A Quick Reference Guide for

Filing a Local Earned Income Tax Return
on the Centre Tax Agency eFiling Website

NAVIGATING THIS DOCUMENT
SCROLL THROUGH THE PAGES OF THIS DOCUMENT IN ORDER , OR:
• CLICK ON A TOPIC IN THE TABLE OF CONTENTS ON THE NEXT
PAGE TO JUMP DIRECTLY TO THE RELEVANT PAGE .
• CLICK THE “RETURN TO TABLE OF CONTENTS” LINK AT THE
BOTTOM OF EACH PAGE TO RETURN TO THE T ABLE OF
CONTENTS AND SELECT A DIFFERENT TOPIC .

•

eFiling Tax Return Quick Reference Guide

Ways to access the eFiling website:
• www.tinyurl.com/CTAeFiling
• https://www.statecollegepa.info/eFilingEntry/eitintroduction.aspx
Visit www.statecollegepa.us, hover over the word SERVICES in the main navigation,
and select “Tax eFiling (Individual)” from the drop-down menu.
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Before You Begin
Determine if You Need to File with Centre Tax Agency (CTA)
Did you work for an employer or
have earnings (or a loss) from selfemployment while a resident of
the Centre County TCD?

YES

START
HERE

Were you a resident
of the Centre County
Tax Collection District
(TCD) for any part of
the tax year in
question?

YES

You must file your local
resident return with the
Tax Collector for your
home municipality.
Do NOT file with
Centre Tax Agency.

NO
You do NOT need to file a
return with Centre Tax Agency.

NO
Did you work at a
location within the
Centre County TCD?

You are required to file a
resident return with Centre
Tax Agency. You may eFile
or send in a paper return.

YES

YES

NO

Were you a
Pennsylvania
resident?

YES

NO

Did your home
municipality levy an
Earned Income Tax?
NO

YES

Is the resident tax rate for
your home municipality
equal to or greater than the
non-resident tax rate where
you worked?
NO

Because you neither resided nor worked in
the Centre County TCD, you are NOT subject
to the local Earned Income Tax (EIT). If the
employer improperly withheld local EIT, you
must file a paper tax return with Centre Tax
Agency requesting a refund. A letter from the
employer stating where the work was
performed must be provided with the tax
return before a refund will be issued.
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You are subject to the non-resident
tax rate in the municipality where
you worked, but you are NOT
required to file a tax return with
Centre Tax Agency. Only file a nonresident return if your employer
withheld at the wrong rate or you
need to declare net profits that were
earned in the Centre County TCD.

You are subject to both the resident tax rate in your
home municipality and a portion of the non-resident tax
in the municipality where you worked. You must file a
local tax return with the Tax Collector for your home
municipality. Only file an additional non-resident return
with Centre Tax Agency if your TOTAL local EIT tax
withholdings exceed the non-resident tax rate for the
municipality where you worked.

Return to Table of Contents

Log In Page

If you have an Existing User
Account, enter your username
and password. If you have
forgotten either piece of
information, use the appropriate
hyperlink to recover the
username or reset the password.
Then, enter the security code,
review the Information and
Instructions, check the box, and
click “Submit”.
Now, skip ahead to the Tax Form
Selection part of this Quick
Reference Guide.
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If you do not have an Existing
User Account, change the radio
button to “New User Account (or
File with SSN)” and enter your
SSN. Make sure the SSN is
entered
correctly
before
proceeding.
Then, enter the security code,
review the Information and
Instructions, check the box, and
click “Submit”.
A window will pop up asking if
you would like to establish an
account. If you choose “Yes”,
follow the steps on the next page
to set up your User Account. If
you choose “Not at This Time,”
skip ahead to the Tax Form
Selection part of this Quick
Reference Guide.
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Set User Account Preferences
Enter your full name, a valid user
name (unique to you), and your
email address in the appropriate
fields.
Click “Save” to complete this
initial process.

Exit the eFiling website and look
for the confirmation email from
“Web Tax Mail” with the subject
“Confirmation: your registration
has been received” that was sent
to the email address you
provided. If you don’t see it in
your
inbox,
check
your
junk/spam folder.
Click the link in the email to
confirm your email address. This
will take you back to the eFiling
website and prompt you to
create a password. (The link is
only valid for 72 hours. If the link
is not followed within that time
frame, please call the Tax Office
at 814.278.4709.)
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If you want to file a combined tax
return with a spouse who already
has a user account, each party
must give authorization to the
other. Check the box by the
authorization statement and
enter the spouse’s information in
the appropriate fields. Finally,
check the box acknowledging
your responsibility for updating
the authorization.

Create and confirm your
password. Then click “Submit.”
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Tax Form Selection

Enter the tax year for which you
are filing this return.

Use the criteria listed to
determine if you should file a
Resident or Non-resident Return.
Please note that the terms
Resident and Non-resident refer
to your status during the tax year
listed above. If you were a partyear resident, use the Resident
Return.
If you opt to file a Non-resident
Return, skip to the Non-Resident
Return section of this Quick
Reference Guide.

A Note for College Students: Dorm rooms and student apartments are typically considered
temporary domiciles; therefore, a student should file their Local Earned Income Tax (EIT) Return
where they maintain their permanent residence. That said, the student may be subject to a nonresident tax on wages earned in the Centre County Tax Collection District if 1) the home municipality
does not levy a local EIT, 2) the resident tax rate of the home municipality is lower than the nonresident rate for the municipality where the student works, or 3) the student’s permanent residence
is in another state that does not levy a local EIT. In these cases, the student is subject to the nonresident tax rate in the municipality where the work is performed, and a Non-resident Return should
be filed with Centre Tax Agency ONLY if the employer did not withhold the correct amount. If the
correct amount has been withheld, then a non-resident is NOT required to file a tax return with our
office.
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Resident Return
Taxpayer Tab (Resident)
Anytime you see a blue circle with a
question mark, you can click on it for
help/more information.

If you are filing a combined return
with your spouse, change this
answer to “YES” and enter your
spouse’s information in the righthand column below. Be careful to
enter the SSN correctly.
If this is a correction to a previous
filing, choose “YES” here to
indicate an amended return.

LAST NAME, FIRST NAME, and
EMAIL ADDRESS are required
fields. Fill in the other fields, as
needed.
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These fields in the spouse
column are inactive unless the
Combined Return option is YES.
Then, the spouse’s LAST NAME,
FIRST NAME, and EMAIL
ADDRESS are required.
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Address Information (Resident)

These fields break down all the
parts of your street address. For
instance, 123 South Main Street
should be entered separately as
you see in the fields here. All the
individual fields are then
combined by the system on the
next line called ADDRESS 1
DISPLAY.
If necessary, enter any additional
street address information in the
ADDRESS 2 field. Then enter the
City, State, and Zip Code in their
respective fields.

This status is specific to this address during the date range selected at the top of the page. It may or not
be your current status. If you lived at this address for the date range specified but have since moved
away, you should still choose “RESIDENT” because you were a resident at that time.
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This page is for the address where
you resided on January 1 of the tax
year for which you are filing. If you
moved during the tax year, be sure
to adjust the end date. You will be
able to add additional addresses
on the next page.
The country MUST be “USA” for
you to be able to choose a County,
School District and Municipality
below. Only change this field if you
are entering an out-of-country
address.
Enter the County, School District,
and Municipality where this
residence
is
located.
This
determines what tax rate is used to
calculate your return, so make sure
you choose correctly. A State
College mailing address does NOT
mean that the address is in State
College Borough. If you’re not sure
of the correct information, please
click the link above the COUNTY
field to go to the PA Municipal
Statistics website and verify the
County, School District, and
Municipality before continuing.
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Residency Tab (Resident)

Dates of Residence for all
addresses entered must span the
entire year. If the first address
you entered only accounted for
part of the year, then you must
add one or more addresses until
your residency for the entire year
is accounted for.

If you are filing a combined return
and your spouse’s address
information is different from
yours, choose “YES” here and add
their address(es).

If you have a mailing address that
is different from your street
address, choose “NO” and add
your mailing address on the next
page that opens.

Before moving forward, verify that the addresses, municipalities, and dates of residence are all correct.
Once you move past this page, you will not be able to make changes to anything on the Taxpayer or
Residency tabs. Verify all the information added thus far – SSN, Name(s), Address(es), Dates of
Residence(s) – is correct. If so, click “Next.”
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Income Tab (Resident)
You MUST enter the data from
each tax document showing
taxable earned income and net
profits (W2, 1099, and/or net
profits schedule) on this page.
Only income entered here will be
included in the calculations for
your tax return. Documentation
uploaded on the Attachments
tab is for information only. The
eFiling system cannot “read” the
images to pull amounts into the
return.

If you lived at multiple addresses
during the year, you will be asked
to identify the time period for
each income source you enter.
Adjusting these dates here is
important because it affects the
way the income and tax withheld
are prorated in relation to the
dates you specified for each
address on the residency tab.
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To add a W2 form to the return
for the Taxpayer or Spouse, click
on the appropriate “Add”
button.

If you need to add a different
type of income, click on the
arrow and select the correct type
of income from the drop-down
menu. Then click “Add.”
NOTE: If you have 1099 income
that is included on a Schedule C,
ONLY add the Schedule C. Do
NOT add the 1099 forms
separately.

Once you have added all the
sources of income, click “Next.”
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W2 Form (Resident)
Select the State shown in Box 15 of
your W2 and enter the State wage
amount from Box 16.
Enter the Federal wage amount
shown on your W2.

Enter the Employer EIN, name,
and address shown on the W2
form.

This section will only appear if
you lived at multiple residences
during the tax year. The system
uses the dates of residence and
the dates you indicated for this
W2 to prorate the wages and
withholdings in accordance with
Pennsylvania Act 32 of 2008.

If you have Unreimbursed Business Expenses directly
related to this job, answer yes to this question, and
enter the expenses on the next page that pops up.
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Enter the Local Tax Information
from Boxes 18, 19 & 20 of your W2.
• If your employer issued multiple
W2s with different amounts of
local wages and withholdings,
add the figures together and
enter the sums of the wages and
withholdings into the boxes.
• Do NOT include Local Services
Tax (LST) with the local income
tax withholdings. LST is a
different tax and cannot be
applied towards your earned
income tax return.
• If boxes 18, 19 & 20 of your W2
are blank, enter the State Wage
figure from Box 16 of your W2
into the Local Wages box here. If
Box 16 is also empty, use the
Medicare Wages shown in Box 5.
• If you have a W2 from Penn State
that has no state or local
information in Boxes 16-20, then
the income is not taxable locally
and should not be included on
your tax return.
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1099 Form (Resident)

Use the 1099 Type drop-down list
to select the correct format. If
you have a 1099 R, select the
Distribution Type from the
adjacent drop-down list. Only the
1099 options provided are
taxable at the local level. If you
don’t see the 1099 type and/or
distribution code you’re looking
for, then the income should not
be included on your local Earned
Income Tax Return.

Enter the Payer’s FEIN, name,
and address as shown on the
1099.
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Enter the amount of taxable
income shown on your 1099
form.

NOTE: If the income shown on your
1099(s) has been included on a
Schedule C and offset against
expenses, only enter the Schedule
C into the eFiling system. Do not
add the 1099(s) separately.
Return to Table of Contents

Credit Tab (Resident)

If you made quarterly estimated
payments during the year, carried
a credit over from a previous tax
year, or have any other sort of
credit, choose the correct type
from the drop-down menu, and
click “Add.”
Once you have added all your
credits, click “Next” to move to
the Attachment Tab.
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If you don’t have any credits,
click “Next” to proceed directly
to the Attachment Tab.
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Attachment Tab (Resident)

Click on “Add New Attachment” to
upload copies of your supporting
documentation.
Upload any that apply:
• W-2 Form(s)
• 1099 Forms (any that are not
already included on a PA
Schedule C)
• PA Schedule UE (if you are
claiming Unreimbursed Business
Expenses)
• PA Net Profits Schedules
• Additional documentation that
may assist us in processing your
return.
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Once all attachments have been
uploaded, click “Next” to
continue.
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Summary Tab (Resident)

The Summary Tab auto fills
based on the information
presented on the Income and
Credit Tabs. You cannot edit or
change values on this page. If you
think there is an error, return to
the Income and/or Credit Tab to
verify that your information has
been entered correctly.
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Summary Tab (con’t)

If there is a refund or
payment due, the amount
will be highlighted. If
nothing is highlighted, the
return is even.

If you opted to file under
your SSN instead of a user
account, you must enter
your SSN here. This serves
as your signature for the
return.

Once you are satisfied that the return is complete and accurate, click “Continue” to
proceed. If there is a refund or payment due, you will be directed to a screen where you
can select your refund or payment options. Otherwise, a window will pop up with a few
final reminders. If all is correct, click “Submit Return.” You will then be given an opportunity
to print or save a copy of your return for your records.
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Refund/Payment Options (Resident)

If payment is due, you have
three options:
1.Mail in a check. If you choose
this option, the system will
provide a voucher for you to
send in with your check or
money order. The payment
must be postmarked by the
tax deadline, or penalty and
interest may be assessed.
2.Pay online (with a credit/
debit card). This service is
provided by a third party that
charges a service fee.
IMPORTANT: Make sure
your pop-up blocker is turned
off if you choose this
payment option. You will be
taken to a separate website
to complete the credit/debit
card payment process.
3.E-check/ACH Debit. Enter
your bank account details
and select the date you want
to schedule the payment.
There is no additional charge
for this payment method.
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If a refund is due, you may opt
to receive a check in the mail or
a direct deposit into your bank
account. If the latter, be sure to
enter the account information
carefully.

When all is complete, click
“Submit.” A window will popup with a few final reminders.
If all is correct, click “Submit
Return.” You will then be given
an opportunity to print or save
your return.
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Non-Resident Return
Mailing Address (Non-Resident)

These fields break down all the
parts of your worksite street
address. For instance, 123 South
Main Street should be entered
separately as you see in the fields
here. All the individual fields are
then combined by the system on
the next line called ADDRESS 1
DISPLAY.
If necessary, enter any additional
street address information in the
ADDRESS 2 field. Then enter the
City, State, and Zip Code in their
respective fields.

If you are filing a Non-Resident
Return, you will be automatically
directed to this page to enter your
mailing address.
Non-Resident tax rates are based
on the taxpayer’s worksite location
rather than residence location. The
worksite address will be entered
on the next screen called W-2
WORKSITE ADDRESS.

Anytime you see a blue circle with a
question mark, you can click on it for
help/more information.
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Worksite Address (Non-Resident)

These fields break down all the
parts of your street address. For
instance, 123 South Main Street
should be entered separately as
you see in the fields here. All the
individual fields are then
combined by the system on the
next line called ADDRESS 1
DISPLAY.
If necessary, enter any additional
street address information in the
ADDRESS 2 field. Then enter the
City, State, and Zip Code in their
respective fields.
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IMPORTANT: Non-Resident tax
rates are based on the location
where the work was performed
(the worksite)–not the address
where the taxpayer lived. Be sure
to enter the worksite address
here.

Enter the County, School District,
and Municipality where this
worksite
is
located.
This
determines what tax rate is used to
calculate your return, so make sure
you choose correctly. A State
College mailing address does NOT
mean that the address is in State
College Borough. If you’re not sure
of the correct information, please
click the link above the COUNTY
field to go to the PA Municipal
Statistics website and verify the
County, School District, and
Municipality before continuing.
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W2 Form (Non-Resident)

Because the non-resident tax only
applies to work performed within
the Centre County Tax Collection
District, non-resident returns only
allow Pennsylvania W2s.

Enter the Federal and State wage
amounts shown on your W2.

Enter the Employer EIN, name,
and address shown on the W2
form.

If you need to make changes to
the worksite address, click the
Edit button. Please remember
that this address is for the
location where the work was
performed – not where the
taxpayer lived. It may differ from
the employer’s address shown
on the W2.

Centre Tax Agency eFiling Quick Reference Guide
Page | 20

Enter the Local Tax Information
from Boxes 18, 19 & 20 of your W2.
If you have a W2 from Penn State
that has no state or local
information in Boxes 16-20, then
the income is not taxable locally
and should not be included on your
tax return.

NOTE: Do NOT include Local Services Tax (LST) with
the local income tax withholdings. LST is a different
tax and cannot be applied towards your earned
income tax return.
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Income Tab (Non-Resident)

If you have more than one W2,
click “Add” to enter another.

Once all your income has been
added, click “Next” to move on to
the Attachment Tab.
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Attachment Tab (Non-Resident)
Click on “Add New Attachment” to
upload copies of your W2 forms and
documentation that supports your nonresident status.
For International Students, examples of
non-resident proof include:
• Passport and current F1 or J1 visa,
or
• Current I-20 or DS-2019
For US Citizens, examples of nonresident proof:
• A photo of your out-of-state
driver’s license or state-issued ID.
• Current state tax return from your
legal domicile.
• Out-of-state tuition bill.
• PA state-issued license or ID
showing address in area with no
local EIT.
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Summary Tab (Non-Resident)

The Summary Tab auto fills
based on the information
presented on the Income Tab. If
you think there is an error, return
to the Income Tab and verify the
W2 information.
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Summary Tab (con’t)

If there is a refund or
payment due, the amount
will be highlighted. If
nothing is highlighted, the
return is even.

If you opted to file under
your SSN instead of a user
account, you must enter
your SSN here. This serves
as your signature for the
return.

Once you are satisfied that the return is complete and accurate, click “Continue” to
proceed. If there is a refund or payment due, you will be directed to a screen where you
can select your refund or payment options. Otherwise, a window will pop up with a few
final reminders. If all is correct, click “Submit Return.” You will then be given an opportunity
to print or save a copy of your return for your records.
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Refund/Payment Options (Non-Resident)

If payment is due, you have
three options:
1.Mail in a check. If you choose
this option, the system will
provide a voucher for you to
send in with your check or
money order. The payment
must be postmarked by the
tax deadline, or penalty and
interest may be assessed.
2.Pay online (with a credit/
debit card). This service is
provided by a third party that
charges a service fee.
IMPORTANT: Make sure
your pop-up blocker is turned
off if you choose this
payment option. You will be
taken to a separate website
to complete the credit/debit
card payment process.
3.E-check/ACH Debit. Enter
your bank account details
and select the date you want
to schedule the payment.
There is no additional charge
for this payment method.
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If a refund is due, you may opt
to receive a check in the mail or
a direct deposit into your bank
account. If the latter, be sure to
enter the account information
carefully.

When all is complete, click
“Submit.” A window will popup with a few final reminders.
If all is correct, click “Submit
Return.” You will then be given
an opportunity to print or save
your return.
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Contact Centre Tax Agency
Mailing Address: Centre Tax Agency
PO Box 437
State College, PA 16804-0437
Physical Address: 243 S Allen Street, State College, PA
Phone: (814) 278-4709 Fax: (814)234-7148
Email: centretaxagency@statecollegepa.us
Business Hours:
By phone: 8 a.m. – 5 p.m., Monday through Friday, excluding holidays
In person: 8:30 a.m. – 4:30 p.m., Monday through Friday, excluding holidays
Drop boxes located inside the vestibules of our front and rear entrances are accessible 24 hours a day/7 days a week for submitting payments, tax returns, and
correspondence. Please be sure to place your item inside an envelope prior to depositing it in the drop box.

Additional Information and Paper Forms
Additional information about local taxes can be found on the Centre Tax Agency webpage.
Paper tax forms and related resources can be downloaded from the form section of www.statecollegepa.us.
• Earned Income Tax Forms
• Local Services Tax Forms
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