
How To Guide:
File and Remit a Payment
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Step 1: Visit the Tourist Development Tax home page

• Visit www.pbctax.com.
• Select “Other Taxes” in title bar
• Select “Tourist Development Tax”
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Step 2: “Login to TDT Portal”

1. Read the How To Guides for each 
step.
2. When you are ready, click “Login to 
TDT Portal.”

August 2022 3



Step 3: Login to select TDT access

• You will be redirected to the Palm Beach 
County Public Access Service Portal Home 
Page

3. Select Tourist Development Tax

4. Enter your Username and Password.

Click “Login.” 

If you have forgotten your password, click 
the RESET PASSWORD LINK

August 2022 4



Step 4: Access Your Account

1. Click “MY ACCOUNTS.”

2. Select the account for which you 
want to file a return. 

3. Click on the box with the + sign. 
This expands the account and reveals 
the tax year and filing periods.
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Step 5: File your return
4. Double click each shaded box from left 
to right to enter the following:

 Number of Nights rented for the month
 Gross Rental Receipts
 Exemptions for sales that are not subject to 

TDT. (example:  tax exempt government 
agency). The account owner must maintain 
adequate records to support the exemption 
per Florida Statute 212. 

5. When all information is entered, Select 
the Paper Icon in the Action Box to file 
your return.

If filing a $0.00 tax return, continue to page 14 for 
instructions.

Important Tip:
 The Icon Description is 

located on the lower 
right to explain each 
icon function. Clicking 
these icons will not 
perform the function.

August 2022 6



Step 6: View the Return
• The TDT return will calculate:

• Line 6. Total Tax Collected

• Line 7. Collection Allowance- credit for on time filing - Up to $30

• Line 8-11. Late Filing Penalty, Fees, Interest- if applicable

• Line 12. Current Month Amount Due

6. Choose one of the 3 options:
1. FILE AND ADD TO CART– Proceed to Step 9 to make 

payment.
2. FILE ONLY- If you select FILE ONLY, you may edit the 

return until the due date.          
3. CANCEL- Return to “MY ACCOUNTS” screen to 

edit/update the information if incorrect.

• After choosing an option, the return will close.

Important Tip:
 It is recommended to file after the 1st of 

the month as once the payment is made, 
no edits can be made. 

 Payments must be made prior to the 
deadline E.S.T. to avoid penalties and 
fees.

 TAXES ARE DUE AT THE TIME OF FILING.
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Step 7: Editing Your Return

• If the return is FILED and needs 
to be updated, Click the Pencil

• Repeat Step 6. Double click each 
box from left to right to edit the 
information.

• After the updates are made, 
Click on the     icon to save your 
changes.

• You can edit as often as you 
need to until you are ready to 
file and pay.

• If you select FILE ONLY and 
payment is due, you must select 
the $ Icon to add it to the CART.
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Step 8: Preparing to Pay

• If the return is edited and $ Icon 
selected, after review, click ADD 
TO CART. 
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Step 9: View collection cart

• Ready file and pay? Click “CHECKOUT”. 

• To view the collection cart and details, 
select the cart icon. 

• Once in the cart, to edit a return, 
select the box and click “REMOVE” and 
return to Step 7.

• Ready to file and pay? Click 
“CHECKOUT”. 

IMPORTANT: A return is not considered filed until payment is received.
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Step 10: Enter billing details- Name, Billing Address

1. After clicking “Checkout”, 
select NEXT.

2. All fields are required except 
when the payer is a business.  In 
that case, the “First Name” can 
be left blank.

3. Click “Accept Terms” to go to 
Bill2Pay.

• This information will be 
loaded into Bill2Pay, the 
payment processor. 

4. Click “PROCEED TO PAY”.

August 2022 11



Step 11: Enter payment details- Bill2Pay 

Important Tips:
 DO NOT use the back button to cancel your payment, click 

the “Cancel” button.
 E-checks do not have a fee and can be used to make 

payments up to $999,999.99.
 Credit cards have a 2.4% fee which goes directly to the 

credit card processor and is not retained by the Palm Beach 
County Tax Collector.

 The maximum credit card amount is $99,999.99.
 If MyWallet is not used, select and enter payment 

information for either a credit card or an e-check. 

• Enter payment information and click “Submit.”
• Clicking “Cancel” will take you back to the TDT site, where 

payment information will have to be re-entered.

Using the MyWallet Feature of Bill2Pay
• You can save payment methods to MyWallet.
• Credit card and bank account information can be saved for 

future payments.
• Remember to check the “Save payment method for future 

use” to add this payment method to MyWallet.
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Step 12: Complete the payment

1. Agree to the Terms and Conditions.

2. Enter your email address to receive payment 
confirmation. 

3. Click “Pay Now”.

• A confirmation box will appear to show successful 
payment along with your checkout receipt.
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How to File a $0.00 Return
Important Tips:
 You can file 6 months in advance. 
 Make sure to file $0.00  Return before the due date to avoid a $50 penalty. If 

tax is due and delinquent, additional penalties and interest may apply. 

• In the MY ACCOUNTS section:
1. Click the box with the + sign to 

view account details.

2. Click the Paper icon.
Click “FILE ONLY” in the pop-up box
The result will be $0.00 filing. 

3. Scroll right to see the status of 
“Filed.”

Congratulations! 
You have filed your return and 

paid your taxes!
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For additional tutorials, 
please visit the TDT Support Center at

www.pbctax.com/tdt
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