
Quick Start Guide 
for Individual eServices 

This guide is intended for individual users. If you are a professional tax 
preparer please refer to the 3rd Party Quick Start Guide. 



Create and register an account on (insert website link) 

1. In the upper right corner, click on Sign In.




2. Click on Create an account.







3. Enter the required information then 
click Register.





4. Enable two-factor authentication.

1. Choose your preferred authenticator app.





2. Save your recovery codes in a safe place and click Done. The 
following message will display:




5. Verify your email address.

1. Check your email and click the link in the email to verify your 

account.

2. On the website click Continue.





6. Congratulations on successfully creating your account! Return to the 
homepage. (insert website link)




Sign in/manage your account 

Follow these steps to sign in to your account and manage your account.


1. In the upper right corner, click on Sign In.




2. Enter your info for the account you created.

3. Click Not Now. (You will have the opportunity to set up a passkey at a 

later time.)





4. Click on your user name on the upper right side.




5. A drop down account menu will display where you can choose options 
to manage your account.




Set up a payment method 

1. In the account menu click on Manage Payment Methods. The 
following screen will display:


Choose which type of payment method to add and follow the steps 
below for that type.


To add a bank account: 
1. Click on the Add Bank Account button.

2. Enter your information, then click Add Bank Account at the 

bottom.







To add a credit card: 
1. Click on the Add Card button.

2. Enter your information, then click Add Payment Method at the 

bottom. 



Set up taxpayers for your account 

1. In the account menu click on Manage Taxpayers. 
2. Click on Add New Account.


3. Enter your information, then click Search for Taxpayer.





4. On the next screen confirm your information, then click Add Taxpayer.

5. Follow these steps to add additional taxpayers to your account. 



Set up a real estate parcel 

1. In the account menu click on Manage Real Estate Parcels.

2. Click on Add New Real Estate Parcel. 

3. Choose if you want to search by Bill Number, Parcel, or Name and 
enter your information. Click on Find Parcel.





4. Scroll down to see the list of parcels. Click on the Add button by your 
respective parcel. 



How to pay taxes online 

This guide covers how to make an Earned Income Tax estimated payment. 
For more information on paying taxes online see the full documentation.


1. Locate Pay Taxes in the top menu bar and click.


2. A drop down Pay Taxes menu will display where you can choose 
options for paying taxes. For this example, under Earned Income Tax 
click on Make Estimated Payment.







3. Select the tax year, tax period, and taxpayer you wish to make a 
payment for by clicking the down arrows in each box.





4. Enter a dollar amount then click on Add Payment. Please note the 
amount must be greater than $10 and less than $100,000.










5. The next screen will display that the payment has been added to your 
cart. At this point you can choose to add additional payments or 
proceed to the cart and begin the checkout process. Refer to The 
Checkout Process in this guide for more information.




The checkout process 

1. Click on the cart in the upper right corner by your user name.


2. The dollar amount will display along with a Pay Now button. Click on 
Pay Now.





3. Choose your payment method and bank account, if applicable. Please 
note there is no fee if paying by bank account/ACH debit. Click 
Confirm Payment.







4. A screen will display confirming your payment was successfully 
submitted. 



How to file your tax return online 

1. Locate File Taxes in the top menu bar and click.


2. A drop down File Taxes menu will display. Click on New Tax Return.





For further assistance filing your taxes online refer to the Quick Start 
Guide to Filing your Individual Tax Return.
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