) process?

Yes. The Tax Location Verification web application no longer exists. You still have the option of responding to your
monthly TLV by making notations on your letter and mailing it back, but we suggest using MyLocalTax to complete
your monthly TLV report.

Due to time savings created by the implementation of MyLocalTax, the staff of LTAD is now verifying as many
locations as possible each month using our GIS software and property tax bills. These locations will be reported on
your letter as “Verified by LTAD.” To view these sites in MyLocalTax, use the link labeled “Respond to Tax Location
Verification.” In doing so, you will have the option to “Agree” or “Disagree” with LTAD’s verification. If you agree, that
location will drop from MyLocalTax. If you disagree, the location will move into the next portion of the verification
process. If you frequently disagree with LTAD’s verification, please contact our office using the information below. It
is possible that your jurisdiction’s boundaries have changed and updates need to be made.

The remaining businesses on your letter, if there are any, will either be labeled “New/Reinstated” or “Discontinued.”
To verify these locations, use the “Verify Tax Locations” link in MyLocalTax. In doing so, you will have the
opportunity to tell us where the location belongs, that is, whether it is within your jurisdiction or belongs to another
jurisdiction. Locations that you disagreed with in the previous step can also be labeled in this section.
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12. Why have I not received my tri-annual report?

With the implementation of MyLocalTax, LTAD has stopped mailing CDs containing the tri-annual reports. You can
only receive allocation remittance reports through MyLocalTax from this point forward. MyLocalTax allows you to
order reports as often as you wish instead of waiting four months for the information.

13. Why have I not received my annual taxpayer listing?

Annual taxpayer listings are not automatically mailed anymore. They are available through your MyLocalTax ac-
count. If you do not have a MyLocalTax account, please contact LTAD using the information below to receive your
annual taxpayer listing via email.

14. Where do I get help?
Visit LTAD’s website at https:/www2.illinois.gov/rev/localgovernments/LocalTaxAllocation/Pages/default.aspx

Write to

LOCAL TAX ALLOCATION DIVISION (3-500)
ILLINOIS DEPARTMENT OF REVENUE

101 W JEFFERSON ST

SPRINGFIELD IL 62702

Email: rev.localtax@illinois.gov

Phone: 217 785-6518
Fax: 217 785-6527
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