DOWNLOADING AND
UPLOADINC YOURCAC

1. Log on to your MyTax Illinois account and click the blue highlighted “Individual”
link on the bottom left hand side of the screen.
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2. Select the tab in the bottom-middle of your screen labeled “Correspondence.”
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3. Select the blue “View Letters” link on the bottom right corner of your screen. It

will show either “no unread letters” or “x unread letters,” depending on whether

or not you have previously opened the files.
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4. Select the appropriate Invest in Kids Contribution Application or CAC. They
should be sorted in chronological order. Remember, if you wish to designate to

schools in multiple regions, you must have a CAC for each region.
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5. Open and save the appropriate Contribution Authorization Certificate (CAC) as

a PDF to the appropriate folder or Desktop.
6. Return to the CAC page of Empower Illinois’ Donor Wizard.
7. Click “Upload File,” and choose the CAC PDF that was just downloaded from

MvyTax Illinois.

Please upload both pages of your lllinois Department of Revenue
Contribution Authorization Certificate.

Upload File

8. Once your Contribution Authorization Certificate is successfully uploaded, click
“Next.”

0 /Empowerlllinois O @EmpowerlL @empowerillinois \ 6 www.empowerillinois.org



