
Franklin County Area Tax Bureau 

Instructions for Filing a Tax Return Through the Taxpayer Portal 

1. The link to access your Taxpayer Portal account can be found on our homepage (www.fcatb.org) or 
under the Individual Tax Forms webpage. When you click on the link, you will get the screen below. 
You will have the option to Login or Create Account from the screen below. Enter the email you 
used to create your Taxpayer Portal account, your password, and click Login. Note that you will 
also be able to reset your password if you forget it.  
 

 
 

2. If your email and password were entered correctly, you will see the screen below. Click Send Pin. 
The Pin will be sent to the email used to create the account. 
 

 

http://www.fcatb.org/


 
3. Check your email and enter the Pin that was received on the screen below. Note that you will have 

five opportunities to enter the correct email and password combination. We suggest clicking on 
Forgot Password before your fifth attempt. When you click Forgot Password, you will receive an 
email with instructions on resetting your password by using the security questions you created 
when you first established your account. If you do enter five incorrect email and password 
combinations, you will be locked out of the system. You will need to email taxpayer@fcatb.org in 
order to have us unlock your account.  

 

 
        

4. You will get the screen below if you have login correctly. From here you will be able to (1) check 
your account settings, (2) change your password, (3) create a 531 annual tax return, (4) file for an 
extension, (5) submit a 521 quarterly estimate, (6) authorize a tax preparer to access your account 
and submit reports on your behalf, and (7) change your address. Note that you will be able to see 
information that has already been submitted through the portal. 
 

 
 

mailto:taxpayer@fcatb.org


5. To start a new Form 531 (Local Earned Income and Net Profits Tax Return), click on the Create 531 
Annual Tax Return at the top of the screen shown above. You will need to enter the Tax Year. Note 
that you will only be able to have one tax return for each taxpayer, although you will be able to 
create an amended return if needed. The system will alert you if the year you entered is already in 
our system. Your Resident Municipality will be automatically populated based on your address (Is 
this only if the account has been linked?). If you are filing with a spouse, you will need to select 
that Taxpayer from the dropdown menu. The address will also be automatically populated. Check 
the boxes at the bottom if you have Business Income to file or if you moved during the tax year. 
These instructions will assume no business income and that you didn’t move during the year. 
Please see separate instructions if you have business income/loss to report or if you moved during 
the tax year you are filing. After selecting the Taxpayer (if appropriate) and confirming the 
information, click on Proceed to Income Info. 
 

 

            
 



6. Complete the screen below as needed. Reference the 531 Instruction for more detailed 
instructions on each line (and which lines are automatically populated). Also, hovering over the 
field will provide you with a short description of the field. 
 

 

          

           
 



7. After entering all of the necessary fields in the above screen, click the Continue to Calculate 
Payment/Refund in red at the bottom right of the screen. Note that if you are editing the return and 
something has changed, you may need to click the Continue to Calculate Payment/Refund a 
second time. You will then get the screen below. Depending on what fields you entered a value for, 
will depend what forms are Required. A file needs to be uploaded wherever you see “Required” in 
red under the Status heading. 
 

 

 
8. Click on Manage to upload the required form(s). You will get the screen below for each form you 

click Manage on in order to upload the form. Clicking on Choose Files will allow you to select the 
appropriate file on your computer. After selecting the file, click on Upload. 
 

 
 



 
9. Once you click on Upload, you will get the screen below. Click on Back to Forms. 

 

 
 

10. Clicking on Back to Forms will take you back to the screen where you can enter other forms. If you 
have more files to upload, you will have the option to click on Upload Additional Forms. Note that 
in this example, only one form was required, therefore, the Upload Additional Forms is not shown 
in the screenshot below. Once you are done uploading all of the required forms, click on Back to 
Forms again. You should get a Status of “Loaded” next to all of the files/forms you uploaded. Note 
that you can upload the same form if it meets more than one of the required forms. 
 

 
 

11. Once all of the files required have been uploaded, click on Continue 531. This will take you to the 
screen below. In the example provided, there is a payment due of $50. This was done to show you 
that you will need to select the Payment Type drop down menu and select how the amount due 
will be paid. You will have the option of paying by (1) Check, (2) ACH, or (3) Credit Card. If you are 
paying by check, it will ask you to enter the check number. If you are paying by ACH, you will be 
asked if it is a checking or savings account and will need to provide your bank routing number as 
well as your account number. If you are paying by credit card, you will need to click that you agree 



to pay the Credit Usage Fee. After accepting the terms, you will be asked to enter your credit card 
information. After completing the payment information (if appropriate), you must enter your name 
(which acts as an official signature), your Occupation, and a Daytime Phone. Note that your name 
is a required field. Once you have entered these fields, click on Finalize 531 Form at the bottom 
right of the screen. 
 

 
 

12. If you have properly finalized/submitted your return, you will get a popup like the below.  
 

 
 



13. Hitting Close on the above screen will show your remittance advice (see below). Note that you will 
get the screen below even if you are due a refund. If you hit the “X” at the top right to close this 
screen, your tax return will then popup. If you would like a printed copy of your tax return, you can 
print it from here. 
 

 
 

14. After finalizing your 531 Form, you can click on the Dashboard at the top of the screen to see the 
different forms that have been filed. If the Status indicates *Must Finalize, that indicates that your 
return has not been finalized. You will need to go back into your tax return and make sure it is 
properly submitted/finalized (see #11 above). Note that all 531 Forms must be finalized within 30 
days or it will automatically be deleted. If the Status says “Submitted”, it means that you properly 
finalized your 531 Form. We now need to review it and accept it. If the Status says Posted, it 
indicates that we have accepted your return. Note that you will be receiving automated emails 
through this process. 
 

 
 

15. If you need to go in to edit your 531 Form, you will need to finalize it each time so that we get the 
most updated return. If you started a form by accident, you could delete it. 
 

16. You are welcome to call our office with any questions. We are open Monday through Friday from 
8:00am to 4:00pm. Our office number is 717-263-5141. 
 

17. Good luck!  


