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When is a PTAX-203, lllinois Real Estate Transfer Declaration Required?

A PTAX-203, lllinois Real Estate Transfer Declaration, is only required for transactions which have a full actual
consideration of $100 or greater (Line11).

Exemption B or K are only required if the consideration on line 11 is $100 or greater.
Exempt K:

Trade of Equal Value (Line 11 = Line 14) — no tax is due
Exempt K — Trade of Lesser Value (Line 11 > Line 14) —tax IS due
Exempt K — Trade of Greater Value (Line 11 <Line 14) — no tax is due

Other than Exemptions B or K, the PTAX-203 is not required for any other type of exemption.
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Account Administrator Initial Setup

Click on “Sign Up” to create your MyDec Account.

"MyTaX“linUiS ‘ MyDec

Who Can Use This Site?

This website allows individuals, law firms,
and settlement agencies (title
companies) to file Transfer Tax
Declarations online, and view
Declarations already created.
Additionally, users can track the status
of, and make corrections to, the
Declaration during the recording
process.

Law firms and settlement agencies who
wish to have multiple users acting on
Declarations must choose one
representative to create the MyDec
account establishing the Account
Administrator logon. The Account
Administrator can then invite additional
users (employees, partners, etc.) to
access the company’'s MyDec account.

Getting Started

Before starting a new Declaration, check
for the county where the property is
located in the list of participating
government agencies below. If the
county is not found in the list of
participants, do not prepare your
Declaration with this site.

Note: If the county is listed but the
municipality is not, you may prepare
your Declaration with this site, but you
also will be required to follow the
municipality’s current processes not
included in this system.

> List of participating government
agencies

Settlement Agencies

Settlement agencies (title companies)
registered on this site are the only
settlement agencies with the capability
of closing Declarations on this site. Do
not prepare your Declaration on this site
if the settlement agency you intend to
utilize is not registered. Use the Search
feature below to verify registration. If the
settlement agency is registered and
authorized, they may also issue Real
Estate Tax Stamps using this site.

Note: Individuals and law firms
performing their own closings may also
take advantage of the MyDec site.
Additionally, law firms may accept and
close on Declarations passed to them by
individuals. These users will need to
purchase Real Estate Transfer Tax Stamps
from the applicable government
agency(ies).

Forgot username?

Or

[O- Sign in with a passkey

on't have an accou

Real Estate Transfer
Declarations

This website allows users to search
for Illinois Real Estate Transfer
Declarations (Forms PTAX-203,
PTAX 203-A, PTAX 203-B), as well as
Cook County and City of Chicago
Real Estate Transfer Declarations, if
applicable, without logging in to a
MyDec account. Users must know
the county which the property is
located in and have the exact PIN,
Document Number, or Property
Address in order to access a
Declaration.

> Search for lllinois, Cook County,
and City of Chicago Real Estate
Transfer Declarations

Creating an account requires that a valid FEIN, SSN, or ITIN must be used. If a preparer is signing up
for an individual account, they must use an SSN or ITIN number.

Firms who wish to have multiple users acting on Declarations must choose one representative from
your firm to create the MyDec account establishing the Account Administrator logon. Once enrolled,
the Account Administrator can then invite additional users (employees and partners) to access the
firm’s MyDec account. It is recommended that once the firm is established in MyDec that it has more
than one Account Administrator designated.
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The person that signs up for the account will select “Account Administrator”.

Select the Account Type.

MyDec Activation

Account Information

Account Information

Select the type of registration:

'@' Account Administrater

| have an Invite Code

*
f Account Type \

| v

Individual

Law Firm

@tﬂement Agency )

Additional verification is required for Account Administrators:

Select the type of verifying identification you will be using. Law Firms and Settlement Agencies must

select “FEIN”. Individuals must select “SSN” or “ITIN”.

=

Account ID Type

FEIN

SSN
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After you verify your Account ID, several required fields will appear. Complete all required fields and click
“Next” in the lower right corner.

MyDec Activation

Account Information Organization Information

Organization Information

7 | * \
Organization Type
~

Required
First Name

*
Last Name

Street Address

* * *
City State ZIP Code
v

Cancel

< Previous Next >

Several more required fields will appear. Complete all required fields and click “Next” in the lower right
corner.
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Account Information

Crganization Information

Login Information

@eate Your New Login

Enter the contact information for this login:

Email Address

Contact Phone Number

\C

\

ﬁlect your login credentials:

Fick a Username
*
Password

Confirm Password

& J

Lo

Password Rules

Password Requirements

* Passwords cannot be reused

* Passwords must contain at least 8 characters

s Passwords must contain both letters and numbers

* Passwords must contain both uppercase and lowercase |etters
s Passwords must contain special characters

mcase you forget your username or password:

Select a secret question

_ *
YPE yOour answer

*
Caonfirm your answer

N\

J

Cancel

< rer (D
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The user will be requested to review all the information that they have entered.

MyDec Activation

Account Information Organization Information Login Information Review

If the information is correct, click “Next” and then “Submit”.

Once the user clicks “Submit”, a confirmation message pops up with a few key entries for you to verify.
When the information looks correct, click “Ok” in the confirmation box to finish the submission. To print the
confirmation, select the “Printable Confirmation” tab.

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 1-879-304-176.

Submitted on: 4/15/2027 2:32:22 PM (Central Time)
Request type: MyDec at MyTax lllinois Activation
Activation reguest for: Test 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. The email will
contain a link to the login screen for the user’'s new MyDec account.

\ o o o Reply | € Reply Al ‘ Foward | | 3
R MyTax lllinois” <REV.DoNotReply@illinois.gov:> <DoNotReply@lllinois.govs ‘©‘ © Reply ‘ ) Revly 7 Fomr &. |
To REV.MyTaxTesting Thu 8/27/2026 2:32 PM

@This message was AutoForwarded,

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

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

Important: You are establishing your first Administrator logon for MyDec at MyTax Illinois: Online Real Property Transfer Tax Declarations. Administrator users have the
ability to invite and deactivate additional users as well as edit user roles.

Click here to login to MyDec
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Click on the link in the email and the system will direct you to the correct website. You will then enter your
Username and click on the “Log in” button.

_ iIii LTI

4“]“‘;:. r-‘1",~‘rnA.~i “

AR

| —T—

Forgot username?

|

Or

IO' Sign in with a passkey l

Sign Up

4y

s e
Boen. A

B

Enter the password and select “Continue”.

Log in to MyDec

Tstusrd4

Forgot password?

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. Setting up two-step verification is optional.

To set up two-step verification, select “Manage My Profile”.

Welcome, Test User
You last logged in on Monday, Mar 8. 2027 2:46:28 PM

[Manage My Profile
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Select the “Security” tab. Then select the two-step verification method that you would like to use:

Profile Action Center More...

Manage How You Sign In

These authentication methods determine how you sign in to your MyDec profile. Unless you sign in using a passkey or on a trusted browser, you'll be prompted to use two of these methods
each time.

Disable two-step verification in development environments only.

*=+ Password @ Last changed March 8 Change password >
1 security question i

Use a secure password only you know Update security questions >

O Passkeys © No passkeys Add a passkey >

Authenticate with a device using your fingerprint, face, or PIN

B Authentication App @ No authentication app Set up an authentication app >

Use an authentication app to generate a security code

B Phones © No phones Add a phone >
Receive a security code by text message Add 2177268888 >
Emails © No emails Add an email >
Receive a security code by email Add scott.larson@illinois.gov >
@ Recovery Codes © No recovery codes Get recovery codes >

Use a recovery code if you lose access to your other metheds

The user will choose the method of two-step verification they would like to use. In this example, the user
has selected “Emails” as their two-step security method. The user will then enter the information for the
method they have selected and select “Save”.

Add Email ® X

A security code will be sent via email when trying to log in. Add DoNotReply@Illinois.gov to your email whitelist to prevent
security codes going to your junk folder.

What email address would you like to use?

Required

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

Menu Attention Needed 0 History 0 Incomplete 0

Q

(] Declarations B Submissions [d] Messages

Access declarations. Search for a submitted request. View messages ['ve received from the agency.

» Add a New Declaration * Search Submissicns » View Messages

?  Search for Declaration

i= Other

Access other online options.

* Inwite a New User

Enter the name and email address for each staff member and choose the type of access for that staff member.
Click “Next” and then “Submit”.

Invite New User

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.

Next >

Cancel
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Enter your password and click “Verify”.

Confirmation
Ready to send this invitation?

mall Kerdlra.oanran

cnn:nl

You will receive confirmation that your request was sent.

The user will receive an email with an invitation code and create their own ID for use in the organization’sMyDec
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. It is recommended that each organization
have more than one Administrator.
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Understanding Access Roles

Individual Account
¢ Standard User — may create, view and print declarations.

Law Firm Account

e Standard User — may create, view and print declarations.

¢ Administrator — may invite new users, cease access for users, and change access type for users.
May also create, view, and print declarations.

Settlement Agency

e Standard User — may create, view and print declarations.

¢ Stamp Purchaser — may create, view, and print declarations, purchase stamps (if county allows), has

no accounting report access.

¢ Accountant — may access accounting and reporting for stamp purchases, may create, view, and print
declarations, cannot purchase stamps.

¢ Administrator — may invite new users, cease access for users, and change access type for users. May
also create, view, and print declarations, purchase stamps (if county allows), and access accounting
and reporting for stamp purchases.

IDOR-PT1 (R-09/26) Page 13 of 62



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.

S 4
“MyTax lllinois” <REV.DoNotReply@illinois.govs <DoNotReply@lllinais.govs [© ] ey | © Repyan | 5 orar
R To REV.MyTaxTesting

& | |
Thu 8/27/2026 309 PM
IZ:E:ZIThis message was AutoForwarded.

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

Your Invite Code is 8g5ys27d. This code is needed to create your new account.

[Click here to set up your new MyDec account

The user will be taken to the MyDec website “PTAX Login: MyDec Activation” screen. Select “I have an Invite
Code”.

Copy and paste or enter the invite code from the email. Select “Next” to continue.

MyDec Activation

Account Information

Account Information

Select the type of registration:

Account Administrator

= - ~
(@) | have an Invite Code

Cancel
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If the proper code was entered, several required fields will appear. Complete all the required

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

Accaunt Infarmation

Organization Information

Organization Information

=]

Cancel

< Previous

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

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

IDOR-PT1 (R-09/26)
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Account Information Organization Information Login Infarmation

ﬁeate Your New Login \

Enter the contact information for this login:

3

Email Address
Confirm Email Address

- *® -
Contact Phone Mumber Extension

@ect your login credentiala

Pick Uszmame Password Rules

Password Requirements

P * » Passwords cannot be reused
e * Passwords must contain at least & characters
L0 * Passwords must contain both letters and numbers
N * Passwords must contain both uppercase and lowercase letters
Confirm Fazzword + Passwords must contain special characters
\_ "
mase you fO[gEt your username or paSSWOI’d: \

N . *
>lect 3 secret question

*
Type your answer

P ®
Confirm Our answer

Cancel < Previous Next > I
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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. If the
information is correct, the user should select “Next”, then “Submit”

Once the user clicks “Submit”, a confirmation message pops up with a few key entries for you to verify.
When everything looks correct, click “Ok” in the confirmation box to finish the submission. To print the
confirmation, select “Printable Confirmation”.

Confirmation

Congratulations! You have submitted all the necessary information for your MyDec at MyTax lllingis: Online Real Property Transfer Tax Declarations account activation.
Yfour confirmation number is 1-078-466-544,

Submitted o 4/15/2027 3:24:42 PM {Cenfral Time)
Request type: MyDec at MyTax lllinois Activation
Activation request for: Test User

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

f 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.

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.

|© ‘ 3 Reply ‘ % Reply All ‘ —>» Forward

g "MyTax lllinois” <REV.DoNotReply@illincis.gov: <DoNotReply@lllinois.gov> i _|
To REV.MyTaxTesting Thu 8/27/2026 3:25 PM

'Z:E:Z'This message was AutoForwarded.
Hello Test User,
Welcome to MyDec. Your account with username Testusr77 has been successfully created and you may use it to log in.

Login to MyDec

If that doesn't work, copy and paste the link below into your browser:
https://testmytaxes.illinois.gow/TRS/MyDec?p=1318160896&q=iSXaGZ-PtEZctntlLIngL PfY7k2QKp-th8CPkHASBXjMoroFhEmd7A
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The user will enter their username and click on the “Log in” button.

Forgot usemame?

Or

Tt
EEEE

Ow Sign in with a passkey

Sign Up

The user will then enter their password and select “Continue”.

Log in to MyDec

Testusri7

Forgot password?

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. Setting up two-step verification is optional.

To set up two-step verification, select “Manage My Profile”.

Welcome, Test User

last logged in on Monday, Mar 8, 2027 2:46:28 PM

lManage My Profilel
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Select the “Security” tab. Then select the two-step verification method that you would like to use.

Profile Action Center More...

Manage How You Sign In

These authentication methods determine how you sign in to your MyDec profile. Unless you sign in using a passkey or on a trusted browser, you'll be prompted to use two of these methods
each time.

Disable two-step verification in development environments only

=+ Password @ Last changed March 8 Change password >
1 security question . X

Use a secure password only you know Update security questions >

O~ Passkeys © No passkeys Add a passkey >

Authenticate with a device using your fingerprint, face, or PIN

E Authentication App © No authentication app Set up an authentication app >

Use an authentication app to generate a security code

B Phones © No phones Add a phone >
Receive a security code by text message Add 2177268888 >
Emails © No emails Add an email >
Receive a security code by email Add scottlarson@illinois.gov >
= RECOVeI’y Codes © Mo recovery codes Get recovery codes >

Use a recovery code if you lose access to your other methods

The user will choose the method of two-step verification they would like to use. In this example, the user
has selected “Emails” as their two-step security method. The user will then enter the information for the
method they have selected and select “Save”.

Add Email ®@ X

A security code will be sent via email when trying to log in. Add DoNotReply@Illinois.gov to your email whitelist to prevent
security codes going to your junk folder.

What email address would you like to use?

Email

Required

The user will receive a security code for the security method that they have selected. They will
enter the code and select “Confirm”.
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Add Email

security codes going to your junk folder.

What email address would you like to use?

x>

Email

A security code will be sent via email when trying to log in. Add DoNotReply@Illinois.gov to your email whitelist to prevent

Cancel

® x

Once a two-step method is selected, the saved process will be required each time the user logs

into their account.

IDOR-PT1 (R-09/26)
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Editing Users (Administrators Only)

To manage your users, click on “Manage My Profile” in the upper right corner.

Welcome, Test User

You last logged in on Monday, Mar 8, 2027 2:47:36 PM

Manage My Profile

Select the “More” tab.

Manage My Profile

Test User

<email address of user>

Profile  Security Action Center l More... l

User Profile Quick Links

Usemame Need to update your registration?
Testuser(2

» Manage My Names and Addresses
Change Username

Test User
Change Display Name
<email address of user>
Change Ema
Phane Numbers
+1(217) 622-7675
Change Phone Numbers

IDOR-PT1 (R-09/26)
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Click “Manage Additional Logons” in the “Other Users” box.

Profile  Security  Action Center

Q

U Access Management R Other Users fi Payment Channels
Manage users who are associated to me. Manage my bank accounts used to make payments on e-

Manage access of accounts | have access to.
Services.

> Manage My Access > Manage Additional Logons > Manage Payment Channels

> Manage Third Party Access

> Delete My Profile

B Submissions [d] Messages Activity

Search for a submitted request. View messages |'ve received from the agency. View my activity on e-Services.

> Search Submissions > View Messages > View Activity

Click on the Username name for the person that you want to edit.

Additional Logons

These settings determine if other people can create new logons for you r your business and what level of access they are initially given. If not allowed, new logons will be prevented from registering,

You can create logons for other people and manage their access to customers and accounts that you have access to.

Allowed : Yes
Default Access
Logons =
Username Name Email Access Type Last Logged On
Active

Test User <email address of user> LF Standard User 9/1/2026 1:45:04 PM

Armytdd Test User <email address of user> LF Administrator 9/1/2026 1:45:51 PM
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Deactivate Access

If you want to end a user’s access, select “Deactivate Access”.

Additional Logon > (Change Access
»  Send Account Recovery Email

LF Standard User —

Abbyt2?

Test User

<email address of user>

Access  Activity

Access Settings for Abbyt22 B

<FEIN Number>

General Access LF Standard User

Select “Yes” to deactivate.

Deactivate

@ Are you sure you want to deactivate Abby Testuser's access?

Once access is deactivated, Abby Testuser will not be able to log in.

Mo ‘ Yes ‘ M

The deactivated user is now in the “Deactivated” list of users.

Deactivated

Logons

Username Name Email Access Type Last Logged On
Active

Amytdd Test User <email address of user> LF Administrator 9/1/2026 1:45:51 PM

Test User <email address of user> LF Standard User

9/1/2026 1:45:04 PM

IDOR-PT1 (R-09/26)
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Reactivate Access

If you want to reactivate a user’s access, select “Reactivate Access”.

{ Additional Logons

Additional Logon

LF Standard User
Abbyt22

Test User

<email address of user>

Deactivated Y/1/2020

Access  Activity

Access Settings for Abbyt22 =

LAW FIRM - 36-2234567

General Access LF Standard User

Select “Yes” to reactivate.

@ Are you sure you want to reactivate Abby Testuser's access?

No (7

The user is now in the “Active” list of users.
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Additional Logons

These settings determine if ather people can create new legons for you or your business and what level of access they are initially given, If not allowed, new logons will be prevented from registering,

You can create logons for other people and manage their access to customers and accounts that you have access to,

Allowed : Yes
Default Access
Logons =
Username Name Email Access Type Last Logged On
Active
Abbyt22 Test User <email address of user> LF Standard User 9/1/2026 1:45:04 PM
Amytdd Test User <email address of user> LF Administrator 9/1/2026 1:45:51 PM

IDOR-PT1 (R-09/26)
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Assigning or Re-Assigning User Roles

To change a user’s access, select “Change Access”.

Additional Logon

> Send Account Recovery Emai

LF Standard User
Abbyt2?
Test User

> Deactivate Access

<email address of user>

Access  Activity

Access Settings for Abbyt22 =

<FEIN Number>

General Access LF Standard User

Then select the appropriate access type. Click “Save” after choosing the appropriate access type.

Additional Logon

LF Standard User
Abbyt22
Test User

<email address of user>

Settings

Settings
ype of Access
L= Standard User v
LF Administrator

F Standard User

=

Cancel Save ‘

NOTE: It is recommended that you have more than one Account Administrator on any MyDec account for
times when the Administrator is unavailable or has left employment.
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Viewing User Activity

To view a user’s activity, select the “Activity” tab.

Additional Logon ?  Change Access
?  Send Account Recovery Email
LF Standard User > Deactivate A
eactivate Access
Abbyt22
Test User

<email address of user>

Access JActivity

Search Activity
Fram | 8/2/2026
To
Activity =
Time Activity Name Account Account ID Period

Tuesday, Sep 1, 2026

02:34 PM Request Added: Change Declaration

0233 M Request Added: Release to Edit Declaration LAW FIRM
0233 PM Request Added: Closing Completed LAW FIRM
02:33 M Request Added: Accept Declaration LAW FIRM
0233 M Request Added: Change Declaration

0232 PM Request Added: PTAX 203 Request LAW FIRM
0231 M Logged On

01:50 PM Profile Deactivated

0145 PM Logged On
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Editing Your Profile

To manage your profile, click on “Manage My Profile”.

Welcome, Test User

LAW FIRM

<FEIN Number>

Manage My Profile

101 W. JEFFERSON ST.
SPRINGFIELD IL 62702

Menu Attention Needed 0 History 2 Incomplete 0
Q
(] Declarations B Submissions [d] Messages

Access dedlarations. Search for a submitted request. View messages |'ve received from the agency,

» Add a New Declaration » Search Submissicns » View Messages

* Search for Declaration

i= Other

Access other online options,

> Invite a New User
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To make changes to the information, select the “Change Username”, “Change Display Name”, “Change Email”,
“Change Phone Numbers” or “Manage My Names and Addresses” tab.

Manage My Profile

Test User

marjorieroubitchek@illinois.gov

Profile Security Action Center More...

User Profile Quick Links
Caigt® R

Change Username

» Manage My Names and Addresses

Test User
Change Display Name

SRR SR I N T Y~ | -

<email address of user>

+1(217) 622-7675
Change Phone Numbers

To turn off email notifications, select “No”.

E-mail Preferences

For Individuals, Law Firms and Title Companies, the information listed under “Preparer Information for
Declarations” is the contact information for the preparer that will auto-populate on the PTAX-203s that the user
creates. If they work for an attorney, as an example, and the attorney’s name is to be listed as the preparer,
the preparer will enter the attorney’s information instead of their own.

Preparer Information for Declarations

TEST 101 W. JEFFERSON ST.
USER - SlJRI“JGFIELD

LAW ;IRPI L

71T ;22-?6.75 :azfaz-oooo

Change Additional Attributes

Be sure to select the “Ok” button in the lower right corner to save any changes that you make.
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Overview of the MyDec Home Page Menu

When you first log in, you are taken to your MyDec home page.

Law Firm

LAW FIRM
<FEIN Number>

101 W, JEFFERSON ST,
SPRINGFIELD IL 62702

0 2]

Menu  Attention Needed History

Q

(s Declarations

Access declarations,

» Add a New Declaration

?  Search for Declaration

= QOther

Access other online options,

> Invite a New User

0

Incomplete

B Submissions

Search for a submitted request.

¥ Search Submissions

Welcome, Test User

A Tuscday Ten 1 3

Tuesday, Sep 1, 2026 2 PM

Manage My Profile

(4] Messages

View messages |'ve received from the agency.

> View Messages

IDOR-PT1 (R-09/26)
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Settlement Agency

SETTLEMENT AGENCY Welcome, Test User
<FEIN Number> Manage My Profile
101 W, JEFFERSON ST
SPRINGFIELD IL 62702
Menu Attention Needed 0 History ° Incomplete 0
(] Declarations M Reporting B Submissions
Access declarations. Access reporting options. Search for a submitted request.
> Add a New Declaration > View Stamp Accounting > Search Submissicns
> Search for Declaration > View Reporting Options
[d] Messages = Other
View messages |'ve received from the agency. Access other online options.
> View Messages ? Invite a New User

NOTE: A Settlement Agency that is registered with stamp purchasing rights, will have a “View Stamp
Accounting” tab in the “Reporting” section.

ok whn

N

My Web Profile. Selecting “Manage My Profile”, then selecting “Manage Additional Logons” from the
“More” menu allows Administrators to cease or change access types for county users. Selecting
“‘Manage My Profile”, then “Change Additional Attributes”, allows you to update your personal user
information.

Declarations section. Allows the user to add a new declaration, or search for a declaration.
Reporting section. Provides reports based on selected criteria.

Submissions section. Allows the user to search for a submitted request.

Messages section. Your “Inbox” for messages from IDOR regarding the MyDec system.

Other section. Allows Administrators to invite new users from their organization to create a MyDec
account.

Attention Needed, History, and Incomplete tabs. The tabs and sub-tabs are areas that house different
things related to the processing of declarations:

i. Attention Needed. Lists all declarations that are ready to be recorded or are submitted after

data entry.

. Incomplete. Lists all declarations that have been saved and not yet submitted.

iii. History. Contains a historical listing of declarations that your firm prepared or closed.
Filter. The filter allows you to narrow the various lists or search results based on information entered.
The Filter is available in the Attention Needed, Incomplete and History tabs. The filter tab is available
just above the list of declarations in the tab that you are viewing, in the right-center of the screen.

—_ = X
Click on the Filter symbol =~ , and a box will appear
The Filter will allow you to enter a PIN Number, Declaration ID Number, Address, or any of the column

headings to use as the search criteria.
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Search, Sort and Filter

Search

To search for declarations, select the “Search for Declaration” link in the “Declarations” action box.

Welcome, Test User

LAW FIRM

<FEIN Number R ?
Manage My Profile

101 W, JEFFERSON ST,
SPRINGFIELD IL 62702

Menu Attention Neededo Hist::ryo Incomplete

[a] Declarations B Submissions (1) Messages
Access declarations. Search for a submitted request. View messages |'ve received from the agency.
» Add a New Declaration ¥ Search Submissions > View Messages

»{| Search for Declaration

i= Other

Access other online options.

> Invite a New User

Enter the Primary PIN and click “Search”.

Declaration Search

Primary PIN Dedaration ID Address Buyer Last Name Seller Last Name Escrow # Status

IDOR-PT1 (R-09/26) Page 32 of 62



Or enter the “Declaration ID” and select the “Status” from the drop-down arrow and click “Search”.

Search

Declaration Id: 4ot
Ueciaration Id: Status

Declaration Search -

Primary PIN Declaration ID Address Buyer Last Name Seller Last Name Escrow & Status

Sort

The contents of the Customer Summary can be sorted by any of the column headings. Click on the heading
once, and the list is sorted alpha-numerically (the Address column below was selected).

Click on the column heading a second time and the column is sorted alpha-numerically in reverse order.

Menu  Attention Needed History Incomplete o
Declarations Needing Attention 8 € Pagelof10s ¥ T
Primary PIN Declaration ID Buyer Last Name Seller Last Name Escrow # Status Last Activity
08-32-100-007 20201204798181 WHITE WILLOW & QUAR ROBERTS GEMINI FARMS, LLC ~ CCH12001325ALD-GR  Closing Completed 6/30/2021
09-13-104-030 20170702299453  WASHINGTON ST HINSD HAMPTONS OF HINSDAI INLAND OPPORTUNITY } 201703963 Closing Completed 9/18/2020
15-08-01-304-048-0010 20260609987311 W REGAN RD MOKENA, BELULAH COLLECTIVE, N THE LAND TRUST COMP: 25CNW2872530K Declaration Accepted  6/9/2026
14-21-307-061-1168 20260801651215  VOIDED MYDEC DO NOT ACOSTA ALMEIDA 26GNDA38185PK Declaration Accepted ~ 8/19/2026
16-36-428-002-0000  20260701625216 VOID CHICAGO, IL 99996 NS RETAIL HOLDINGS, LL THE BITETTI REVOCABLE Declaration Submitted ~ 7/17/2026
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And a third click on the heading takes it back to its original sort order.

. 5,219 . 38,807

Menu  Attention Needed @D History €D Incomplete o
Declarations Needing Attention € Page10f105 3 =
Primary PIN Declaration ID Buyer Last Name Seller Last Name Escrow # Status Last Activity
31-12-306-039-0000 20260801659367 2923 MACHEATH CRES F GRANDVIEW CAPITAL LU RIVKA LEAH SCHER REVC 26007006GY Declaration Accepted  8/28/2026
17-08-438-006-1037 20260801660127 1000 W WASHINGTON B CHI HOSPITALTY MGMT HODGES WEST END PRC 26GSD083053LT Municipality Verified 8/28/2026
15-29-300-029-1086 20260801659773 22 5 WOLF RD # K22 WE METKO SCHAEFER WALSH 26GNW357519C5 Closing Completed /28/2026
17-08-448-012-1073 2026080165716 909 W WASHINGTON BL ZEENATH ASMA, AS TRU LUKE 26g5t230725sk Municipality Verified ~ 8/28/2026
06-14-417-036 20260802252302 175 W BRUSH HILL RD, L ANDRIY HERHA AND DI4 SESSA AKA IGANAZIO SE 26CNE3T0002GY Closing Completed 8/28/2026

Filter

You may also “Filter” the declarations in a sub-tab by selecting the “Filter” link.

. 5,219 . 38,807
Menu  Attention Needed €D History €D Incomplete o

Declarations Needing Attention € Pagelof10s 3| T
Primary PIN Declaration ID Address Buyer Last Name Seller Last Name Escrow # Status Last Activity
31-12-306-039-0000 20260801659367 2023 MACHEATH CRES F GRANDVIEW CAPITAL LL RIVKA LEAH SCHER REVC 26007006GY Declaration Accepted  8/28/2026
17-08-438-006-1037 20260801660127 1000 W WASHINGTON B CHI HOSPITALITY MGMT HODGES WEST END PRC 26G5D083053LT Municipality Verified 8/28/2026

To filter, enter the data (or partial data such as a house number or part of a PIN or name) from any field of the
PTAX-203 and any declarations with the filter criteria will display. For the first example the filter was applied

to the PIN Number “15-36-208-051-0000".

. . 38,807
Menu Attention Needed @D History €D Incomplete o
Declarations Needing Attention € Pagelofl
Primary PIN Declaration ID Address Buyer Last Name Seller Last Name Escrow # Status Last Activity
13-36-208-051-0000 20260801657199 21 N HERBERT RD # | RIv ALEXANDER E. STAPLES » RAPIER 26gco01697sk Declaration Accepted  8/28/2026
€ Pagelofl ¥
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In the second example, the filter was applied using the Declaration ID Number “20260804938543”.

7]

Menu Attention Needed History Incomplete

Declarations Needing Attention { Pagelofl P

Primary PIN Declaration I Address Buyer Last Name Seller Last Mame Escrow # Status Last Activity
12-33-118-003-0000 20260804938543 179 E DEERPATH ROAD L 179 E DEERPATH LLC OLIVAM LLC 26G5A316132T Declaration Accepted 8/28/2026

£ Pagelofl

Notes of filtering:

* Users can type a word or a portion of aword into the filter field to display the condensed list of
declarations containing that word or partial word under any of the column headers.

» Users can type the name of a column header, add an operator (=, <, >, <=, >=, |=), and then type a
value.

* Note, when working with date values users will have to use quotes around the date itself. Last
Activity > ‘5/12/2021’

* Users can combine multiple column filters with the AND and OR keywords between them.
LastActivity > ‘5/12/2021’ AND Balance < 500

* There is a LIKE keyword if the user wants a partial match.
Address LIKE ‘Fullerton’
This keyword can also be used in multiple column filters.
Declaration ID LIKE '2021*' AND Last Activity = ‘6/4/2021’

* Note the * character for a wildcard and the quotes around the search string.
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Understanding the Status of a Declaration

The status of a declaration changes as it advances through the approval stages of the recording process.

¢ Open — saved but not submitted. Declaration is editable.

¢ Declaration Submitted — all required fields have been completed and a Declaration ID is assigned by
MyDec. Declaration is editable.

o Declaration Accepted — by the preparer or settlement agency responsible for closing the transaction.
Declaration is editable.

e Closing Completed — in the Recorder’s queue for review. This step can occur after the closing meeting
with the buyers/sellers and before presenting documents to the Recorder. Declaration is no longer
editable.

o County Verified — Recorder may “Verify” or “Reject” depending on circumstances
o Rejected —requires correction by the closing entity or preparer.
o Deed Recorded — indicates that transaction has been recorded by the County.
o Assessor Review — the deed has been recorded, and the information has been sent to the County
Assessor.

MyDec PTAX-203 Flow Chart

' N
State/County stamp affixed, and
User creates new declaration deed recorded Assessor Review
Open Status Deed Recorded
\ Y, N / Wy

County review includes verifying or
rejecting for corrections

Verified or Rejected

User edits and submits declaration
Declaration Submitted

User will ‘close’ the declaration by

Declaration accepted by User responsible attesting to accuracy
for Closing Closing Completed - the step for closing
Declaration Accepted - declaration can declaration can occur after the meeting
be printed prior to closing, if with buyers/sellers with any required
necessary, to obtain physical changes made before closing declaration
signatures / in MyDec Y,
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Data Enter a PTAX-203 Real Estate Transfer Declaration

To perform data entry, select “Add a new declaration” found on the MyDec home page.

Menu  Attention Needed ° History 2 Incomplete o

(=] Declarations B Submissions [d] Messages
Access declarations. Search for a submitted request. View messages |'ve received from the agency.
[> ik:l:laf\e‘«.-DecIarat'O”] » Search Submissions » View Messages

> Search for Declaration

s= Other

Access other online options.

> Invite a Mew User

Enter the required information, beginning with the County.

The lllinois Department of Revenue receives a data file from the County Assessor which contains address
and other relevant information related to all the active PINs in the County. When you enter the PIN number,
MyDec verifies that the PIN entered is valid and will prepopulate the Address, City, Zip and Township fields.

O Add Declaration

New Property Tax Transfer Declaration

Begin by entering the following information for the primary property on this declaration. Additional PINs may be added to the declaration later in the process.

Update the property address for this PIN @]

01-01-412-031-0000

r
[
=]
w
[

=1

x
Split Parce!? ANTIOCH Antioch 60002-0000

Yes Mo
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Mark the proper “Split Parcel” indicator.

) b
Split Parcel?

Yes No

If you need to update the address, click the “Update the property address for this PIN” checkbox.

Add Declaration Exempt Transfer

New Property Tax Transfer Declaration

Begin by entering the following information for the primary property on this declaration. Additional PINs may be added to the declaration later in the process.

R Update the property address for this PIN @]
Lake v
Street address of property (or 911 address, if available)
PIN

43197 N LAKESIDE DR
01-01-412-031-0000 . ) _ ; .
City or village ownship ZIP

Split Parcel? ANTIOCH Antioch 60002-0000

When all the required fields are populated, click the “Continue” button.

Add Declaration Exempt Transfer

New Property Tax Transfer Declaration

Begin by entering the following information for the primary property on this declaration. Additional PINs may be added to the declaration later in the process.

County

Update the property address for this PIN @l

Lake i

Street address of property (or 911 addres

PIN 43197 N LAKESIDE DR
01-01-412-031-0000

City or village Township ZIP

Split Parcel? ANTIOCH Antioch 60002-0000
Yes No

enter the PIN. If the PIN is correct but the address is incorrect, please check the box to update the property address.

(D Please review the Primary PIN and Address for accuracy. This PIN may not be changed after you select ‘Continue’ on the Exempt Transfer tab. If you note the Address is incorrect, please re- ‘

Continue ’
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You will be taken to the “Exempt Transfer” screen. The selection defaults to “Transfer is not exempt.”
After the appropriate selection is made, click “Continue”.

Add Declaration Exempt Transfer

Exempt Transfer

Select any exemptions that pertain to the State by selecting the appropriate reason. Selecting an exemption for a specific gowemment agency will sutomatically adpust your trarefer taes for
that agency.

Mote that yau can only select one exenpt reasan for State. The letters [sted correlate to each government agency’s specific ardinances.

Click here for Enks to government agencies, regulations, ordinances, forms, and ather key information pertaining to Real Property Transfers.

@ Please review your sedection for accuracy. Once you dick the ‘Continee’ button this page will not be shown again. However, if you later find you have not selected the comect
exemption, you may make changes on the ‘Exempt Transfer' tab of the applicable form

State Exempt -
@ Transfer & not exempt

I ':::' Deeds representing real estate transfers made before Jaruary 1, 1968, but recorded after that date and trust documents executed before Januany 1, 1586, but recorded after that
date.

B Transfers (incuding deeds ar trust doouments) imealing:

L :' Governmental Body.

() Corporation, saciety, arganization, foundation, ar instiution organized and operated exchusiely for charitable, religicus, or educational purposes.
[ L :' Transfers inwhich the deed, assigriment, or other nstrument of transfer secures debt ar other obligations.

D | Transfers inwhich the deed, assigrment, or other instrument of transfer, without additioral corsideration, canfirmes, corrects, madifies, or supplements a deed, assipnment, or other
nstrument of transfer previcusly recorded or delivered

L L :' Transfers inwhich the transder is kess than $100.
F () Transfer in which the deed is a tax deed
G L :' Transfer in which the deed, assignment, ar other irstrument of transfer releases property which secures debt or other oblgations

H () Transfers in which the deed is 2 desd of parfition; pravided, however, that i a party recefves a share greater than its undivided interest in the real praperty, then such party shall be
atde for tax computed upon any consideration paid for the eocess.

() Transfers made pursuant to a confirmed plan of reorganization a5 provided under section 1146 {c) of Chapter 11 of the U.S. Banknsptcy Code of 1578, as amended.

] () Transfers from a wholly owned subsidiary corporation fo its parent for no consideration other than the cancellation or surrender of the subsidiary's stock or transfers from a parent
corparation to its wholly caned subsidiany for no consideration other than the ssuance or defivery to the parent of the subsidiary’s stock

K |/ Deeds when thens i an actual exchange of real estate and trust documents when there is an actual exchange of benefidal interests, except that money difference or money's worth
paid from ane to the other is not exempt from the tac These deeds or trust documents, however, shall not be exempt from filing declaration

L () Tranasfers in which the deed is imswad ta the morgages or secured creditar wha inftially filed the forecdosure proceeding or threatened ta bring foreclosune procssding jwhen the
desd & transferred in Beu of foreclosure)

Mo :' M deed or trust document related to the purchase of @ principal residence by a participant in the program awthorized by the Home Ownership Made Exsy (HOME) Act, except

that those desds and trust documents shall not be exemgpt fram fiing the declaration.
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Step 1A of the PTAX-203 will display for continued data entry. Complete the appropriate fields as
necessary on the PTAX-203 Form. You will progress through the online form in the same order as
the paper form. An asterisk indicates that entry is required in a field. Select “Next when all required

fields have been completed.

Dieclaration ID: 20260904 555392

Do s e ul P
Frimuarg Fif

S1E e S e B Oy S

PTAX-203 - llinois FBeal Estate Transfer Dedaration

L = L -

Step 1: Identify the Property and Sale Infonmeation

iemdad Lice

Suvs Dasfr Caretil
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When completing the Cook County or City of Chicago forms (or both), the preparer should work
the forms left to right. The State Form will populate fields on subsequent forms. If it is a State
exempt form but the County or City forms are still required, the County form should be completed
first and then the City form.

When a PTAX-203-B is required, it will replace Step 2 of the PTAX-203.

Saving

You can save your progress at any time and either continue with your data entry or finish it later. You
Cannot submit the declaration until all required fields are completed.

To save, select the “Save Draft” button in the lower-left corner.

Sawve Draft Cancel

A confirmation screen will appear asking if you want to save what you have entered to that point.

Save Submission @ x

Save Progress?
Your Declaration is not being submitted to the department. If you wish to submit your request to
the department for processing, you must complete and elect to "Submit™ the request,

Select “OK” and you will receive an additional confirmation screen. If you select “Continue Editing”,
you will be taken to where you left off prior to saving.

Confirmation

Confirmation

You have successfully saved your Dedlaration, but it has not been submitted. If you wish to submit your Declaration to the Department for processing, you must go back into the saved file
and elect to 'Submit’ the Declaration

Your confirmation number is 0-632-971-248.

Request saved on: 9/2/2026 10:59:48 AM [Central Time)

Request type: Property Tax Ceclaration

‘Yau may print this page for your records, but the record of this request will alse remain in your account.

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

Continue Editing

Finish Later

Printable Confirmation
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If you select “Finish Later”, the declaration can be accessed inthe “Incomplete” tab.

Menu  Attention Needed o History 24 Incomplete o
[=] Declarations B Submissions L1l Messages
Access declarations, Search for a submitted request. View messages |'ve received from the agency.
> Add a New Declaration > Search Submissions > View Messages

¥ Search for Declaration

8= Other

Access other online options

¥ Invite a New User

It is at this point that an unneeded declaration may be deleted. After selecting the confirmation
number in the “Incomplete” tab, you are presented with two options, “Continue Editing” and “Delete”.
Continue Editing allows you to continue data entry on the declaration and “Delete” will delete the
declaration from the system.

Property Tax Declaration Saved > Continue Editing
Confirmation # * Delete
LAW FIRM 0-632-971-248
<FEIN Number> Saved 9/2/2026 10:59:45 AM by Test User

Continue Data Entry

Progress through the fields completing all required fields. Select “Next” after all required fields are
completed for a step, to continue to the next step.
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Update Address

You have another opportunity to update the address by selecting the “Update the property address for
this PIN” checkbox.

Step 1: Identify the Property and Sale Information

1 Strest address of property (or 971 address, if available Gity or village

43197 N LAKESIDE DR ANTIOCH 60002-0000

Antioch Lake Update the property address for this PIN
01-01-412-031-0000 2500 5q. Feet A No

Additional PINs

If more than one parcel was transferred and you need to add additional PIN numbers, select the
“Click to addPINs” button.

3 Enter additional parcel identifying numbers and lot sizes or acreage.

Oick to add PINs

A popup window allows you to add additional PINs. The system does check additional PINs against
the PIN file provided to the Department to verify that they are valid

PIN and Acreage @ x
Property index number (FiN) Lot size or acreage Unit Split Parcel?
*. | 10-36-301-006-0000 2 Acres m A

The “Total number of parcels to be transferred” box will be updated by the system.
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Type of Instrument (Deed Type)

5 Type of instrurment

| VI

Administrator's Deed
Eeneficial interest
Cemetery Deed

7 Commissioner's Deed
Conservator's Deed
Corrective Deed
Court Officer's Deed

Ceed in lieu of Foreclosure

Dt T +

You can narrow the results in the “Type of instrument” drop-down by typing the first letter of the type of
deed that you are looking for, forinstance, typing a“W”.

If “Other” is selected, then a text field appears that requires an entry.

5 Type of instrument Specify

| Othed v
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Significant Physical Changes to the Property

In Step 1B, number 9, if a selection other than “No changes” is made, the “Date of the significant change” is
required.

PTAX-203 - lllinois Real Estate Transfer Declaration Instructions

Step 1: Identify the Property and Sale Information, Continued
9 Identify any significant physical changes in the property since January 1 of the previous year and enter the date of the change.

= ® *
Mo changes Demalition/damage Additions

* * %
Major remaodeling New construction Other speify

Date of significant change

ltems That Apply to This Sale

Select only the items that apply to the sale.

10 Identify only the items that apply to this sale,

Fulfillment of installment contract Buyer is a pension fund

: initi 3 i .
=ar contract initiated Buyer is an adjacent property owner

Buyer is exercising an option to purchase
Sale between related individuals or corporate affiliates

Trade of property (simultaneous)
Transfer of less than 100 percent interest

Sale-leaseback
Court-ordered sale

Other
Sale in lieu of foreclosure
specify:
Condemnation
Short sale Homestead exemptions on most recent tax bill:
Bank REQ (real estate owned) General/Altemative
0.00
Auction sale
Senior Citizens
Seller/buyer is a relocation company 0.00
Seller/buyer is a financial institution or govemment agency senior Citizens Assessmant Fresze
0.00

Buyer is a real estate investment trust
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Transfer Tax Calculation

Enter the Full Consideration on line 11 and the transfer tax will be calculated.

Step 2: Calculate the Amount of Transfer Tax Due.

Mote: REound Lines 11 through 18 to the nest highest whole dollar. [f the amount on Line 11 is over £1 million and the property’s ourrent use on Line 8 is marked %2 *1" "g." *h or 'k
complete Form PTAX-203-4, llinois Real Estate Transfer Declaration Supplemental Form A If you are recaording a beneficial interest transfer, do not complete this step. Complete Farm PTAX
203-B, Wirois Resl Estate Transfer Dedaration Supplemental Farm B.

11

. . %
5 persanal praperty included in the full actual consideration?
L
L] Yes
L Mo

12  a. Amount of personal propenty induded in the purchass

0.00
\ . L
b 'Was the value of a mobile home indueded on Line 12a?
() Yes
Mo
13 Subtrac L
0100
14 Amount for other real praperty transtemed to the seller (in a simulaneous exchanga) as pan of the tull actual conskderation on Ling 11

0.00

1%  Outstanding mortgags amewnt to which the branstered raal propety remains subject

000

16 f this transfer is exempt, identify the prowvision.

D::
O«
O

0,00
18
0,00
19 ok 12
0uda
20 County tax stamps rrecftiphy Lires 1B by 025
0.00
21 AsdL 2
0,00

If the transaction is an Exempt “B” or “K”, the applicable exemption must be selected on the “ExemptTransfer”
sub-tab for the form to calculate the appropriate transfer tax due.
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) Transfer & mot esempt

J Transactions of 50.0% or bess of a controlling interest in a real estate entity as exsting in 35 ILCS 200031 -5, paragraph 3

=

B @ Desds to or trust documents relating to (1) property acquinsd b overnmental body or from any governmental body. {21 property or

operty acquired by or from a

gavernmental bodies, ar (3}

foredasure praceeding, shall not be exempt from filing the declaration

[ |_) Desds or trust documents that secure debit or other obligation

or educational punpases. However, deeds or trust documents, ather than those in which the Administrator of Veterans” Affairs of the United

0.00

| Deeds representing real estate transfers made befare Jarmary 1, 1968, but recorded after that date and trust documents executed bedore, January 1, 1986, but recorded after that

mterests transfemed betwesn
oration, society, assaciation, foundation or institution organized and operasted exclusneely for charitabie, religious

States is the grantee pursuant to a

14  Amount Sor othes real property banstered to the seller (in a simul@neous eawchange) as pan of thi tull actual conskderation on Ling 11

0.00

1%  Outstanding mortgags amewnt to which the branstered raal propety remains subject

000

16 f this transfer is exempt, identify the prowvision.
O
O m

000

Personal Property

If personal property was included in the sale, it can be entered by selecting “Yes” for the second part of

line 11. Then click on the “Edit list of personal property” button that appears.

11  Full actual consideration

150,000.00

Is personal property included in the full actual consideration?
@ Yes

.:. No

12 & Amount of personal property included in the purchase
0.00

Edit list of personal property
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Enter the required information and select “OK”.

Personal Property @ X

Description of ltem Value Type of Property
[[J| x| TRACTOR 500.00 | Tangible
<]
[ X | LAWN MOWER 200.00 | (EAeS v

Personal Property Total: $700.00

cance' ﬁ

The form will be recalculated taking personal property into account.

Step 2: Calculate the Amount of Transfer Tax Due.

rerty’s current use on Line 8 is marked “e.” “£° "g.” “h" L or "k

Mote: Round Lines 11 thraugh 18 to the next highest whole dollar. If the amaunt on Line 11 is over £1 milicn and the pn
camplete Ferm FTAX-203-A llincis Real Estate Transfer Declaration Supglemental Form A I you are recarding a bensfici
203-B, Wincis Real Estate Transfer Declk

terest trarsfier, do ot comglete this step. Complete Farm PTAX

n Supplemental Farm B,

ikl Full actual considaeraton

15000000

iz persanal praperty nchluded in the full actual corsikderation?

@ ves

2 Mo

12  a Amount of perscnal proparty incdissed in the purchass

TO0.00

Edit list of personal property
*

b Wwas the wabue af a mobile home incleded on Line 12a7
) ves
(@)™
1%  Subtract Ling 123 from Line
149,300.00

14  Amount for othes real propeny anstered to the seller (in a smulfaneous eechanga} as pan of the full actual consideation on Ling 11

Qoo

1%  Outstanding morigags amount o which the branstered raal progperty remains subject
0.00

16  If this transfer is exempt. identify the prowis

e
O«
O] m

7 Subiract Linas 14 a 15 & Line
149, 300.00

18 Divicle Lime 17 by & Aoursd tha result to e e highest w s [C 61002 rowsnds to &2
29900

% = - z

140.50

20 Coundty tax stamps e iigly Lins: 18 by 025
TATS

21 £ Ling S and 200 T E
224 75
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PTAX-203-A and PTAX-203-B

MyDec knows if a PTAX-203-A or PTAX-203-B is required based on what is entered. A sub-tab for either will
appear when needed.

203-A: On the 203, line 11 is over $1,000,000 AND line 8 has the property’s current use marked

“Apartment building (over 6 units)”, “Office”, “Retail establishment”, “Commercial building”, “Industrial
building” or “Other”.

203-B: “Beneficial Interest” must be selected as the Type of Instrument on Line 5 of the PTAX-203 for
the 203-B to be available for dataentry

Legal Description

The Legal Description field is required. You can copy and paste, and the field will expand to
accommodate any length of text.

Step 3: Enter the Legal Description from the Deed
Mote: The legal description must be included when presenting the deed for recording as required by the County.

LEGAL DESCRIPTION

Save Draft Cancel < Previous

Seller, Buyer, and Preparer Information

Enter the seller’s first and last name. If it is a married couple with the same last name, you can enter both first
names in the “Seller’s first name/middle initial” field. Additional sellers will be entered by clicking the button at
the bottom of the section.
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Seller Information

- marsa f e & - & -
UsA v
" " ¥
- LR Ry * o+ o~ . k - JA. :
el a. 2 phoi LTSI £
~ & _ e
Qick here to enter additional sellers

IL e

Help

If a Seller's Agent is listed, click the checkbox, and enter the information. If not, do not check the box and
leave it blank.

Seller's Agent Information

Check the box if Seller's agent

Validate the address against the USPS address file by selecting the “Validate Address” button.

Seller Information

Help
0
JOHN F. DOE UsA v Address not
validated

C::_;:-i' on or trustee's name (if not i— :e:"s.:'_s'. numiber (if applicable - not am 55N o R ) Address not validated

101 W. JEFFERSON ST.
217-111-111 v

SPRINGFIELD IL

v 62702-0000
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If the address is outside of the U.S., select the country from the drop-down list.

Usa d

TURKEY

TURKMEMISTAM

TURKS AND CAICOS ISLAMDS
TUVALL

UGAMNDA

UKRAIME

UMITED ARAB EMIRATES
UNITED KINGDOM

URUGUAY

LIS RAIBIE Ol I RS TS0 A RIS

The Buyer’s Information is entered, the address validated, and additional buyers are added same as the
Seller’s Information was above.

Buyer Information Help

Click here to enter additional buyers IL v

If a Buyer’s Agent is listed, click the checkbox, and enter the information. If not, do not check the box and
leave it blank.

Buyer's Agent Information

Dtheck the box if Buyer's agent
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The “Mail tax bill to” fields will be prepopulated with the buyer’s information. If the tax bill should go to

someone else, click the “Buyer has a different mailing address for tax documents” checkbox and make the
changes.

If the tax bill should go to someone else, click the “Buyer has a different mailing address for tax documents”
checkbox and make the changes.

Mail Tax Bill To:

E Buyer has a different mailing address for tax documents.

Overridden
USA v
JANE F. DOE
101 W. EDWARDS ST,
SPRINGFIELD IL v 62702-0000

The Preparer Information will be auto populated based on the preparer’s user profile. Check the attestation.
Then select “Next”

Preparer Information

¥
Under penalties of perjury, | state that | have examined the information contained on this document, and, to the best of my knowledge, it is true, correct, and complete.

Prenarer’s and Compamy's Name Courntn
eparer's and Company’s Mame try

TEST USER - LAW FIRM UsA A4 Address not 0
validated
217-622-7675 S s
<email address of user> i s ze
SPRINGFIELD IL h 62702-0000
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Submit the Declaration

All the required fields are completed you can submit the declaration. Submitting the declaration generates
the MyDec Declaration ID Number, and the declaration is now ready to be accepted by the closing agent. To
submit, select the “Submit” button in the lower right corner.

1A Step 1B Step 2 Step 3 Step 4 Confirm Submission

Confirm Submission

Ready to submit this Declaration?
Review all Declaration information for accuracy.

Ifyou are ready to submit, enter the information below and click "Submit’, otherwise click ‘Cancel’ to edit your entries.

Submitting this Declaration will allow you or another user, if utilized (attorney, title company, or other settlement agent), to "Accept’ and 'Close’ the transaction

Save Draft Cancel < Previous E—

After submission, you will find the declaration in the “Attention Needed” tab on the MyDec home screen.

Menu [ Attention Needed 2 History o Incomplete o
Declarations Needing Attention T T 0260904340907 X
Primary PIN Declaration 1D Address Buyer Last Name Seller Last Name Escrow # Status Last Activity
01-01-412-031-000 20260904940807 43197 N LAKESIDE DR AN JOMES DOE Declaration Submitted  9/2/2026

Upon submission, MyDec assigns a 14-digit Declaration ID Number, which is a unique identifier in the MyDec
system.

Menu  Attention Needed 2 History o Incomplete o
Declarations Needing Attention = T 0060904340907 X
Primary PIN Declaration 1D Address Buyer Last Name Seller Last Name Escrow # Status Last Activity
01-01-412-031-00§ 20260904540907 J 43197 N LAKESIDE DR AN JOMES DOE Declaration Submitted  9/2/2026
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Accepting a Declaration

Once submitted, the next step is to “Accept” the declaration. The entity who “Accepts” the declaration is
typically the closing agent, such as a settlement agency, or, if your firm is going to complete the closing and
record the documentation, you would accept it yourself.

If an entity other than your firm will be closing and recording the declaration, they must be given the 14-digit
declaration ID number and the status MUST be at “Declaration Submitted” for them to locate the
declaration in MyDec.

To search, the closing entity will select the “Search for Declaration” tab on the MyDec home screen.

Menu Attention Needed 2 History o Incomplete o

[=] Declarations B Submissions LJ] Messages
Access declarations., Search for a submitted request, View messages I've received from the agency.
> Add a Mew Declaration > Search Subrmissions > View Messages

[> Search for Declaration ]

i= Other

Access ather online options.

¥ Invite a New User

Then enter the Declaration ID Number and select the Status from the drop-down arrow. Then select “Search”.

Search

202600049400907 Declaration Submitted e Search

Declaration Search =

Primary PIN Declaration 1D Address Buyer Last Name Seller Last Mame Escrow # Status

01-01-412-031-0000 20260904340507 43157 N LAKESIDE DR ANTIC JOMES DOE Declaration Submitte

IDOR-PT1 (R-09/26) Page 55 of 62



Available Actions

Upon submission, the available actions are updated to reflect only the actions available for this
declaration at the current status (Declaration Submitted):

1. Accept Declaration. Allows the closing agent to accept the declaration.

2. Change Declaration. Enables the user to update data previously entered.

3. Printable copy of Declaration. Opens a PDF version of the PTAX-203 which can be saved or printed.
4. Return to Summary. Returns the user to the “Search” screen.

Declaration ID: 20260904940907 Actions

Status Declaration Submitted Accept Declaration

Document No. Not Recorded Change Declaration

Primary PIN 01-01-412-031-0000 Printable Copy of Dedlaration

State/County Stamp Mot lssued Return to Summary

Once the declaration is open, and no changes are needed, the closing entity may “Accept” the declaration
by selecting “Accept Declaration” in the top right corner. MyDec provides an opportunity to enter an escrow
number if one is available. Select “Next” to accept the declaration.

Accept Declaration

The Declaration is ready for acceptance

Review all Declaration information for accuracy.

Declaration ID 20260904940907
Primary PIN 01-01-412-031-0000
If you are ready to accept this Declaration, click Submit’. You may make changes to the Dedaration once accepted and prior to closing,

Cancel | Next »

The declaration now has a status of “Declaration Accepted”.

Declaration |1D: 20260904940907 Actions

Status Declaration Accepted Complete Closing
Document Mo. Not Recorded Change Declaration

Primary PIN 01-01-412-031-0000 Release Declaration
State/County Stamp Mot Issued Printable Copy of Declaration

Return to Summary
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Upon submission, the Actions available are updated to reflect only the actions available for this
declaration at the current status (Declaration Accepted):

1. Complete Closing. Allows the closing agent to complete the closing and send the declaration to the
County Recorder.

Change Declaration. Enables the user to update data previously entered.

Release Declaration. Allows the declaration to be sent back to the original preparer.

Printable copy of Declaration. Opens a PDF version of the PTAX-203 which can be saved or printed.
Return to Summary. Returns the user to the Customer Summary.

aRrwN
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Closing a Declaration

If no additional changes are needed and the closing day arrives, the declaration is ready to be closed.
Once the declaration is open and ready to be closed, select “Complete Closing” in the upper right corner.

Declaration 1D: 20260904940907 Actions

Status Declaration Accepted
Document No. Mot Recorded Change Declaration

Primary PIN 01-01-412-031-0000 Release Declaration
State/County Stamp Mot Issued Printable Copy of Declaration

Return to Summary

Select the date of the instrument, enter an Escrow number if applicable, mark the Seller and Buyer
Attestations, and click “Submit”.
Closing Completed

LAW FIRM
36-2234567

Closing Completed

The Declaration has been completed and is ready to be closed.

Review all Declaration information for acouracy. If you are ready to close this Declaration, confirm the Date of Instrument, complete the Seller and Buyer Attestation, and click “Submnit”,
Declaration ID 20260804840907

Primary PIN 01-01-412-031-0000

Date of Instrument

3/10/2026

Escrow mumber (if applicable)

The buyer and seller {or their agents) hereby verify that to the best of their knowledge and belief, the full actual consideration and facts stated in this declaration are true and correct. If this
transaction involves any real estate located in Cook County, the buyer and seller {or their agents) hereby verify that to the best of their knowledge, the name of the buyer shown on the deed or
assignment of beneficial interest in a land trust is either a natural person, an lllincis corporation or foreign comporation authorized to do business or acquire and hold title to real estate in
lllinais, & partnership authorized to do business or acquire and hold title to real estate in lllinois, or other entity recognized as a person and authorized to do business or acquire and hold title
to real estate under the laws of the State of lllinois, Any person who willfully falsifies or omits any information reguired in this declaration shall be guilty of a Class B misdemeanor for the first
offense and a Class A misdemeanor for subsequent offenses, Any person who knowingly submits a false statement conceming the identity of a grantee shall be guilty of a Class C misdemeanor
for the first offense and of a Class A misdemeanor for subsequent offenses,

Seller Attestation Buyer Attestation
Under penalties of perjury, | state that | have examined the information Under penalties of perjury, | state that | have examined the information
contained on this document, and, to the best of my knowledae, it is trug, contained on this document, and, to the best of my knowledge, it is trug,
correct, and complete. correct, and complete,
JOHN F. DOE BILL JOMES
ca“':EI ¢ ﬁ
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The Declaration now has a status of “Closing Completed” and is ready for recording.

Declaration 1D: 20260904940907 Actions

Status Closing Completed Release to Edit Declaration
Document No. Mot Recorded Printable Copy of Declaration
Primary PIN 01-01-412-031-0000 Return to Summary

State/County Stamp ot Issued
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Release to Edit Declaration

If the recording has not occurred and the declaration is at a status of “Closing Completed”, it may still be
edited by the closing entity. The “Release to Edit” functionality will move the declaration back to a status of
“Declaration Accepted” to allow for editing. Note that after editing, the status must be changed back to
“Closing Completed” prior to recording. It is also important to remember that once it is recorded, the County
must reject the declaration, if editing is necessary.

To make changes to a declaration at the “Closing Complete” status, open the declaration and select “Release
to Edit Declaration” in the Actions area in the upper right corner of the screen.

Declaration ID: 20260904940907 Actions

Status [RE lease to Edit Dec er&t'on]
Document No. Mot Recorded Printable Copy of Dedlaration
Primary PIN 01-01-412-031-0000 Return to Summary

State/County Stamp Mot lssued

IDOR-PT1 (R-09/26) Page 60 of 62



Declaration Rejected

If, after recording, an error is discovered, the County can reject the declaration back to the closing agent. If the
closing agent discovers the error, they must contact the County Recorder and request that the declaration be
rejected. Keep in mind that this will result in the documents being “un-recorded” and potential re-issuance of
the stamps in the case of an incorrect consideration, for example. Once rejected, the declaration will have a
status of “Rejected”. The user may then select “Change Declaration” in the upper right corner to make the

needed changes.

Declaration ID: 20260904940907 Actions

Document No. Mot Recorded Release Declaration

Primary PIN 01-01-412-031-0000 Printable Copy of Declaration

State/County Stamp Mot lssued Return to Summary

After the changes are made, click “Next” for each of the remaining steps of the declaration. Then click

“Submit” to submit the declaration.

o o
14 Step 18 Step 2 Step

Confirm Submission

i)
(=]

Ready to submit your change to this Declaration?
Review all Declaration information for accuracy.

Ifyou are ready to submit click ‘Submit’, otherwise click "Cancel’ to edit your entries

Cancel

Step 4

Confirm Submissicn

¢ Previous Submit
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Recording

After recording, the declaration will move to the “Assessor Review” status. The County’s Document Number
and a unique State/County Stamp ID will display on the declaration.

Declaration 1D: 20260904940907 Actions

Status Assessor Review Printable Copy of Declaration
Document No. 8412304 Return to Summary

Primary PIN 01-01-412-031-0000

Recording Date 97272026 12:00:00 A

State/County Stamp  0-996-061-165

NOTE: The “Assessor Review” status is an electronic process that allows the County Assessor to complete
their work with the PTAX-203 in MyDec, prior to lllinois Department of Revenue action.

\ Help \

When MyDec questions arise, please do not call the County!
Contact the lllinois Department of Revenue at the following email address:

REV.MyDecProject@illinois.gov
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