
PHILADELPHIA TAX CENTER
Taxpayer Registration: New and Existing Taxpayers



INTRODUCTION
This presentation is a guide on registering taxpayers and creating a username and password 
on the Philadelphia Tax Center

❖ Registering a New Taxpayer

• Corporation

• Estate

• Individual/Sole Proprietor

• Non-Profit Organization

• Partnership

• Trust
  

❖ Registering a Disregarded Entity

• What is a Disregarded Entity?

• Requesting Third Party Access

❖ Existing Taxpayers

• Create username and password

• Add access to tax accounts



TAXPAYER REGISTRATION
New Taxpayers



TAXPAYER REGISTRATION
Registering a New Taxpayer

To register a new taxpayer, select the Register a new taxpayer hyperlink in the New taxpayers 
panel on the Philadelphia Tax Center homepage



TAXPAYER REGISTRATION
Registering a New Taxpayer

Once clicking Register a new taxpayer, 
the screen provides a list of available 
tax types 

A. Under Registration type, If the 
person registering is a third party 
member, e.g., an accountant, 
they will select Yes. Otherwise, 
select No

B. Throughout the registration 
process, clicking Cancel will 
end/delete everything. Clicking 
Save Draft will allow a person to 
come back at a future date to 
complete the registration 



TAXPAYER REGISTRATION
Registering a New Taxpayer

This screen provides a list of the various 
entity types. 

Under Entity classification, will need to 
choose one of the two: 

• I know my entity classification: Click 
on the entity type if known

• If uncertain, clicking Help me figure 
out my entity classification asks a few 
questions and then will allow to 
proceed 



TAXPAYER REGISTRATION
Registering a New Taxpayer

A. The top panel reiterates the entity 
type selected from the previous 
screen, along with a description

B. The Available tax types displays a 
list of account types allowed to be 
added based off the entity type 
selected

On the following screen, select 
one or more of the tax types listed 
on this page  



TAXPAYER REGISTRATION
Registering a New Taxpayer

If registering a Corporation, Disregarded 
Entity, Estate, Non-profit, Partnership, or 
Trust, you’ll be prompted to provide 
specific forms from the IRS

A. Click Add attachment to upload the 
form

 

B. Select the requested IRS form type 
from the dropdown options. Then, 
select Choose File to pick the 
appropriate file



TAXPAYER REGISTRATION
Registering a New Taxpayer

A. New taxpayers will need to select 
an ID type from the dropdown 
options

 Depending on the above criteria, 
enter the Federal Employer ID, 
Individual Taxpayer Identification 
Number, or Social Security 
Number

B. Enter full first and last name or 
legal name

C. Select the date in which the 
business originated and/or 
registered with the IRS   

D. On the following screen, enter 
when business activity in 
Philadelphia began in the Tax 
account start date field



TAXPAYER REGISTRATION
Registering a New Taxpayer

Jump Start Philly is a program for 
entrepreneurs and new businesses in 
Philadelphia. A business in its first two 
years of operation is exempt from 
paying the Business Income and 
Receipts Tax (BIRT) and does not 
have to pay for a variety of licenses 
and registrations

If selecting Yes, you’ll be prompted 
to answer questions related to the 
program

Click here to read more about Jump 
Start Philly and eligibility

https://www.phila.gov/services/payments-assistance-taxes/taxes/tax-credits/business-tax-credits/jump-start-philly/


TAXPAYER REGISTRATION
Registering a New Taxpayer

A. Clicking Search by industry will 
allow an individual to search 
industry codes by keywords or

B. Manually enter the NAICS Code

To register, an industry code from the North American Industry Classification System (NAICS) 
will need to be selected



TAXPAYER REGISTRATION
Registering a New Taxpayer

A. Enter the exact mailing 
address, and then click the 
Validate address button to 
confirm the system 
recognizes it

B. Confirm if the mailing 
address is owned by the 
person/entity 

C. On the following window, 
confirm if the business 
address is the same as the 
mailing - will also need to 
confirm if entity has more 
than one business location 
in the Philadelphia area



TAXPAYER REGISTRATION
Registering a New Taxpayer

A. Confirm if entity owns rental 
properties - will be prompted 
to provide further information 
if yes is selected

B. Select the +Add a property 
hyperlink to add properties 
entity is the owner of record, if 
applicable



TAXPAYER REGISTRATION
Registering a New Taxpayer

A. Provide contact information 
for the required fields
 

B. Select whether to receive mail 
correspondence from the 
Revenue Department  
electronically (email) or via 
postal service (paper letter)



TAXPAYER REGISTRATION
Registering a New Taxpayer

Create a username and 
password (review the 
Password requirements to 
create a strong password), 
then confirm

Select a Secret Question, 
then provide and confirm 
the answer



TAXPAYER REGISTRATION
Registering a New Taxpayer

Review the registration summary. If 
correct, check the Confirm registration 
box. If changes need to be made, click 
the Previous button to go back to any 
screen and update

Click Submit to complete the registration   



TAXPAYER REGISTRATION
Registering a New Taxpayer

The confirmation page let’s one 
know they have completed the 
registration process 

• Click Printable Confirmation to 
print a copy for records, 

• Click OK to return to the 
homepage



TAXPAYER REGISTRATION
New Taxpayer

Once registered,

 log in here 



TAXPAYER REGISTRATION
New Taxpayer: Two-step verification

Two-step verification is required to further protect your Philadelphia Tax Center profile. 
After setting up a verification method, you’ll be prompted to provide a security code 
each time you log in



TAXPAYER REGISTRATION
New Taxpayer: Two-step verification

To use an authentication app to generate a 
security code:

1. Choose the Set up an authentication 
app hyperlink

2. Scan the displayed QR code or enter 
the key in your authenticator app

3. Enter security code from your 
authenticator app

• Check the Trust this device box if you 
are using a trusted device. Trusted 
devices won’t need to use two-step 
verification when logging-in

4. Select Confirm to log in to your account

To receive a security code by email:

1. Choose the Add an email hyperlink

2. Add the email address you would like to 
use to receive the security code

3. Enter security code from your email

4. Select Confirm to log in to your account 



TAXPAYER REGISTRATION
Disregarded Entity 



DISREGARDED ENTITY
What is it?

A disregarded entity is a business the Internal Revenue Service (IRS) and 

states ignore for the purpose of taxation even though they are separate 

from the business owner. The business income and subsequent taxes are 

passed through to the owner to be filed with their income taxes



TAXPAYER REGISTRATION
Disregarded Entity

Before a Disregarded Entity can be registered on PTC, the Individual/Sole proprietor 
must be registered with business tax accounts first

To register both entities for the first time, follow the below steps:

• Step 1 - Register Individual/Sole Proprietor as a New Taxpayer

• Step 2 - Register Disregarded Entity as a New Taxpayer

• Step 3 - Log into PTC account to request third party access*

If the Individual/Sole proprietor is already registered, follow the below steps:

• Step 1 - Register Disregarded Entity as a New Taxpayer

• Step 2 – Log into PTC to request third party access*

 

*Requesting third party access will allow one to log into PTC with one 
username and password to view information and accounts for multiple entities



After the Individual/Sole Proprietor is registered with business accounts, select Register a new 

taxpayer in the New taxpayers panel on the Philadelphia Tax Center homepage to begin 
registering the Disregarded Entity

TAXPAYER REGISTRATION
Registering a Disregarded Entity



TAXPAYER REGISTRATION
Registering a Disregarded Entity

After selecting register a new taxpayer, 
a list of available tax types is displayed

Under Registration type, If the person 
registering is a third party member, e.g., 
an accountant, they will select Yes. 
Otherwise, select No

Select Next to continue



TAXPAYER REGISTRATION
Disregarded Entity: Entity Classification

A. Under Entity classification, 

select I know my entity 

classification

B. Pick Disregarded Entity under 

Entity selection

C. Under Entity sub-

classification selection, 

choose Individual or Limited 

Liability Company based on 
how the entity is registered 

with the IRS 

Select Next to continue



A. The top panel reiterates the entity 
type selected from the previous 
screen, along with a description

B. The Available tax types displays 
the list of available tax types that 
the Disregarded Entity will have 
the option to add

C. Review the Business Owner 
Information 

Select Next to continue

TAXPAYER REGISTRATION
Registering a Disregarded Entity



TAXPAYER REGISTRATION
Disregarded Entity: Owner Link 

Under Owner Name, provide the information 

for the individual/sole proprietor; not the 
disregarded entity

A. Select an ID type from the dropdown 

options. Then, enter the ID number

B. Enter the individual/sole proprietor’s full 

legal name

If this message is displayed, the ID number entered doesn’t match our records. The 

individual/sole proprietor must be registered with a BIRT account prior to registering 

the Disregarded Entity 



TAXPAYER REGISTRATION
Disregarded Entity: Tax types

Select the tax type(s) the disregarded 
entity is liable to file/pay taxes for 

For disregarded entities only, continue 
to the next window without selecting a 
tax type if none are applicable



TAXPAYER REGISTRATION
Disregarded Entity: Attachments

To register as a disregarded entity, one 
will need to provide the IRS Form CP575

A. Select Add attachment to upload the 
form

 

B. Select IRS Form CP575 from the 
dropdown options. Then, select 
Choose File to pick the appropriate 
file

After adding the attachment, select 
Next to continue



TAXPAYER REGISTRATION
Disregarded Entity: ID and Name

A. Enter the Federal Employer 

Identification Number (EIN) of 

the Disregarded Entity

B. Enter the Legal Name of the 
EIN as it is registered with the 

IRS

C. Enter the date the disregarded 

entity was formed

D. If using a Trade Name, select 

Yes and enter the name 



TAXPAYER REGISTRATION
Disregarded Entity

If a tax type was selected to be 

added on a previous screen, one will 

be prompted to provide specific 

information for each 

Example: Wage Tax type selected



TAXPAYER REGISTRATION
Disregarded Entity: Activity Code

A. Clicking Search by industry will 
allow an individual to search 
industry codes by keywords or

B. Manually enter the NAICS Code

To register, an industry code from the North American Industry Classification System (NAICS) 
will need to be selected



TAXPAYER REGISTRATION
Disregarded Entity: Addresses

A. Enter the exact mailing 
address, and then click the 
Validate address button to 
confirm the system 
recognizes it

B. Confirm if the mailing 
address is owned by the 
person/entity 

C. On the following window, 
confirm if the business 
address is the same as the 
mailing - will also need to 
confirm if entity has more 
than one business location 
in the Philadelphia area



TAXPAYER REGISTRATION
Disregarded Entity: Properties

A. Confirm if entity owns rental 
properties - will be prompted 
to provide further information 
if yes is selected

B. Select the +Add a property 
hyperlink to add properties 
entity is the owner of record, if 
applicable



TAXPAYER REGISTRATION
Disregarded Entity: Contact Information

A. Provide contact information 
for the required fields
 

B. Select whether to receive mail 
correspondence from the 
Revenue Department  
electronically (email) or via 
postal service (paper letter)



TAXPAYER REGISTRATION
Disregarded Entity

Create a username and 
password (review the 
Password requirements to 
create a strong password), 
then confirm

Select a Secret Question, 
then provide and confirm 
the answer

Note:  Even if one already has a username for the Individual/Sole proprietor, will still need to create a 
new username for the disregarded entity; however, you can use the same email address. After the 
registration is complete, request third party access to be able to access accounts for both entities using 
one username



TAXPAYER REGISTRATION
Disregarded Entity: Registration Summary

Review the registration summary. If 
correct, check the Confirm 
registration box. If changes need to 
be made, click the Previous button to 
go back to any screen and update

Select Submit to complete the 
registration   



TAXPAYER REGISTRATION
Disregarded Entity: Confirmation Page

The confirmation page let’s one 
know they have completed the 
registration process 

• Click Printable Confirmation to 
print a copy for records,

• Click OK to return to the 
homepage.

Continue to the next section, Third Party Access, to request 

access to an existing account 



THIRD PARTY ACCESS
Request access to an existing tax account



THIRD PARTY ACCESS
Request access to an existing tax account

At this point, a taxpayer may have two usernames for the Philadelphia Tax 

Center; one username for the Individual/Sole Proprietor and one for the 

Disregarded Entity.

One can request access that will allow them to login with only one 

username to access accounts for both entities on PTC.



THIRD PARTY ACCESS
Request access to an existing tax account

Log in using the username and 
password you want to use as 
the primary login to view both 
entities

Please note, you will need to 
log in with the username 
associated to the Disregarded 
Entity if the Disregarded Entity 
doesn’t have any active tax 
accounts

Enter username 

and password 



THIRD PARTY ACCESS
Request access to an existing tax account

If this is the first-time logging in with the username and password entered, one will be prompted 

to setup two-step authentication (See slide 19 and slide 20).

On the Welcome page, 

access the More options… tab 



THIRD PARTY ACCESS
Request access to an existing tax account

Click Request access to an 

existing tax account in the 
Third party access panel



THIRD PARTY ACCESS
Request access to an existing tax account

Review the instructions and be prepared to enter specific information to be granted access



THIRD PARTY ACCESS
Request access to an existing tax account

A. In the Taxpayer Validation panel, 
if you are a third party tax 

professional, select Yes. 

Otherwise, select No

B. Select the ID type of the entity 
you are wanting to access from 

the dropdown options. Then, 

enter and confirm the ID

Select Next to continue



THIRD PARTY ACCESS
Request access to an existing tax account

C. Select the + Add access to 

account hyperlink



THIRD PARTY ACCESS
Request access to an existing tax account

D. Select the Account Type you wish 
to access from the dropdown 

options 

E. Choose an Access Level from 
the dropdown options

F. Pick one of the Verification 

Methods from the dropdown 
options

G. Based on the verification method 

selected, enter the required 

information in the Verification 
field

Select Add access to account to 
add access to another account 

or select Next to continue



REQUEST THIRD PARTY ACCESS
Request access to an existing account

Review the Account Verification summary. Then, select Submit to finish the submission 



REQUEST THIRD PARTY ACCESS
Request access to an existing account

The confirmation page let’s one know access has been granted. If Request Access 
Letter was selected as the verification method, based on the Mail Delivery 
preference an email will be sent or allow 5-10 days for delivery from UPS 

• Click Printable Confirmation to print a copy for records,

• Click OK to return to the homepage.



REGISTERING TAXPAYERS
Existing Taxpayers 



TAXPAYER REGISTRATION
Existing Taxpayer

Taxpayers already registered for tax accounts with the city’s Revenue Department, will need 
to create a web logon to view and access their accounts on PTC. Go to the Existing 
taxpayers panel and select Create a username and password. 

Click here for 

existing taxpayer



TAXPAYER REGISTRATION
Existing Taxpayer

Review the instructions window 
before creating a username and 
password

Select Next to begin



TAXPAYER REGISTRATION
Existing Taxpayer

Provide the required Profile information:

A. Create a username

B. Enter a password (review the 
Password help link to create a strong 
password), then confirm it. 

C. Select a Secret Question, then 
provide and confirm the answer.



TAXPAYER REGISTRATION
Existing Taxpayer

Provide the required Contact 
information:

A. Enter the full name

B. Provide an confirm an email address 

C. Select a Primary Phone type, then 
enter the phone number



TAXPAYER REGISTRATION
Existing Taxpayer

Verify if you are a third party tax 
professional under Identification:

A. Choose Yes if you will file returns or 
make payments for multiple 
business entities or individuals, 
including your own tax accounts

Select Next to continue to the 
following page to submit the 
username and password 
registration

B. If no, you’ll be prompted to select 
the ID type of the entity, followed 
by providing and confirming the 
ID number

Select Next to continue



TAXPAYER REGISTRATION
Existing Taxpayer

A. Select the + Add access to 
account hyperlink



TAXPAYER REGISTRATION
Existing Taxpayer

B. Select the Account Type you wish 
to access from the dropdown 

options 

C. Choose an Access Level from 
the dropdown options

D. Pick one of the Verification 

Methods from the dropdown 
options

E. Based on the verification method 

selected, enter the required 

information in the Verification 
field

Select Add access to account to 
add access to additional  

accounts or select Next to 
continue



TAXPAYER REGISTRATION
Existing Taxpayer

Review the information provided. If changes need to be made, click the Previous 
button to go back to any screen and update. Select Submit to complete the request



TAXPAYER REGISTRATION
Existing Taxpayer

The confirmation page let’s one know the username and password for the 
Philadelphia Tax Center has been created

• Click Printable Confirmation to print a copy for records,

• Click OK to return to the homepage to log in



ACCESS LETTER VEREFICATION METHOD
Verify Access Letter ID 



ACCESS LETTER VERIFICATION METHOD
Verify Access Letter ID

If an access letter was requested as 
the verification method, obtain the 
Letter ID from the letter received from 
the City’s Revenue Department



ACCESS LETTER VERIFICATION METHOD
Verify Access Letter ID

On the Philadelphia Tax Center 
homepage, enter the username 
and password used to request 
the access letter

Enter username 

and password 



ACCESS LETTER VERIFICATION METHOD
Verify Access Letter ID

On the Welcome page, 

access the More options 
tab 



ACCESS LETTER VERIFICATION METHOD
Verify Access Letter ID

Click Verify Access Letter in 
the Third party access 

panel



ACCESS LETTER VERIFICATION METHOD
Verify Access Letter ID 

A. Enter the Letter ID found on the 
requested access letter

Select Next to continue

B. Select Submit to verify access 
should be granted to the 
account types displayed.

C. Print the confirmation for records 
or select OK to view your PTC 
profile and accounts



ACCESS LETTER VERIFICATION METHOD
Verify Access Letter ID

Print the confirmation for records or select OK to view your PTC profile and accounts



ACCESS LETTER VERIFICATION METHOD
Verify Access Letter ID

Example of a web profile on Philadelphia Tax Center 
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