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MyDec County Recorder Access Procedures 

Setting Up and Inviting New Users 

 

 
 

 

 

A manual for the county recorder’s office that provides procedures for setting up a MyDec logon 

and inviting new users.  
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The County Recorder will receive an invitation from the Department of Revenue via email from 
MyTax Illinois.  The Recorder will click on the hyperlink in the email. 
 

 

 
 

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

 
 
 
 
 
Copy and paste or enter the invite code from the email: 
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Select “Next” and if the proper code was entered, several required fields will appear.  Complete 
the required fields and click “Next” in the lower right corner: 
 

 
 

 

Once the user submits the information required above, the user will advance to next step: 
establishing login info.  Complete the required fields and select “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.  
 

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

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

 

 
 

 

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

 

 

 
 

 

 

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. 
 
Select “Manage My Profile”: 
 

 
 

 

 

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

use: 
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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”: 
 

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

 

 
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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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. 
 

 
 

 

 

Enter your password and select “Verify: 
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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’s MyDec account. 

 

 

 

The difference between an Administrative and Standard User is that an 

Administrator can invite new users, deactivate access for users, change access 

type for users and view reports.  It is recommended that each Recorder’s Office 

have more than one Administrator. 

 
 

 

 

 

 

 

 

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. 
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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” and if the proper code was entered, several required fields will appear.  Complete 
all required fields and click “Next” in 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. 
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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 password and select “Log in”: 

 

 
 

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

 

 
 

 

The user has now logged into their MyDec account. The user can set up Two-Step 
Authentication by selecting “Manage My Profile”, then “Security”. 
 

 




