
Steps to Setting Up an Account on 
the Westerville Tax Portal 

Portal Link: https://taxportal.westerville.org 
 

 
 

1.​ Read and Accept the Disclaimer: Upon visiting the Westerville Tax Portal, 
you will be prompted to read and accept a disclaimer. Please review the 
terms and conditions carefully 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 #, which can be in the 
format of XXXXXX-R. 

○​ Important Note: You should only select "Request a new tax account" 
if you have never previously held an account with the City of 
Westerville. 

3.​ Complete Registration and Confirm via Email: Fill out the required 
registration information on the portal and click "Register." An email will be 
sent to your registered address to confirm your registration. You must click 
on the link provided in this email to complete the confirmation process. 

4.​ Login and Access Your Account: After confirming your registration, return 
to the portal, accept the disclaimer again, and log in. Your account is now 
successfully set up and ready for access. 

https://taxportal.westerville.org


 

Portal Payment and Return Filing Instructions 

Filing a Return on the Portal 
1.​ Click on "Individual E-File." 
2.​ Then, select "Start a new form" or "Continue" if you have previously started one. 
3.​ Select the year, then continue. The system will guide you through the return filing 

process. 

O  ​ You will need to enter each type of income separately on the screen 
(e.g., W-2, W2-G, Sch C (or 1099-Misc), Sch E, K-1, or Schedule F 
o​ After entering this information, click on "upload forms" on the right 
and upload any relevant documents. REMINDER - if you have a 
1099-Misc and it is reported on the Schedule C - you will only enter this 
information once. 
o​ Once uploading is complete, click "Done" at the bottom of the 
screen. This will take you back to the main screen. 
o​ Click "next" to continue. 
o​ At the end, you will be given an option to "Review as pdf in new 
window and print." 
o​ If everything looks correct, click "I certify" at the bottom of the 
original screen and then "Submit." 

 An email confirmation will be sent to confirm that your return has been submitted. 

 

 

 

 

 
 



Payment instructions next page 

Making a Payment on the Portal 

To make a payment, you will need to set up your bank account information by clicking 
"Pay by Check" or enter your credit card details by clicking "Pay by Credit Card." Please 
note that paying by credit card incurs a "Convenience fee." After setting up your 
payment method, you will need to log out and log back in for the changes to take effect.  

Once your payment method is set up, navigate to "Pay by Check" or "Pay by Credit 
Card" to select what you want to pay.​
 1.​ Tax Due, Estimated Tax, or Interest/Penalty: 

○​ Choose the tax year: Select the relevant tax year. 
○​ Make sure you have the correct account: Ensure you are using the 

correct individual account (account numbers ending in "R"). 
○​ Effective date: Specify the date you want your payment to be dated for. 
○​ Period ending date: Indicate the period your payment is for (e.g., 

year-end of tax year or quarter ending date for estimates). 
○​ Payment amount: Enter the self-explanatory payment amount. 

If on an Installment Plan Payment: 
i.​ Select "Pay Plan." 
ii.​ Enter the effective date (when you want your payment to be paid). 
iii.​ Enter the amount. 

○​ Then, submit. 

Note: If you have both a tax and a P&I (Penalty & Interest) Balance, you will need to 
itemize these amounts separately when making your payment. 
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