
How To Guide:
Create a Tourist Development Tax(TDT)  

Agent Account
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Important Tips:

 You must have a Local Business Tax Receipt (BTR) to create a login and gain access to the Tourist 
Development Tax (TDT) portal as an Agent. Refer to Online Forms - Constitutional Tax Collector 
(pbctax.com) for additional information. 

 Read the “Before Getting Started” How To Guide.

 You must create and verify your login before creating an Agent Account. Refer to the How To 
Guide “Create Your Login”.

 Once you are verified as an Agent, an account Owner can assign their TDT account to you to 
manage on their behalf. 

 All TDT accounts created and assigned to an Agent, have an account status of “Agent-
managed”.

 If you are no longer managing the account, the account Owner must unassign you.

Before You Begin
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Step 1: Visit the Tourist Development Tax home page 

• Visit www.pbctax.com.
• Select “Other Taxes” in title bar
• Click “Tourist Development Tax”
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Step 2: Select “Information for Agents”

• Read the How To Guides found in 
the right menu column for each 
step.

• When you are ready, click “Login 
to TDT Portal.”
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Step 3: Login to select TDT access

• Once  you are redirected to the Palm 
Beach County Public Access Service Portal 
Home Page, select Tourist Development 
Tax

• Enter your Username and Password.

• Click “Login.” 

• If you have forgotten your password, click 
the RESET PASSWORD LINK
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Step 4: Create your Agent Account

• Click “Verify Agent Status”
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Step 5: Verify Your Status as an Agent

Important Tip:
 Many businesses use its Federal 

Identification Number or Social 
Security Number when applying 
for a Business Tax Receipt. 

1. From the Search By drop 
down menu, select the 
identification type used when 
applying for your Business 
Tax Receipt. 

2. Enter your ID number.

3. Select SEARCH
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Step 5: Verify Your Status as an Agent, cont’d.

4. From the search results, locate your Business Account.
5. Double click the LBTR# field to add your current Business 
Tax Receipt number.

Important Tips:
 The search results may return more than one Business Account. 
 We recommend you select the most recent BTR.
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Step 5: Complete the Verification Process, cont’d.

• Once you enter your 
Business Tax Receipt 
number in the LBTR# 
field, click the “Action” 
button.

• Your account is now 
verified to be an Agent 
and account Owners can 
assign their TDT account 
to you. As an Agent, you 
can now accept 
authorizations from your 
clients/property owners 
who have created a TDT 
account. 

Important Tips:
 We recommend that you inform your clients you are now a 

verified agent listed in the portal. 
 You are now ready for them to authorize you to file and remit 

payments on their behalf. 
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Step 6: Accept Authorization

• When an account Owner selects you in the portal 
to assign their TDT account to you, “Agent-
Managed”, you will receive an email notification.

• To accept or reject an authorization request, click 
“My Assigned Accounts” within the portal. 

Amy’s Rentals Inc. <amyrental@email.com>

Fwd: TDT account assignment request received from owner Jane Smith

Amy’s Rentals Inc.

Subject: TDT account assignment request received from owner Jane Smith
To: amyrental@email.com

The request for agent assignment to TDT accounts 0000110 received from owner Jane Smith. 

Please go to ‘Assigned accounts’ page to accept (or reject) the request.
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Step 7: Accept Authorization
• After clicking “My Assigned Accounts,” 

the following screen example on right 
will appear.

• To accept the authorization, click the 
thumbs up icon. The account status will 
update to “Agent-Managed”.

• To reject the authorization, click the 
thumbs down icon.

• A pop-up will appear confirming your 
acceptance.

• An email will be sent to the property 
owner advising them of your decision 
to accept or reject.
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For additional tutorials, 
please visit the TDT Support Center at

www.pbctax.com/tdt
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