Steps to Setting Up an Account on the Westerville Tax Portal

This document outlines the steps to successfully register and set up an account on the
Westerville Tax Portal.

Westerville Tax Portal or https://web2.civicacmi.com/WestervilleTax/

1. Read and Accept the Disclaimer: Upon visiting the Westerville Tax Portal, you
will be prompted to read and accept a disclaimer before proceeding.

2. Register for a Web Login: Click on the "Register for a Web Login" option. To
continue, you will need your Westerville Account # (XXXXXX-B). If you do not
have your account number, please call 614-901-6420 for assistance.

o Note: You should only "Request a new tax account" if you have never had
an account with us before, work or have a location in Westerville City
Limits.

3. Complete Registration Information: Fill in the required registration information
on the portal and click "Register." This action will send a confirmation email to the
address you provided. You must click on the link within this email to confirm your
registration.

4. Login and Access Your Account: After confirming your registration via email,
return to the Westerville Tax Portal, accept the disclaimer again, and log in. Your
account is now set up and ready for access.


https://web2.civicacmi.com/WestervilleTax/
https://web2.civicacmi.com/WestervilleTax/

Portal Usage Guide

FILE A RETURN on the portal

To file a return, follow these steps:

1. Click on "Business E-File" — then "Start a new form" or "Continue" if you have
already tried to start one.

2. Select the year, then continue and it will step you through filing your return.

o You will need to enter each different type of information (Schedule X,
Schedule Y, Federal Income Information) separately on the screen.

o Once you enter this information, click on "upload forms" on the bottom and
upload any documents pertaining to the information just entered, then click
"Done" and "Continue".

o This will provide the transcript and "Continue" again will allow for
estimates to be set up.

3. Atthe end it will give you an option to "Review as pdf of the return in the a
window and print".

4. Once you have reviewed all the information and everything looks good, please
click on the "I certify" button located at the bottom of the original screen.
Following this, click "Submit".

5. You have successfully filed your return. An email confirmation will be sent
to acknowledge the submission of your tax return

MAKE A PAYMENT on the portal
To make a payment, follow these steps:
1. Click on "Pay by Check" and set up your bank account information or "Pay by
Credit Card" and enter information.
o Once this is set up, when you go into "Pay by Check" or "Pay by Credit
Card" then you will select what you want to pay:
Tax Due
Estimated Tax
Interest/Penalty
o You will have to fill in each of the following questions:
- Choose the tax year
Make sure correct account - Account #'s end in a "B" or "W"
Effective date: when do you want your payment dated for
Period ending date: what period is your payment is for (y/e of tax
year or Qtr ending date for estimates)
- Payment amount: Self explanatory.
o Then submit.
o If you have a tax and P&l Balance, you will need to break this out when
making your payment.
2. If you are paying on an installment plan, select "Pay Plan", effective date
(when you want your payment to be paid) and amount.
o Then submit.
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