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Welcome Message 
Welcome to the City of Rockford Customer Self Service Portal for Self-Reported Taxes! 

The City of Rockford Customer Self Service is the new payment portal that allows users to easily and 
conveniently pay self-reported taxes online using a credit card or eCheck. Please note that there is a $1 
convenience fee when using an eCheck. There is no fee to pay by credit card.  

If you have questions or issues during the registration or filing process, please contact the Local Sales 
Tax Section of the Finance Department at (779) 348-7165. Someone will be available to assist you 
Monday – Friday 8:00am to 5:00pm. You may also send an email to LocalSalesTax@rockfordil.gov for 
assistance.  

A helpful button to remember is the “Resources menu” in the upper right corner when logged into the 
Customer Self Service homepage. Clicking it will give you the option to view a PDF of these instructions, 
as well as PDFs of the tax remittance forms is you need to review deductions and other calculations.  
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Step 1: Registering 
To access the Self Service portal, go to: https://ess.rockfordil.gov/css/. Select “Customer Self Service” on 
the left-hand menu. 
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After clicking “Customer Self Service”, you will be brought to the Login page. To register, click the 
hyperlinked “Sign up” button below the login fields. 

Complete the registration fields and click “Save”. User ID must be the business email address on file. 
Password requirements are a length between 8 to 15 characters with at least one numeric, one non-
alphanumeric character, one uppercase, and one lowercase. Most browsers will have the option to 
save your login details. Whether or not you store your login on your browser, we recommend that you 
additionally document and save your User ID and password on your computer or in a paper file. 
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After saving your registration information, you will receive a Welcome Screen. Click on “Customer Self 
Service Home Page be directed to the Self Service homepage. Then continue to the next section for 
directions on linking a business account. 

 

Step 2: Linking Business Account 
Starting on the Self Service homepage, click “Local Sales Tax” on the left-hand menu. 

 

Clicking “Local Sales Tax” directs you to the “Linked Accounts” page. Click the “Link to Account” 
hyperlink to begin linking a business account. 
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Enter both the business account ID and the business’s customer ID in the corresponding fields. You 
should have received both from the Finance Department prior to registering. Please contact the Local 
Sales Tax Section of the Finance Department at (779) 348-7165 if you have issues linking a business 
account.  

 

Once linked, you will see the options to view your account, manage your account’s bills, and enter a 
filing.  

 

Step 3: Filing and Paying a Return 
To file a return, you can reach the “Enter Filing” hyperlink two ways: 1) you go to the Accounts screen 
and click the “Enter Filing” hyperlink next to the relevant business account.  
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2) OR you can select “Enter Filing” after logging into Customer Self Service and expanding your tax 
accounts from the main page. 

 

Click the “Select” hyperlink next to the tax account for which you are filing. 

 

Click “Select” next to the specific month you wish to file.  
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You will be directed to the Filing Amounts page, verify your State ID and the monthly Gross Receipts and 
any Deductions. Click “Continue” to proceed to the filing review page.  

 

 

After clicking “Continue”, you will be directed to the final review form before submitting your filing. This 
shows the calculation of your payment due. To make changes prior to submitting, click the “Revise this 
filing” hyperlink in the top right corner. 
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If the filing passes final review, scroll to the bottom, click the gray checkbox to signify acknowledgement, 
and then hit “File” 

 

A confirmation screen will appear. From here you can attach your Illinois Department of Revenue ST-1, 
St-2, or RHM-1 form(s) by clicking the “Attach a document to your new Filing” hyperlink. 
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^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

 

A gray box will expand with options to “Choose File” and then “Upload” 

 

After choosing you file and clicking “Upload” to attach your document, you will receive this message 
highlighted in green: “Successfully attached # document.” The message will appear next to the “Attach a 
document to your new Filing” hyperlink.  
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^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

 

If you forget to attach a copy of your ST-1, ST-2, or RHM-1 form(s), you can mail the form(s) to the 
Local Sales Tax Section or email as an attachment to LocalSalesTax@rockfordil.gov. 

If you would like a paper copy of your online filing, we recommend that at this point you right click the 
web page and select “Print”, or go to your browser’s settings and select “Print”. Your browser’s print 
screen should appear. Follow the steps to print a paper copy of your online filling.  

 

Once all relevant documents have been attached, and is you have printed the web page as needed, click 
the “Pay this Bill” hyperlink. If the amount owed is $0.00, click the “Submit another renewal” 
hyperlink. This will save you filing and redirect you to the Linked Accounts page.  
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^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

 

After clicking “Pay this Bill”, select your payment method. There is a $1.00 convenience fee for paying 
with an eCheck. There is no fee to pay by credit card.  

 

You will be directed to the payment portal to enter your billing address and payment information. 
Please note that once you click “Make Payment,” the transaction will immediately processed.  

Click Here 
If the amount owed is 

greater than $0.01 

Click Here 
If the amount 
owed is $0.00 
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After submitting payment, you will be directed to this payment confirmation screen. Click the “here” 
hyperlink at the bottom of the message box to be redirected to Customer Self Service. 

 

You may receive a message requesting verification that you intend to change websites. Click “yes” and 
you will be redirected to the Customer Self Service Home Page. 
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You can view you paid bill by going to the business account from you Linked Accounts screen and 
clicking the “Account” hyperlink, 

 

then selecting All Bills on the left hand menu, 
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then clicking the “Details” hyperlink to the right of the bill that you want to view. 

 

Navigating the Customer Self Service Portal 
Logging into Customer Self Service directs you to your account homepage. 
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From the homepage, you can expand the linked business account(s) to view bills, pay unpaid bills, or 
enter a new filing. 

 

Clicking “Local Sales Tax” on the left hand menu directs you to the Linked Accounts screen. Clicking the 
“Account” hyperlink directs you to the Account Review screen. 
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Account Review allows you to view your account details. If any of this information is incorrect, please 
complete the Business Registration Packet, that is located in the Resources menu, and email to 
LocalSalesTax@rockfordil.gov. Please note the list of expanded options on the left-hand menu.  

 

Owner Information directs you to view the registered owner’s mailing address. If any of this information 
is incorrect, please complete the Business Registration Packet, that is located in the Resources menu, 
and email to LocalSalesTax@rockfordil.gov. 
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Filing directs you to the “Filing – License/Tax Section” screen. Click the “Select” hyperlink by the tax 
account to view filing details. 

 

You will be directed to the account’s “Filing – Date Selection” page. This is where you can view your 
submitted filings at a glance and enter a new filing, if applicable.  
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All Bills will take you to a screen showing the history and details of past bills, including showing a 
hyperlinked “Pay Bill” option, if a bill is not yet paid. Click the “Details” hyperlink to view the details of 
the selected bill.  

 

After clicking the “Details” hyperlink, the left-side menu will expand with the View Bill option.  
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Click on Payment History to see the history of specific payments or adjustments.  

 

Contact Us provides the Finance Department main phone number and the department email address.  

 


