
Tax Credit Scholarship Program  

Instructions on How to Make a Donation at MyTax.Illinois.Gov 

Part 1 - Request a Letter ID – In order to donate you’ll need an account on mytax.illinois.gov. 
This requires your Social Security Number and Driver’s License Number. The Letter ID will 
be mailed to your address on file from last year’s Illinois 1040.    Pages 2-3 

Part 2 – Create & Activate an Account – Once you receive the Letter ID in the mail, you will 
log in to mytax.illinois.gov and click the button to create and activate an account. You’ll need 
your Social Security Number, Driver’s License Number, and Letter ID code.   Pages 4-5 

Part 3 - Apply for the Tax Credit – Once you create & activate the account, you’ll receive an 
email with a special code you’ll need to enter the first time you log into your account. Now you’re 
ready to donate.           Pages 8-9 

Part 4 - Download Certificate of Authorized Contribution and make your donation to a non-
profit Scholarship Granting Organization (SGO) – 

a) Donate to Empower Illinois SGO – www.empowerillinois.org/donors/  pages 10-15
b) Donate to Big Shoulders Fund SGO – www.bigshouldersfundsgo.org/donate/

Part 5 – Download a Certificate of Receipt (COR) – Follow the instructions to download 
documentation of your donation for your tax files. Pages 16-17 

Part 6 - Receive your Credit – Your tax credit will be applied when you file your 2018 Illinois 
income taxes which will either eliminate or reduce your tax liability. 
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Tax Credit Scholarship Program - PART 1
MyTax.Illinois.Gov — Request Letter ID
The Tax Credit Scholarship Program (TCS) will help low income students receive a quality Catholic education  
while reducing or eliminating your State of Illinois income tax liability. To take advantage of this opportunity, 
you will need to use the mytax.illinois.gov website to apply for the tax credit. The steps below provide 
instructions for requesting a Letter ID, the first step toward getting an account. Please contact the TCS team 
at 312.534.2617 or tcs@archchicago.org for assistance.

STEP 1: Log on to mytax.illinois.gov
• If you already have an account, enter your username and password to verify
• If you do NOT have an account, click on the word “Individuals” (second rectangle from the left)

STEP 2: Click on “Request a Letter ID”; the first link in the “Miscellaneous Section”
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STEP 3: Enter your Social Security Number and one of the following: an IL-PIN, 2016 Adjusted Gross Income, 
IL Driver’s License Number, or IL State Identification Number.

STEP 4: Click ‘Submit’ and enter and confirm your email address; then click ‘ok’ to submit and receive your 
confirmation.

STEP 5: The Letter ID will be mailed to the address on your last year’s tax return. You should receive it within 
7–10 business days.

Tax Credit Scholarship Program  
MyTax.Illinois.Gov — Request Letter ID
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-PART 2
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Click "OK' when the next screen pops up & you will later receive a confirmation. You will later receive 
an activation code via email to use the first time you log into system. 
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- PART 3

Step 1

Step 2
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- PART 4
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Tax Credit Scholarship Program- Part 4 a
Empower Illinois — Make Your Donation 

The Tax Credit Scholarship Program (TCS) will help low-income students receive a quality private education while 

reducing or eliminating your State of Illinois income tax liability. This document is provided to assist you in the process of 

donating to Empower Illinois, the largest state approved Scholarship Granting Organizations.. Please contact Empower 

Illinois at 309.644.4524 or info@empowerillinois.org for additional assistance. 

STEP 1: Log on to EmpowerIllinois.org and click on “Donate” on the top right and select “Donate” from the drop 
down list. 

STEP 2: Confirm that you have already reserved your tax credit, received the Contribution Authorization 
Certificate from the Illinois Department of Revenue, and selected Empower Illinois as the Scholarship Granting 
Organization on your certificate. Then click “Donate Online” to continue the donating process online, or click 
“Donate by Check” to download a donation form to complete and send by mail. 

Step 3: Confirm that you have your Contribution Authorization Certificate from the Illinois Department of 
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Revenue and click “I Have My Certificate.” 

Step 4: Select the region in which you are donating. This must be the same as the region you selected on your 
tax credit application on mytax.illinois.gov (this information is on your Contribution Authorization Certificate). 

STEP 5: Select whether you are donating as an individual or a corporation and click “Next.” 

Step 6: Enter your Contribution Authorization Certificate number and donation amount. Click “Next.” 
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Step 7: Use the dropdown menu to select which school or school system you would like to designate. Enter the 
amount you would like to designate to that school or school system. If you are donating $1,000 or more, you 
have the option to select more than one school (see Step 8).  
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Step 8: To designate your donation to more schools or school systems, click the green “+ Select another school, school 
system, or scholarship fund.” You can select up to three options. After completing your designations, ensure the three donor 
authorization boxes are checked. 

Step 9: Upload your Illinois Department of Revenue Contribution Authorization Certificate. 

Step 10: Click “Make Online Donation Now.” 

13



Step 11: Complete the secure “Make a Payment” form. Note: payment by credit card is not accepted. 

14



Step 12: By clicking “Continue” on the above page, you will be brought to the confirmation page. Please print or 
download the confirmation page for your records.  

Step 13: You will then receive an automatic email confirmation from Empower Illinois. 
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- Part 5
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