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General Information
What is MyTax lllinois?

MyTax lllinois is a web portal offered by the State of lllinois, free of charge, where you can file
tax returns, renew licenses, register for accounts, make payments, review correspondence, and
generally manage your accounts. Some MyTax lllinois functions can be completed from the
MyTax lllinois homepage while others require you to create a Username to log into your
accounts.

Can | Use MyTax lllinois?

Individuals and business can use MyTax lllinois. Some MyTax lllinois functions require creating
a Username to access your accounts. Other “non-login” functions are available without creating
a Username.

Businesses: To be eligible to create a Username to log into MyTax lllinois, you must have
already registered with the Department. If you need to register your business, you can register
using MyTax lllinois.

Individuals: Individuals do not need to create a Username to file their Form IL-1040, Individual
Income Tax Return. The “Start your IL-1040” button on the MyTax lllinois homepage will allow
most lllinois residents or taxpayers who have previously filed a Form IL-1040 to file their
Individual Income Tax return. To be eligible to create a Username to log into MyTax lllinois, you
must have previously filed a Form IL-1040 with the Department.

MyTax lllinois Homepage

Below you will find a brief description of sections on the MyTax lllinois homepage:

Breadcrumb History: The “Breadcrumb Trail” is a bar at the top of the MyTax lllinois website.
It provides a brief history of the MyTax lllinois locations you visited to get to the page you are
currently viewing. Many of the items on the breadcrumb trail are hyperlinks that will take you
back to the page you previously visited. While you are not logged in, the house icon in the
breadcrumb trail will take you back to the MyTax lllinois homepage.

Home Tab: Clicking the “Home” tab will take you back to the MyTax lllinois homepage. The
homepage is where a MyTax lllinois user can sign up for MyTax lllinois or log in to their account.
Individuals can begin filing their Form IL-1040 or make payments without creating a Username.
Non-login users can also retrieve returns, applications, or payments they saved or submitted.

Individuals Tab: The “Individuals” tab provides links to functions commonly used by
individuals. This includes fling a return, looking up your refund, requesting a Letter ID, and
more.



Businesses Tab: The “Businesses” tab provides links to functions commonly used by
businesses. Businesses can register their business, apply for licenses, file certain returns, and
more.

IFTA Tab: The “IFTA” tab provides links to register with the department, to apply for IFTA
license and decals, and to retrieve saved applications.

Registration Tab: The “Registration” tab provides a link to register a business, as well as links
for registering for gaming accounts and sales tax exemptions.

Creating an Account and Logging In

How do | Create a MyTax lllinois Username?

To create a MyTax lllinois Username, you must already have an account with the lllinois
Department of Revenue. In general, you must have previously completed a registration form
(REG-1) or filed a tax return. If you have an account with the Department, you can use the
“Sign up Now!” button on the MyTax lllinois homepage to create your Username.

When creating a Username, you will need to enter an account ID that is registered with the
Department. Depending on the type of ID you provide, you will be required to complete certain
fields to verify you are authorized to access this account. (Note: As a security measure,
Individuals will be required to enter a “Letter ID” from a letter issued to them within the last 90
days by the lllinois Department of Revenue. For additional information, see “What is a Letter
ID?”)

Once you submit your request to create a Username, an email will be sent to the email address
provided during the sign-up process. This email will contain an “Authorization Code” that must
be entered the first time you log into MyTax lllinois.

What is a Letter ID?

A Letter ID is a unique set of letters and numbers used to identify each letter issued by the
Department. To obtain access to an Individual Income Tax account through MyTax lllinois, you
are required to enter a Letter ID from a letter that:

- was issued within the last 90 days, and

- was issued from your Individual Income Tax account (for example, A “Return
Correction Notice” or “Final Notice of Tax Due” issued from your Individual Income Tax
account would work, but ret-a “Taxpayer Statement” or a collection letter would not).

If you do not have a letter that meets these criteria, you can request a Letter ID be mailed to you
using the "Request a Letter ID" link. This link can be found on the Individuals tab of the MyTax
lllinois homepage or at the bottom of the MyTax lllinois Homepage in the “Other helpful links”
panel.



How do | Request a Letter ID?

There are two links on the MyTax lllinois Homepage you can use to request a letter ID. The first
is on the Individuals tab. The second is at the bottom of the MyTax lllinois Homepage in the
“Other helpful links” panel.

Once you complete and submit the required information, a letter will be mailed to the address
the department has on file for you. If the department does not have your most current address
on file, you can update your address when you file your next Form IL-1040. For security
purposes, the Department will not update your address over the phone to issue a Letter ID. You
will not be able to activate access to your Individual Income Tax account unless you have a
valid Letter ID. If you are currently logged into MyTax lllinois, you must log off to access these
links.

How do | Log In to MyTax lllinois?

To log in to MyTax lllinois, enter your Username and Password on the MyTax lllinois homepage,
then click the “Log in” button. If this is your first time logging in, you will need to enter the
“Authorization Code” that was sent to the email address provided when you signed up. Click
the “Forgot?” link if you forgot your Username or Password.

Login Account Organization

Below you will find a general explanation of how MyTax lllinois is organized for login users,
along with a brief description of the main panels you will encounter in MyTax lllinois.

Breadcrumb History: The “Breadcrumb Trail” is a bar at the top of the MyTax lllinois website.
It provides a brief history of the MyTax lllinois locations you visited to get to the page you are
currently viewing. Many of the items on the breadcrumb trail are hyperlinks that will take you
back to the page you previously visited. While logged in, the house icon in the breadcrumb trail
will take you to the customer level, see below.

Levels: MyTax lllinois is generally organized by levels. There are three main levels: Customer
Level, Account Level and Period Level.

Customer Level: The “Customer Level” provides information about all accounts you
have access to through MyTax Illinois. The customer level is considered the homepage
for the login user. The house icon in the breadcrumb trail will take you back to the
customer level.

Account Level: The “Account Level” provides information regarding one specific
account. At the account level you can review your account status, file returns, make
payments, and more. In general, you can access the account level by clicking on the
“Account Type” you want to access. (e.g., Individual, ST-1, Withholding, Business, etc.)



Period Level: The “Period Level” is available for most tax types in MyTax lllinois. The
period level provides information and options for one specific period. In general, you
access the period level by clicking on the period date associated with the period. (For
example, clicking 6/30/16 would take you to the period ending on June 30, 2016.)

Panels: Screens for a MyTax lllinois login are generally organized into panels. Similar panels
may be found at the Customer, Account and Period levels.

Account Panel: The Account panel provides information about the taxpayer, account,
or period you are viewing.

Alerts Panel: The “Alerts” panel provides quick links to certain important information or
functions. Notably, there are “File Now” links for tax returns that have not been filed, but
may be due in the near future or are overdue.

| Want To Panel: The “I Want To” panel provides link to common actions you may need
to take. This includes filing returns, making payments, and managing your account.

Account Maintenance Panel: The “Account Maintenance” panel provides links to
maintenance functions available for a specific account.

Information Panel: The Information panel will generally take up the bottom portion of
your screen. The Information panel has navigation tabs at the top of it that can be
selected to display additional information. Information displayed on this panel will vary
depending on which level and tab you are viewing. For example, at the Customer level,
the “Accounts” tab will display a list of your accounts. At the Account level, the “Periods”
tab will display a list of periods for that account. This panel is not available at the Period
level.

Summary Panel: The “Summary” panel is only available at the Period Level. It
provides a general breakdown of the financial status of the period you are viewing. To
get a more accurate understanding of your period status, this panel should be reviewed
along with the “Period Activity” panel.

Period Activity Panel: The “Period Activity” panel is only available at the Period level.

It provides a list of Returns, Requests, and Payments the department has on file for the
period you are viewing.

Using MyTax lllinois

How do | File a Return?

While there are many ways to begin filing a return through MyTax lllinois, we generally
recommend using the links provided in the “I Want To” panel at either the Account or Period
level.



How do | Make a Payment?

While there are many ways to begin making a payment through MyTax lllinois, we generally
recommend using the links provided in the “| Want To” panel at either the Account or Period
level.

How do | Amend a Return?

While not all returns can be amended through MyTax lllinois, we generally recommend
amending a return using the links provided in the “I Want To” panel at either the Account or
Period level.

What is a Request?

Information submitted through MyTax lllinois is called a “Request.” A request could be a tax
return, a payment, an account update, or any other information submitted through MyTax
lllinois.

How do | Review My Submitted Requests?

Non-Login Users: Non-login users can retrieve requests using the “Retrieve a return,
application, or payment” button on the MyTax lllinois homepage. To retrieve a non-login
request, you will need to provide the email address entered when the request was saved or
submitted, along with the “Confirmation Code” provided to you at the time of submission. If you
do not have your Confirmation Code, there is a link available to assist in retrieving it.

Login Users: There are multiple ways for the login user to review requests. We recommend
using the “Requests and Correspondence” tab. The “Requests and Correspondence” tab is part
of the Information panel at both the Customer and Account levels. The “My Requests” panel on
the Requests and Correspondence tab provides a link to view all of your requests. This
includes pending, processing, completed, and withdrawn requests.

How do | Cancel a Request?

To cancel a request in MyTax lllinois, you must “Withdraw” the request. Most login and non-
login requests can be withdrawn. Certain requests, such as ST-556 returns and REG-1
submissions cannot be withdrawn.

To withdraw a request, first find the request (see “How do | Review My Submitted Requests?”).
While viewing the request, the status will be displayed on the “Status” panel. Only requests in
the “Pending” or “Saved” status can be withdrawn. If the request is able to be withdrawn, a
“Withdraw” link will be available. Clicking this link, then confirming that you want to withdraw it,
will cancel the request.



