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When is a PTAX-203, Illinois Real Estate Transfer Declaration, required? 
 

A PTAX-203, Illinois Real Estate Transfer Declaration, is only required for transactions which have a full actual 
consideration of $100 or greater (Line 11). 

 
Exempt B, K, or M must only be entered 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, K, or M, the PTAX-203 is not required for any other type of exemption. 

 
 

MyDec will not allow you to enter paper declarations that do not meet the above conditions, even if the 
Recorder accepted the PTAX-203. If the PTAX-203 is for a transfer under $100 or for an exemption other than 
B, K, or M ($100 or greater), you cannot enter it into MyDec and you do not have to send it to the Illinois 
Department of Revenue. 
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Account Administrator Initial Setup 
The County Assessor will receive an invitation code from the Department of Revenue (Department) via email 
from MyTax Illinois. The Assessor will click on the hyperlink in the email. 

 

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

 
 

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

 
Complete all required fields and click “Next” in the lower right corner. 
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If the proper code was entered, several required fields will appear.

 
 
 

Complete all required fields and click “Next” in the lower right corner. 
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Once the Assessor submits the information required above, the Assessor will advance to next step: 
establishing login info. 

 
 

Complete all required fields and click “Next” in the lower right corner. 
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Once the Assessor submits the information required above, the Assessor will advance to next step: review. 
This allows the Assessor to review the full information that has been entered since clicking the link in the invite 
email. 

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

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

 
 

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

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

 
 
 

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

 

 
Now that the Assessor has submitted the form, an email will be sent to the email address entered during the 
“login info” step. The email will contain a link to the login screen for the Assessor’s new MyDec account. 

<emai l  addre ss of user> 
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Retrieve the new email. The Assessor 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. 

 
 

The Assessor will enter their username and password and click on the “Log in” button. 
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The Assessor has now logged into their MyDec account. Upon the first log in, the Assessor will be able to set 
up two-step verif ication to protect their MyDec account. 

 

 
The Assessor will choose the method of two-step verification and click on the hyperlink available for that type: 

• Authentication App “Set Up” link – follow the instructions on screen and click “Save” in the lower right 
corner. 
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• Text Message “Add Phone” link – enter the required information and click “Save” in the lower right 
corner. 

 
• Email “Add Email” link – enter the required information and click “Save” in the lower right corner. 

 
 

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

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

 

<County Name> 

City, IL 12345-6789 

 
FEIN # 
Street Address 
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FEIN # 
Street Address 
City, IL 12345-6789 

<County Name> 

Inviting New Users (Administrators Only) 

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

<County Name> 

<County Name> 

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

 

 
Click “Submit” on the next page. 

 

FEIN # 

<County Name> 

<County Name> 
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<emai l  addre ss of user> 

  <emai l  addre ss of user>  

<County Name> 

Enter your password and click “Ok”. 
 

 
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 Assessor’s MyDec 
account. 

 
NOTE: The difference between an Administrative and Standard User is that an Administrator can invite new 
users, cease access for users and change access type for users. It is recommended that each County have 
more than one Administrator. 
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Invited User Setup 

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

 

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

 



IDOR-PT2 (N-08/21) Page 17 of 102 
 

Select “I have an Invite Code”. 
 

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

 

 
Select “Next”.  
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If the proper code was entered, several required fields will appear. 
 

 
 
 

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

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

 
 

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

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

 
 
 

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

 

 
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. 

<emai l  addre ss of user> 
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Retrieve the new email. The user will click on the link in the email and the system will direct them to the home 
screen of MyDec, where log in to the new account can be completed. 

 

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

 



IDOR-PT2 (N-08/21) Page 22 of 102 
 

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

 

 
The user will choose the method of two-step verification and click on the hyperlink available for that type: 

• Authentication App “Set Up” link – follow the instructions on screen and click “Save” in the lower right 
corner. 
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• Text Message “Add Phone” link – enter the required information and click “Save” in the lower right 
corner. 

 
• Email “Add Email” link – enter the required information and click “Save” in the lower right corner. 

 
 

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

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

 

 
 
 

 

FEIN # 
Street Address 
City, IL 12345-6789 

<County Name> 
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<County Name> 
FEIN # 
Street Address 
City, IL 12345-6789 

Editing Users (Administrators Only) 
 

To manage your users, click on “Manage My Profile” in the upper right corner. 
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<email address of user> 

<County Name> 

Select the “More” tab. 

 
 

Click “Manage Additional Logons” in the “Other Users” box. 

<email address of user> 

<County Name> 

<email address of user> 
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<email address of user> 
 

<email address of user> 

Click on the user’s name that you want to edit. 
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<County Name> <FEIN #>  

<email address of user> 

Deactivate Access 
 

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

 
Select “Yes” to deactivate. 

 
 

The deactivated user is now grayed out. 
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<email address of user> 

<County Name> <FEIN #>  

<email address of user> 
 

<email address of user> 

Reactivate Access 
 

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

 
Select “Yes” to reactivate. 

 

 

The reactivated user is now blue again. 
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<email address of user> 

<County Name> <FEIN #>  

<email address of user> 

Assigning or Re-Assigning User Roles 
 

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

 
Then select the appropriate access type. 

 

 
Click “Save” after choosing the appropriate access type. 

 
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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<County Name> 
FEIN # 
Street Address 
City, IL 12345-6789 

Editing Your Profile 
 

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

 
Select the “Change Additional Attributes” link in the “Profile” box to update your information. 

 

<email address of user> 

<phone number of user> 

<email address of user> 

<County Name> 
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Editing is allowed on all f ields. 
 

 
 
 
 
To turn off email notif ications, select “No”. 
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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 
individual 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. This feature is not active for the 
Assessor Access module. 

 
 

Be sure to select the “Ok” button in the lower right corner to save any changes that you make. 
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FEIN # 
Street Address 
City, IL 12345-6789 

1 

3 

4 
 

2 

<County Name> 

An Overview of the Customer Summary 

When you first log in, you are taken to your “Customer Summary” screen, “Menu” tab. The boxes that are 
visible (Declarations, Reporting, Submissions, etc.) provide links to common actions that are performed in a 
MyDec account. 

 

 
1. Manage My Profile. Selecting “Manage My Profile” allows you to update your personal user information 

and allows Administrators to cease or change access types for county users. 
2. The boxes section of the screen will display any actions that are available to you depending on the tab 

you are on and the type of access you have. 
a. Declarations – add a recorded declaration or search for declarations 
b. Reporting – available to Administrators only and utilized for creating reports based on selected 

criteria. 
c. Submissions – search submissions for any requests you have submitted. 
d. Messages – your “inbox” for messages from IDOR regarding the MyDec system. 
e. Other – additional online options tailored to the access type of your logon. 

3. Tabs. The tabs organize actions related to the processing of declarations: 
a. Attention Needed Tab – Lists all declarations that have been recorded or submitted after data 

entry. 
b. Finalized – Lists all declarations that have assessment information completed for them which 

are finalized. 
c. Not Yet Finalized – Lists all declarations that have assessment information completed for them 

but are not yet f inalized. 
4. Filter. The filter allows you to narrow the various lists or search results based on information entered. 
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FEIN # 
Street Address 
City, IL 12345-6789 

<County Name> 

<County Name> 

Search, Sort, and Filter 
 

Search 
 

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

 
Enter the Primary PIN and click “Search”. 
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<County Name> 

Or enter the Document Number and click “Search”. 
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<Township 
# and Name 
per entry> 

 
 

<Township 
# and Name 
per entry> 

<Township 
# and Name 
per entry> 

 
 

<Township 
# and Name 
per entry> 

<Township 
# and Name 
per entry> 

 
 

<Township 
# and Name 
per entry> 

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. 

 

 
And a third click on the heading takes it back to its original sort order. 
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<Township 
# and Name 
per entry> 

 
 

<Township 
# and Name 
per entry> 

 
<Township 
# and Name 
per entry> 

 
<Township 
# and Name 
per entry> 

Filter 
 

You may also “Filter” the declarations in a tab by selecting the “Filter” icon. 
 

 
 

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 
using the word “Marcy” (typed in the filter f ield and hitting enter). 

 

 
 

In the second example, the filter was applied using “Ottawa” with 3 results. 
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<Township 
# and Name 
per entry> 

 
 

<Township 
# and Name 
per entry> 

The filter for the last example was applied using “2021” with 5 results. 
 

 
Notes on filtering: 

 
• Users can type a word or a portion of a word into the filter f ield 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. 

Recorded > ‘5/12/2014’ 
• Users can combine multiple column filters with the AND and OR keywords between them. 

Recorded > ‘5/12/2014’ AND Balance < 500 
• There is a LIKE keyword if the user wants a partial match. 

Address LIKE ‘Ottawa’ 
This keyword can also be used in multiple column filters. 
Document ID LIKE '2014*' AND Recorded = ‘6/4/2014’ 

• Note the * character for a wildcard and the quotes around the search string 
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User creates new declaration 
Open Status 

Stat  ounty stamp affixed and deed 
recorded 

Deed Recorded 
Assessor Review 

User edits and submits declaration 
Declaration Submitted 

County review includes verifying or 
rejecting for corrections 

Verified or Rejected 

 
User responsible for Closing 

Declaration Accepted - declaration can 
be printed prior to closing, if necessary, 

to obtain physical signatures 

User will ‘close’ the declaration by 
attesting to accuracy 

Closing Completed - the step for closing 
declaration can occur after the meeting 
with buyers/sellers with any required 

changes made before closing declaration 
in MyDec 

 
Declaration accepted by 
 
 
 

 

 

e/C 

Understanding the Status of a Declaration 
 

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

o Open – saved but not submitted. Declaration is editable. 
o 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. 
o 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, but the closing agent has the ability to “Release to Edit” the declaration. This will put the 
declaration in the Declaration Accepted status and it will be editable. 

o County Verif ied – 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 transaction is complete and the PTAX-203 is awaiting data entry or assessment 

information to be entered by the Assessor. 
 

MyDec PTAX-203 Flow Chart 
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Post recording - declaration is 
in 'Assessor Review ' status 

After correction, Assessor will 
'Finalize Assessment' 

Non-MyDec declaration can be 
entered 
 

Assessor can release MyDec 
declarations to Recorder for 
major corrections such as an 

incorrect consideration 

MyDec declarations require 
entry of assessment info only 

Assessor can save for later 
changes or 'Finalize 

Assessment' 

 
 

MyDec PTAX-203 Flow Chart for Assessor 
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FEIN # 
Street Address 
City, IL 12345-6789 

<County Name> 

Non-MyDec Counties 
 

This section is for Counties in which the County Clerk or Recorder does 
not offer MyDec. If your County Clerk or Recorder offers MyDec, 
proceed to the MyDec Counties Section that begins on page 48. 

 
 

Your Customer Summary Screen 
 

When you first log in, you are taken to your “Customer Summary” screen, “Menu” tab, with action boxes based 
on your access type. There are additional tabs available that will allow you to take action on Declarations that 
have already been submitted. Click on the “Attention Needed” tab. 

 
As a non-MyDec County, your “Attention Needed” tab will contain Declarations that have been data-entered 
and submitted, but the Assessment Information has not yet been updated. If there are none needing attention, 
the tab will show “ ”. 
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Add a Recorded Declaration 
 

Before starting data entry, verify that the PTAX-203 is complete and that it is not an exempt 
transaction other than “b”, “k”, or “m”. If it is an exempt transaction other than “b”, “k”, or “m”, 
a PTAX-203 is not required by the Department and you will not be able to enter it into MyDec. 

 
 

To perform data entry, select “Add Recorded Declaration” found under the “Menu” tab, “Declarations” action 
box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FEIN # 
Street Address 
City, IL 12345-6789 

<County Name> 
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<County Name> 

<County Name> 

Enter the required information, beginning with the Document number. 
 

If the Department is receiving a PIN file from you or your vendor, the system will verify that the PIN entered is 
valid against the PIN file and populate the address for you. 

 
 

Note: If you need to update the address, there will be an option on the declaration prior to it being finalized. 
Please see the “Updating Addresses on Declarations” section. 

 

<City Name> <Township Name> 

<County Name> 

<County Name> 
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<City Name> <Township Name> 

<County Name> 

<County Name> 

When all required fields are populated, click the “Continue” button. 
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<County Name> 

You will be taken to the “Exempt Transfer” tab. If it is an exempt transaction other than “b”, “k”, or “m”, a PTAX- 
203 is not required by the Department and you will not be able to enter it into MyDec. The selection defaults to 
“Transfer is not exempt.” Note: See Appendix A for additional information regarding Exempt K. 
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FEIN # 

<County Name> 

<County Name> 

After the appropriate selection is made, select “Continue” 
 

 
Step 1A of the PTAX-203 will display for continued data entry. 

 

 
 
 

Stop! Proceed to the Data Entry Section that begins on page 54. 
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MyDec Counties 
 

This section is for Counties in which the County Clerk or Recorder offers MyDec. If 
your County Clerk or Recorder does not offer MyDec, proceed to the Data Entry 
Section that begins on page 54. 

 
In MyDec Counties, the County Clerk or Recorder can record both MyDec and non-MyDec 
declarations. MyDec declarations refer to PTAX-203 forms that were originally created and 
processed through to recording completely in MyDec. Non-MyDec declarations are PTAX-203 
forms that were created outside of MyDec and recorded as a paper declaration. 

 
 
 

When you log in to MyDec, click on the “Attention Needed” tab. 
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MyDec Declarations 
 

MyDec Declarations, or PTAX-203 forms that were originally created and processed through to recording 
completely in MyDec will only require that the Assessment Information be added and finalized. To add the 
Assessment Information, select the Primary PIN number hyperlink of the declaration that you want to update. 

 

 

 
 
 

Go to the Update Assessment Information Section beginning on page 79 to continue. 
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Non-MyDec Declarations 
 

MyDec Declarations, or PTAX-203 forms that were created outside of MyDec and recorded as a paper 
declaration will require data entry. 

 
 

Before starting data entry, verify that the PTAX-203 is complete and that it is not an exempt 
transaction other than “b”, “k”, or “m”. If it is an exempt transaction other than “b”, “k”, or “m”, a 
PTAX-203 is not required by the Department and you will not be able to enter it into MyDec. 

 
 

To perform data entry, select the “Enter PTAX-203” hyperlink for the declaration for which you want to 
complete data entry. 

 
The Document number, Date Recorded, PIN and Address fields will be pre-populated based on information 
entered when the Clerk or Recorder recorded the declaration and the PIN file provided to the Department by 
the Assessor. You will select “Yes” or “No” to confirm whether the transaction is a split, then click “Continue”. 
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You will be taken to the “Exempt Transfer” screen. If it is an exempt transaction other than “b”, “k”, or “m”, a 
PTAX-203 is not required by the Department and you will not be able to enter it into MyDec. The selection 
defaults to “Transfer is not exempt.” 

 

After the appropriate selection is made, select “Continue” 
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Step 1A of the PTAX-203 will display for continued data entry. 
 

 
 

If you need to update the address, click the “Update property address” checkbox on the “Assessment Info” tab. 
 

 
After the “Update property address” checkbox is selected, the address fields on “Step 1A” of the declaration 
become editable. 
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When all the fields of the declaration are populated, click the “Continue” button at the bottom of the screen. 
 

 
Verify that the entries on the declaration are correct, then click “Next”. 

 

 

 
 

After verifying the information in the declaration, click “Submit”. 
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Start at Step 1A and work to the right 

PTAX-203-A (if needed) 

PTAX-203-B (if needed) 

PTAX-203 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 PTAX-203. 

 
• Required fields are marked with a red asterisk and show an orange required tab while you are 

active in that f ield 
• Once all required entries are complete, no red asterisks should remain on the screen. 
• Fields in error will have a red exclamation point    and error reason (in a red box) to assist in 

correcting the field; you must correct the value before you can submit the Declaration 
• Blue help links offer helpful tips; these typically appear in the right upper corner of the entry 

section. 
 
 

MyDec is set up so that the different pages of the PTAX-203 and supplemental forms are entered in the order 
that the tabs are presented because occasionally something on an earlier tab may pre-populate or force a 
particular response on a subsequent tab. This explains why the PTAX-203-A tab is at the end of all the PTAX- 
203 tabs. 

 

 

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 the required fields are completed. 
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To save, select the “Save Draft” button in the lower-left corner. 
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<County Name> 

FEIN # 

<County Name> 

If you select “Continue Editing”, you will be taken to where you left off prior to saving. If you select “Finish 
Later”, you will be taken to your “Customer Summary” “Menu” tab. 

 

 
 
 

Only the person in the account who saved the declaration can continue the data entry prior to 
its submission! If another user attempts to enter the same declaration, they will get the error 
“Document Already Exists”. 
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FEIN # 
Street Address 
City, IL 12345-6789 

<County Name> 

<County Name> 

FEIN # 

<County Name> 

The person who started and saved the declaration will go to the “Menu” tab and click “Search Submissions” in 
the “Submissions” action box. 

 

 
This takes you to the “Draft” tab on the “Submissions” screen. Click on the Title of the Declaration you want to 
continue working on. 
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<User Name> 

Select “Continue Editing” to edit. 
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<County Name> 

<County Name> 
 
FEIN # 

Continue Data Entry 
 

The red exclamation point at the top of each sub-tab indicates that there are fields that require data entry in 
that sub-tab. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

<county name>< 
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Progress through the fields completing all required fields. 
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Update Address 
 

There is a checkbox available for updating the property address for the PIN. However, this function is not 
available for Assessors at this stage. Updating addresses will be detailed in the section regarding the 
Assessment Info tab. 

 

 
 

Additional PINs 
If more than one parcel was transferred and you need to add additional PIN numbers, select the “Click to add 
PINs” button. 
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A popup window will come up that allows you to add the additional PINs. The system does check the additional 
PINs against the PIN file provided to the Department to verify that they are valid. 

 

 
The “Total number of parcels to be transferred” field will be updated by the system based on the entries in the 
popup window. 

 

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

 
The PTAX-203-A sub-tab will be required when: 

 
Line 8 – the property’s current use is marked: 

(e) Apartment building (over 6 units) 
(f) Office 
(g) Retail establishment 
(h) Commercial building 
(i) Industrial building 
(k) Other 

AND 
The consideration on line 11 is over $1,000,000 

 
The PTAX-203-B sub-tab will be required when Line 5, Type of instrument is “Beneficial 
Interest”. If you are entering a paper PTAX-203 that is supplemented with a PTAX-203-B, you 
must enter “Beneficial Interest” regardless of what the preparer entered on the paper form. 
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Type of Instrument (Deed Type) 
 

 
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, for instance, typing a “W”. 

 

 
If “Other” is selected, then a text f ield appears that requires an entry. 
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As you move through the sub-tabs and enter information in all required fields, the red exclamation point will 
disappear from the sub-tab. 

 

 

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. 
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Items That Apply to This Sale 
 

Select only the items that apply to this sale. Click on the blue link (when available) of any item to see a 
definition. 
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Transfer Tax Calculation 
 

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

 
 
 
 
 
 
 
 
 
 



IDOR-PT2 (N-08/21) Page 67 of 102 
 

 
MyDec Counties ONLY: 

 
Line 17 will show you what the recorded NET consideration was. 

Exempt “b”, “k”, or “m” must be selected on the “Exempt Transfer” sub-tab for the form to 
calculate the applicable transfer tax due properly.   
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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. 

 

 
 

Enter the personal property. 
 

 
Select “OK” and the form will be recalculated taking the personal property into account. 
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Legal Description 
 

The legal description is required. You can copy and paste as the field will expand to accommodate any length 
of text. 
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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” f ield. Additional sellers will be entered below. 

             
If the seller is not an individual, you can enter the name in the “Organization or trustee’s name (if not individual)” field. 
Entry in this field will override the seller’s first and last name f ields so they will no longer be required. 

 
If the address is outside of the U.S., select the country from the drop-down list. 
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Validate the address against the USPS address file by selecting the “Validate Address” button. 

 
 

If there are additional sellers, select “Click here to enter additional sellers”. 
 
 

 
 

Enter the additional seller(s) and click “OK”. 
 



IDOR-PT2 (N-08/21) Page 72 of 102 
 

Check the Seller’s attestation. 
 

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

 

 
The Buyer’s Information is entered, the address validated, additional buyers are added, and the attestation is 
checked the same as the Seller’s Information was above. 
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If a Buyer’s Agent is listed, click in the checkbox and enter the information. If not, do not check the box and 
leave it blank. 

 

 
The “Mail tax bill to” option is available if you need to enter an address other than the buyer’s address. 
However, when the checkbox is selected, it will be pre-populated with the buyer’s information, but the fields are 
editable. 
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If the tax bill should go to someone else, make the changes. 
 

 
Complete the Preparer Information and check the attestation. 

 

 
Select the “Continue” button. 

 



IDOR-PT2 (N-08/21) Page 75 of 102 
 

After all the required fields are completed, all of the red “!”s on the sub-tabs will be gone 
which means you can now submit the declaration. 

 

 
Click “Next” in the lower right corner to move to the review stage before submitting. 

 
 

 
If you need to review any of the previously entered information, you can click “Previous” to return to the sub- 
tabs. 
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<Township > 

Submit the Declaration 
 

When all the required fields are completed and the red “!”s on the sub-tabs are gone, you may submit the 
declaration. Submitting the declaration merely changes the status to allow for the Assessment Information to 
be entered – you are not submitting it to anyone. To submit, select the “Submit” button in the lower right corner. 

 
 
 

 
 

A popup confirmation screen will appear. Click “Ok” to finish submitting. 

 
 

A confirmation page will then be displayed with timestamp of submission and Declaration ID. 

 
 

After submission, you will f ind the declaration in the “Attention Needed” tab of your Customer Summary. 
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<Township > 

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

 

 

 
 

After Submission, the declaration is available to all users in the Assessor’s account. Any user 
may then make changes, add assessment information, or finalize the assessment. 
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Available Actions 

Upon submission, your available Actions are updated to reflect only the actions available to you for this 
declaration at the current status (Assessor Review): 

 
1. Update Assessment. Allows you to enter the Assessment Information and apply any necessary codes. 
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 Customer Summary. 
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MyDec Counties ONLY. 
 

To enter Assessment Information for MyDec declarations that were processed start to finish in MyDec, go to your 
Customer Summary “Attention Needed” tab and click on the PIN number of the declaration that you want to update. 

 
 
 
 

<Township > 
 

<Township > 
 

<Township > 
 

Then select “Update Assessment”. 

Update Assessment Information 
 

To add your Assessment Information to the PTAX-203, select “Update Assessment”. 
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Enter the Assessment Information. 
 

 
 

The Tab Number field is left blank. The Tab Number will be auto-generated when the Assessment Information 
is finalized. 
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The County will be pre-populated. 
 
 

 

If the Department has your PIN file, the Township field will be pre-populated based on the PIN number. 
 

 
If the parcel overlaps multiple townships, check the “Overlapping” checkbox and the Township will change to 
“999”. 

 
 

 
 

Select the appropriate Class of property. 
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The “Cook-Minor” f ield is only available for editing to Cook County. 
 

 
Select the appropriate codes, if needed, to alert the Department to facts relevant to the parcel. 

 

 
 

Codes 40 through 58 require documentation, e.g. a copy of the deed. As in the past you will 
attach the documentation to the back of the paper PTAX-203 for review by the Department. 
All paper PTAX-203s that were not originally created and processed through to recording in 
MyDec must still be sent to the Department. 
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Backup or additional documentation for declarations, such as deeds, etc. may be emailed to the Department of 
Revenue. For MyDec declarations, the Department only needs the relevant documentation, you do not have to send a 
copy of the MyDec PTAX-203 as we have access to it in the MyDec system. 

 
Send the email to: REV.SR-Equal@illinois.gov 

Subject Line: County Name and Document Number 

mailto:REV.SR-Equal@illinois.gov
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Certain codes, such as “01 – Split”, will auto-populate the AV fields with zeros when applicable. 
 

 
Select a second code if applicable. 

 

 
Enter the land and building AVs and the Total AV field will auto-calculate. 
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The “Year Prior to Sale” will auto-populate based on the Date of Instrument on Line 4 in Step 1A. Select “Yes” 
or “No” if the sale is for “Mobile Home Assessed as Real Estate” 

 
 

Updating the property address was previously referenced as part of Step 1A. For Assessors, 
you are not allowed to update the address in that Step. The next checkbox on the 
Assessment Info screen is your opportunity to update the address. 

 
 

Check the box next to “Update property address”. 

 
 

Now that you have checked the box, you are able to navigate back to the “Step 1A” sub-tab and change the 
address fields. 

 

 
Once the address has been edited, the second checkbox will be selected systemically to acknowledge that the 
address was updated. 
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Lastly, enter any necessary comments for the Department of Revenue to consider. 

 
 
 

After all the required information is entered, select the “Next” button in the lower right corner. 
 

 
This will advance you to the “Review and Submit” stage. If you need to make corrections, select “Previous”. 
Otherwise, click “Submit” in the lower right corner. 

 

 
A confirmation popup will appear. Click “Ok” to finish the submission process. 
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<Township > 

<Township > 

A confirmation page will then be displayed with timestamp of submission and Declaration information. 
 

 
 

The declaration will then move to the “Not Yet Finalized” tab on the Customer Summary screen. 
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<Township > 

<Township > 

<County> CCAO 
 

<County Name> 

Finalize the Assessment 
 

The last step is to Finalize the Assessment. The declaration will be under the “Not Yet Finalized” tab on the 
Customer Summary screen. 

 

 
Click on the “Primary PIN number” hyperlink and you will see that you now have the option to “Finalize 
Assessment” in your Actions area in the top right corner. 

 

 
 
 

Check the attestation toggle button and click on Submit to finalize the assessment. 
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Enter “P” Tab Number Here 

Select “OK” to finalize. 

 
 

The Tab Number will automatically generate and will display on the confirmation page. You can then write it on 
the back of the paper PTAX-203 in the appropriate field. 

 

 
 

MyDec declarations will generate an “M” tab number. These declarations are NOT sent 
to the Department. 

 
Paper declarations will generate a “P” tab number. 

 
The “P” tab number must be printed on page 2 of the PTAX-203 in the CCAO Box! 

These declarations must be sent to the Department in TAB NUMBER ORDER! 
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<Township > 

The declaration is now in the “Finalized” tab on the Customer Summary screen. 
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<Township > 

Un-Finalize the Assessment 
 

If Assessment Information was entered incorrectly and it has been finalized, you may “Un-Finalize” the 
assessment. To do so, go to the “Finalized” tab and select the Primary PIN hyperlink for the declaration that 
you want to un-finalize the assessment for. 

 

 
The “Actions” area in the upper right corner now gives you an option to “Unfinalize Assessment”. 

 

 
Select “Unfinalize Assessment” and select “Submit” on the following screen. 

 

 
Select “OK” to unfinalize. 
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<Township > 

<Township > 

A confirmation page will then be displayed with timestamp of submission and Declaration information. 
 

 
 

The declaration is now back in the “Not Yet Finalized” tab on the Customer Summary screen. 
 
 

 
 

You can make any changes needed and finalize the assessment again. Any changes made will update the 
information available to the Department in the MyDec system. 
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If you un-finalize a declaration, the tab number that was previously generated will not change when        
the transaction is re-finalized. 

 

 
 

 
 
 
 
 
 

Updates will only be allowed until the Department locks the database to run your county’s 
sales ratio study reports. 
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Release to Recorder – MyDec Counties ONLY 
 

NOTE: The option to “Release to Recorder” should be used sparingly and in coordination with the Recorder’s Office. 
An example of when it would be used would be to amend an incorrect consideration that involves the Recorder voiding 
the stamps. Do not use it for trivial corrections to a PTAX-203 declaration. 

 
If it is discovered that the consideration requires a correction, Assessors in Counties in which MyDec is in use by the 
Clerk or Recorder have the option to “Release to Recorder”. This will send the declaration back to  the Recorder who 
can then request corrections f rom the preparer. 

 
To release a declaration to the Recorder, open the declaration in question and select “Release to Recorder” in the 
Actions area in the upper right corner. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A window will pop-up requiring you to state the reason for releasing the declaration. 
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You will then confirm it. 
 
 
 
 
 
 
 
 
 
 
 

The declaration will be sent back to the Recorder with a yellow banner across the top stating the reason for it being 
released. 
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MyDec Assistance 
 
 
 
 

The Department’s toll free MyDec-dedicated helpline is 

844-445-1114 

Or send an email to 

rev.mydecproject@illinois.gov 

mailto:rev.mydecproject@illinois.gov
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Appendix A  – Additional Information 
Regarding Exempt K Transactions 
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Is Exempt K checked on the “Exempt Transfer” page? 
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MyDec allows a number on Line 14 greater than on Line 11 (note that “K” is checked on line 16 via the Exempt 
Transfer tab). 
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<County Name> 

If Exempt K is NOT checked. 
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Then the value on line 14 cannot be greater than $0 (note that “K” is NOT checked on line 16 since it is not on 
the Exempt Transfer tab). 
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(NOTE: Line 10(p) Trade of property (simultaneous) cannot be checked unless “K” is checked on the Exempt 
Transfer page) 
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