
Philadelphia Tax Center
Quick Reference Guide: Third Party Access

This reference guide walks you through requesting Third Party access. With Third Party access, third party 
professionals can log into the Tax Center with one username to view and manage accounts for multiple entities.

Philadelphia Tax Center
URL: tax-services.phila.gov/

Request Third Party Access when you 
already have a username
Customers can request Third Party access to other 
accounts by following these steps:

1. Login to the Philadelphia Tax Center

2. On the Welcome page, access the More 
options tab

3. Select Request access to an existing tax 
account in the Third party access panel

5. Answer Yes or No when asked if you are a third-
party tax professional

6. Select an ID Type from the dropdown list for the 
account you are requesting access to

4. Review the instructions and list of acceptable 
verification information. Then, select Next

7. Enter and confirm the Federal Employer ID, 
Individual Taxpayer Identification Number, or 
Social Security Number for the account. Then, 
select Next

Request Third Party Access when you 
already have a username (continued)
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8. Select + Add access to account

11. Choose + Add access to account to select an 
additional Account type. Repeat steps 9 and 10

12. Select Next when all accounts have been added

13. Review your submission and select:
a. Previous to go back and make changes
b. Submit to complete the submission
c. Cancel to cancel and not save changes

9. On the following window:
a. Choose an Account Type and enter the 

Account ID
b. Pick an Access Level

• File returns
• File returns and make payments
• Make payments
• View only

c. Select a Verification Method
• Account ID
• Confirmation Number
• Letter ID
• MeF Submission ID
• Payment Amount
• Request Access Letter
• Return Line Item

10. Enter the Verification information depending on 
the Verification Method selected

After submitting the request, a Confirmation 
window is displayed. If you requested an access 
letter, allow 5-10 days for delivery from USPS

Request Third Party Access when you 
already have a username (continued)

1. Access the Philadelphia Tax Center

2. Choose Create a username and password in 
the Existing taxpayers panel. Then, review the 
Instructions page. Select Next

3. Complete the Profile and Contact 
Information fields with your information

4. Under Identification, answer Yes or No to the 
question are you a third party tax professional

Create a username for yourself and 
request access to another account

a. If No is selected, return to the first page 
and follow steps 6 through 13

b. If Yes:

i. Select Next 

ii. View the Registration Summary 
and select Submit

iii. A Confirmation window is 
displayed. Select OK to return to 
the Philadelphia Tax Center 
homepage to log in with your 
username and password

To get remote assistance on the Tax Center, select             on the site, then call Taxpayer Services at (215) 686-6600.
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5. Enter your username and password. Then, 
select Log in

Verify Third Party Access using a letter

If Request Access Letter was selected as the 
Verification Method, you must provide the Letter ID 
found on the letter. You may have to ask for this 
letter from the account holder. You may also need 
them to verify the address they have on file with the 
Department.

Once you received the request letter:

1. Log in to the Philadelphia Tax Center

2. On the Welcome page, access the More 
options… tab

3. Select Verify Access Letter in the Third party 
access panel

4. Enter the Letter ID. Then, select Next

*Return to the first page of this guide 
and follow steps 5 through 13* 

5. View the account(s) requested for Third Party 
access. Then, select Submit

A Confirmation window is displayed, and your 
access has been updated

Create a username for yourself and 
request access to another account
(continued)

6. Setup two-step authentication by setting up 
the use of an authentication app or using an 
email address. Enter the security code to 
verify your identity.

7. Under More options… tab, select Request 
access to an existing tax account

8. Review the instructions and list of acceptable 
verification information. Then, select Next
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	Slide 1
	Slide 2
	Slide 3

