
JOB	AID	‐	STEPS	TO	ACCESS	AND	COMPLETE	ODT’S	ANNUAL	LOCAL	
TAX	CERTIFICATION	

 Visit the department’s website
(https://tax.ohio.gov/wps/portal/gov/tax/researcher/requests-for-data) to access and
complete the form on-line.  The link is located under the “Municipal
Auditors” heading. *(note:	the	form	is	hosted	on	a	vendor	website	named
Cognitoforms.com.)

 

https://tax.ohio.gov/wps/portal/gov/tax/researcher/requests-for-data
https://tax.ohio.gov/wps/portal/gov/tax/researcher/requests-for-data


 The introductory screen looks like this: 

 

 

 



 Location and contact information: required fields are shown with an 
asterisk. 

 

 

 

 Income Tax data: If “no” income tax is chosen, proceed to admissions tax 
below. 

 

   

*Required fields 

Use drop down box to 
choose primary county 

Have an income tax? 



 If your municipality does have an income tax and “yes” was chosen, then … 

 

 Also, if your municipality has an income tax, are there any JEDD or JEDZ 
data to report? If “no” is chosen, then proceed to admissions tax below. 

 

 

 

Total revenues and total refunds are auto-calculated. If one or more types of 
revenues are combined, simply place in “unable to categorize” 

Use this link to find your municipality’s MNP 

distribution for CY2019: 

https://tax.ohio.gov/wps/portal/gov/tax/resear

cher/tax‐analysis/tax‐data‐series/individual‐

income/publications‐tds‐municipal/LG13M1219  

Use “Prior Years’ Distributions” on this link to 

find your municipality’s ELC&LETC distribution 

for CY2019: 

https://tax.ohio.gov/wps/portal/gov/tax/gover

nment/resources/distributions‐gas‐municipal‐

income 

*Required field 

https://tax.ohio.gov/wps/portal/gov/tax/researcher/tax-analysis/tax-data-series/individual-income/publications-tds-municipal/LG13M1219
https://tax.ohio.gov/wps/portal/gov/tax/government/resources/distributions-gas-municipal-income


 If “yes” is chosen, then … 
 

 

 

 

  
 Admissions Tax: If “no” is chosen, proceed to lodging tax below. If “yes” is 

chosen, then … 

   

Complete fields to show the contracted parties (with 
JEDD/JEDZ) as well as collections and refunds. Again, 
total fields are auto-calculated. 

If your municipality has more than one 
JEDD/JEDZ, click here to add additional entries. 

*Required fields 



 Lodging Tax: If “no” is chosen, click the certify check box and submit. If 
“yes” is chosen, then … 

 

 

 

A confirmation screen will appear after clicking submit and your submitted 
form will be displayed.  At this point you can print and/or save a copy for your 
records.  A confirmation email will be sent to the address provided on the form.  

Thank you! 

 

 

*Required fields 

After all fields are verified, check the box to 
certify and click submit.  


