Instructions for Completing the 
Integrated Revenue Management System (IRMS) 
System Authorization Request (SA-IRMS-E form)


ORGANIZATION INFORMATION:

This section must be completed so that TAX knows which organization the user is associated with. Some users may be associated with more than one organization and this will indicate the user id to be assigned. The mailing address needs to be listed so that the User Identification and Password Assignment letter will be mailed to the correct location.

AUTHORIZATION REQUESTED:

This section indicates the action required. Please check only one box in this section.

To set up a new user: Check the Set-up access for new IRMS user box. Please print clearly or type information. User name, phone number, SSN, and email address are all required fields.

NOTE: Your SSN number is not used as a unique identifier. It is necessary to prevent unauthorized access to tax records.

Change in user access: This box should be checked if you already have a user id and need to modify the access to your account. After checking this box, check any additional boxes for change in access.

User name change: Check this box if you need to have your name changed. For instance, if you get married or your name was misspelled.

Delete Access: check this box to delete access to the system for a user. Also include the user id or name to be deleted.

SYSTEM ACCESS SECTION:

FIPS Code: Please list your locality FIPS code and then check the box that corresponds to the locality access you need. In most cases you will only check one box in this section.

NOTE 1: If you are a Treasurer or Director of Finance and also need access to setoff information you will need to enter your setoff agency number and check the setoff access box.

NOTE 2: For localities to receive reports via EESMC, you must designate one user from your locality to receive all reports. You must complete the user form and check the EESMC Report Contact box.

Setoff Agency Number: Please enter the setoff agency numbers you need to access in this section and then check the box to indicate you are a setoff agency.
NOTE 1: If you do not see access for what you need, then check the Other box and write in the access you need.

TYPE OF AUTHORITY NEEDED:

If you are the Primary or Alternate Setoff Debt Coordinator then check the appropriate box to indicate the access needed.

If you are the Primary or Alternate IRMS Security Administrator then check the corresponding box to indicate the access needed.

USER SIGNATURE:

The user must sign and date the form before it can be accepted by TAX IT Security Administration. The only time the user does not need to sign the form is if the form is being sent in for a termination of access to the system.

APPROVAL SIGNATURE:

Either the Primary or Alternate IRMS Security Administrator from your organization must sign the form before it can be processed.


