Instructions for Setting up Access to MassTaxConnect

Note: Please review the instructions for Step 6 on Page 2 prior to starting this process. Gather information on
one of the Options before you begin the steps below. This will avoid timing out on the MassTaxConnect system
while you complete those tasks.

1.  Navigate to MassTaxConnect: §) Meszgov

h S/ r m m Mty MassTaxConnect

Taxpayers Impacted by Storms

. . Taxpayers impacted by recent storms may qualify for Iate file and Iate pay penalty relief. Contact DOR at 617-837-6367.
2. Click Sign Up.

S

Registration Options

3. Under Registration Options,
click Create My Logon.

Registration Options

Select a registration option

filed taxes in the state of

> Create My Logon Gual, or | represent a business, fiduciary, trust, partnership or other organization that has previous

s,

> Register 3 usiness am, or | represent 3 business. fiduciary, trust or parnership that has not previously filed or psid taxes in Massachusens

> Register an Indivigusl am an individusl the would like to register to file and pay personal use and/or excise taxes.

> Register an Esue represent an estate that iously filed or paid taxes in Massschusers.

Request to Create an Online Account

4.  Click the top radio button: I repreSent | e o cese anonine scco
a business or organization that has o
previously filed taxes in the state of
Massachusetts. Note: this is accurate,
since your location has filed for employee T
MA income tax withholding; Paylocity e o i

ee retums
e about signing up for MassTaxConnect

handles this for all locations that process T o o o oo 5 55 3555 o s
ncome on Form M-290T-62 or 3M for Unrelated Business Income)
payroll with Paylocity. Then click Next.

Select one of the options below to continue.

I represent a business or organization that has previously filed taxes in the state of Massachusetts. | will validate my business by supplying .

—
n FEIN/SSN AND

Only use this request if you've already filed a return. If you would like to register 3 new business, register here

1 am an individual who has previously filed taxes in the state of Massachusetts. | wil validste my income by supplying

ee retums

e about signing up for MassTaxConnect
® Line item detail from one of the last three returns

©nly use this request if you've aiready filed 3 retum. f you would like 1o register 2 new taxps)

=r for personal use e taxes, register here.

sct. Leam mare sbout income 1 filing options,

sident taxpaysrs who have previously filed 3 Massachusetts income tax rewm can now file 3 Form 1 on M

5. Under ID Type, select FEIN. Taxpayer Identification and Account Type
Under ID and Confirm ID, enter the 10 Type FEN .

location’s Federal Employer °
Identification Number. e e
Select an account type: * v

Under Select an account type, select
. . Select an account type that you have already filed a return for. If you have not filed a return and don't have an ID and Account Type yet, please click the Cancel
Wlthholdlng Tax. button and use New Taxpayer Reglistration instead.

If you have only zero returns (no refund and na tax due) for the past 3 years or if you have none of the listed account types, please call the Department of Revenue at 1-
617-887-6367 or toll free at 1-800-392-6089 for assistance in creating your username.

Cancel Previous Next >



https://mtc.dor.state.ma.us/mtc/_/

6.
Which of the following are you going
to provide?

Select A tax return amount OR a tax
refund amount from 1 of the past 3
Withholding Tax filed returns.

There are two options for the next step:

The st

= following are you going o provide?

turn smount OR 3 tax refund amount from 1 of

r 1D from the

stter you received informing you 3bo

the past 3

igning up for Mass

Nithholding Tax filed revurns. The amount must be grester than SC.

To locate a tax return amount or a tax Refund amount from 1 of the past 3 Withholding Tax filed returns:

¢ In Paylocity, navigate to

Reports & Analytics > Quarter & Year End.
e Select one of the past 3 Quarter End

Reports.
e Locate the amount for MA.

Employses  HR

Document L

brary

Active Filters:

X Status: Active

1]

B Display ssn (1] Exp — .
Las e Name Sta]
Quarter & Year End
orts pickup
Item Date 5] Report Class
— oumutType
- [
uarter End Report mplete QUARTERL
Camplet P
Complee j—
quase
Tax Code |Description
FITW EE FWH
SS EE QASDI
SS-R ER OASDI
MED EE Medicare
MED-R ER Medicare
MEDHI EE Addtl Med
Ss3P 3 Party Sick
FE0000-123 | EE Uncl Tips
MA EE SWH _

7. Enter that number in the Amount
field, then click the radio button
next to Tax Return Amount.
Click Next

& following are you going to provide?

A tax return smount OR a tax refund smount from 1 of the past 3 Withholding Tax filed returns. The amount must be grester than S0 ®

The letter ID from the letter you recsived informing you about signing up for MassTaxConnect.

Amount: 100.00
s this a tax or refund amount?

Tax Rewrn Amount ®

Refund Amount

Cancel




If the above steps do not work, you will need Letter ID from the MA DOR, which you can obtain via
telephone at (617) 887-6367. DOR's call center hours for tax help are 9 a.m. — 4 p.m., Monday through Friday.

When you call, explain that you work for the Catholic Church (or another religious employer) and do not file
tax returns so need help with registration. The representative should give you the Letter ID over the phone,
but they may say it must be sent via US Mail. Once you have the Letter ID, enter it were shown below.

Nhich of the fallawing are you geing to provids?

A tax return amount from 1 of the past 3 filed returns. The amount must be grester than S0,

The letter |3 from the letter you recsived informing you sbout signing up for MassTaxCannsct ®

Request to Create an Online Account

Request to Create an Online Account

] o ] ©

Taxpayer Type Taxpayer ID and Account Verification Type Letter ID

The letter ID from the letter you received informing you about signing up for MassTaxConnect. ®
How can | find my letter ID?

Letter ID:

Cancel < Previous Next >

Letter ID Info x

The Letter ID can be found in the top right corner of the letter. Please note that you can
OMLY use the letter |D specifically from the letters titled:

Motice of Account [D UST Consolidated Bi

USD Consolidated Bill Care and Custody Initial Bi
Att General Lien MNotice of Assessment

Not ilure to File Introducing MassTaxConnect

Failure to Register and File

IDs from other correspondence received from the DOR will not be accepted. The ID
cansists of an "L", followed by a 10-digit number.

Ca " cel “

Request to Create an Online Account

8. Complete the fields to Create
Your MassTaxConnect Online Profile.
Click Next to proceed.

Request to Create an Online Account

e @ © e ]

Taxpayer Type Taxpayer ID and Account Verification Type Tax Amount Profile Information

Create Your MassTaxConnect Online Profile

The following information is required to create your MassTaxConnect online profile

Phone country: usA

Business

Create a 4-digit PIN:
E-mail address:

Confirm e-maik

Cancel < Previous Next




9. Create a Username, Password,

Security Question and Answer.

Click Next to proceed.

10. Click Next to proceed.

11. Check the box next to I agree
and click Next on the Terms
of Use Agreement screen.

Create Your MassTaxConnect Online Profile

Request to Create an Online Account

Request to Create an Online Account

nd Account ax Amount Prof Logon Set
Create Your MassTaxConnect Online Profile

If thi
Wass

Request to Create an Online Account

equest to Create an Online Account

Terms of Use Agreement

12. Confirm that your

Information is correct,
and then click Submit.

Request to Create an Online Account
Request to Create an Online Account
Y
’ o [} [} ]
nount Profile Information User Logan Setu ofile A Terms of Use Summary
Registration Summary
urate and then use the Submit button te submit you sccount request. If you noti tered in

Login Information

Name:

Username:

Phone Number:

Email Address:

Cancel

mectly, use the Previous button and

< Previous m

13.

You are now ready to begin your HIRD filing (see separate instructions).

Print the Confirmation (and/or save it somewhere secure to refer to when logging in in later years) then
click OK.




