%, State of lllinois
Department of Revenue

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 lllinois. The Recorder will click on the hyperlink in the email.

Testing: RDS Invitation to MyDec at MyTax Illinois: Online Real Property Transfer Tax Declarations on behalf of: Scott.L...
. . e :
“MyTax lllinois” <REV.DoNotReply@illinois.gov> <DoNotReply@Illinois.gov> ‘© | 3 Reply | 3 Reply Al ‘ 7 Fervard J ‘ﬁ
R To REV.MyTaxTesting

Wed 8/26/2026 2:27 PM

@Thls message was AutoForwarded.
You have been invited to create a MyDec at MyTax lllinois: Online Real Property Transfer Tax Declarations account.
Your Invite Code is f8wvrbff. This code is needed to create your new account.

Click here to set up your new MyDec account

Do notreply to this email. This is an unmonitored address and replies to this email cannot be responded to or read. If you have questions, visit our website at tax.illinois.gov
orcall us at 1 844 445-1114.

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

MyDec Activation

Account Information

Account Information

Select the type of registration:

Account Administrator

I have an Invite Code

Cancel

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

MyDec Activation

Account Information

Account Information

Select the type of registration:

Account Administrator

@ I have an Invite Code

Enter Your Invite Code

f8vwr5ff
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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:

MyDec Activation

Account Information 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 the required fields and select “Next” in the lower right corner:
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MyDec Activation

Account Information Organization Information Login Information

Create Your New Login
Enter the contact information for this login:
Email Address *

Confirm Email Address

Contact Phone Number Extension

Select your login credentials:

Pick a Username

Password

*
Confirm Password

(o]

Password Rules

Password Requirements

s s s @

Passwords cannot be reused

Passwords must contain at least 8 characters

Passwords must contain both letters and numbers

Passwords must contain both uppercase and lowercase letters
Passwords must contain special characters

In case you forget your username or password:

Select a secret question

Type your answer

Confirm your answer

Cancel

< Previous

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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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 0-576-972-784.

Submitted on: 3/8/2027 2:39:43 PM (Central Time)
Request type: MyDec at MyTax lllinois Activation
Activation request for: Test User

You sheuld 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
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.

Testing: RDS MyDec at MyTax lllinois Activation on behalf of: Scott.Larson@illinois.gov
“MyTax lllinois" <REV.DoMNotReply@illinois.gov> <DoNotReply@lllinois.gov> | © | 2 Reply | © Reply Al | > Forvard ‘ ‘& ‘ |7|
R To REV.MyTaxTesting Wed 8/26/2026 2:40 PM

@Tms 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.

[ Click here to login to MyDec]

Do not reply to this email. This is an unmonitored address and replies to this email cannot be responded to or read. If you have questions, visit our website at tax.illinois.gov
orcallus at 1 844 445-1114.

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

v MyTax|llinois | mybeg

| i
A @ B 1 Forgot username?
E e S -
i ¥ I|
i i

T 1 By - i or

lo- Sign in with a passkey

Don't have ar
Sign Up
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The user will enter their password and click “Continue”:

Log in to MyDec

Testusr3a7

Password

¢

L O 2

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.

Select “Manage My Profile”:

Welcome, Test User

Yo

last logged in on Monday, Mar 8, 2027 2:46.28 PM

l Manage My Profild

Select the “Security” tab. Then select the two-step verification method that you would like to
use:
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Profile Security 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 prempted to use twe 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 © Mo 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 >
Recovery 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@Illincis.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”.

IDOR-PT3 (R-09/26) Page 7 of 14



Add Email ® X

An email with your MyDec security code was sent to Scott.Larson@illinois.gov. If you don't see the message, check your junk
folder for an email from DoNotReply@lllinois.gov.

#

Security Code

Required

Populate in development environments only.

Trust this device

Didn't receive your security code? Resend security code

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:

Menu  Attention Needed @ Incomplete o
[=] Declarations M Reporting B Submissions
Access declarations Access reporting options. Search for a submitted request.
> Add a New Declaration > View Stamp Accounting > Search Submissions
> Search for Declaration > View Reporting Options
> View Daily Cashier Report
Ld] Messages 8= Other
View messages I've received from the agency. Access other online options.
> View Messages > Make a Payment
>
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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”.

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.

Enter contact information for the invitee:

First Name
Last Name
Email Address

Select an access type:

Access Type

Cancel

Click “Submit” on the next page.

Invite New User Confirm Submission

Confirm Submission

Ready to send this invitation?

Please review your entries before confirming:
Name: Test User

Email: Scott.Larson@illincis.gov

You are required to re-authenticate to authorize this submission:

Cancel < Previous -

Enter your password and select “Verify:
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Verification Required @ X

To protect your account, please re-authenticate to verify this
submission.

Password

Choose another way to verify

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.

[ 2 =TT ..
"MyTax lllinois” <REV.DoNotReply@illinois.gov> <DoNotReply@Illinois.gov:> ‘ @ | ) Reply D Reply All | — Forward | |E| |_|
R To REV.MyTaxTesting

Wed 8/26/2026 3:25 PM

'E‘ This message was AutoForwarded.

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

Your Invite Code is wjr6j8dd. This code is needed to create your new account.

Click here to set up your new MyDec account ]

Do notreply to this email. This is an unmonitored address and replies to this email cannot be responded to or read. If you have questions, visit our website at tax.illinois.gov
orcallus at 1844 445-1114.
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The user will be taken to the MyDec website “PTAX Login: MyDec Activation” screen:

MyDec Activation

Account Information

Account Information

Select the type of registration:

Account Administrator

I have an Invite Code

Cancel

Select “| have an Invite Code”

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

Account Information

Account Information

Select the type of registration:

Account Administrator

@ I have an Invite Code

Enter Your Invite Code
m—

wjr6j8dd ]

Cancel

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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MyDec Activation

Account Information Organization Information

Organization Information

Organization Type

Organization Name

First Name

Last Name

Street Address

Cancel

% *
City State

ZIP Code

< Previous Next >

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.

Account Information Organization Information
Create Your New Login
Enter the contact information for this login:
Email Address ¥
Confirm Email Address "
Contact Phone Number *
Select your login credentials:
Pick a Username

Password

#
Confirm Password

Login Information

Extension

Password Rules

Password Requirements

Passwords cannot be reused

Passwords must contain at least 8 characters

Passwords must contain both letters and numbers

Passwords must contain both uppercase and lowercase letters
Passwords must contain special characters

IDOR-PT3 (R-09/26)

Page 12 of 14




In case you forget your username or password:

Cancel <  Previous

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.

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

‘ : FEUiu = “

¢ 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”.

Confirmation

Congratulations! You have submitted all the necessary information for your MyDec at MyTax lllincis: Online Real Property Transfer Tax Declarations account activation.
Your confirmation number is 1-084-299-248.

Submitted on: 3/8/2027 3:47:45 PM (Central 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.

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
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.

. o S : Reply | ¢ RlAH|%F d g ||
R MyTax lllinois" <REV.DoNotReply@illinois.gov> <DoNotReply@lllinois.gov= | @ | 3 Reply | © Reply erwar | | G | ‘ ‘
To REV.MyTaxTesting Wed 8/26/2026 3:48 PM

@Thls message was AutoForwarded.
Hello Test User,
Welcome to MyDec. Your account with username Tstuser88 has been successfully created and you may use it to login.

l Login to MyDec

If that doesn't work, copy and paste the link below into your browser:
https://testmytaxes.illinois.govw/TRS/MyDec?p=1701612032&g=LIW38Gx6kPOBbhkP5mbHWX9f45YuMBREKC YBORkKessvglKy43dAjg

The user will enter their password and select “Log in”:

I =7
| s

Forgot username?

Or

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

Log in to MyDec

Tstuser88

Password

FERBBEEEE '@

Forgot password?

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