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 Essential Services Assessment 
SOM - Local Government 

 

Michigan Treasury Online (MTO) Detailed Instructions 

 To access MTO, use URL: https://mto.treasury.michigan.gov 

 The following browsers have the most compatibility with MTO:  

1. Firefox 42.0 and higher 

2. Chrome 46.0 and higher 

3. Safari 8.0 and higher 

4. Internet Explorer 9.0 and higher (10 and 11 are most compatible) 
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Important Access and Log In Information 

 

 Existing MTO users: Follow the steps below to log in to MTO.   

1. To access MTO, use URL: https://mto.treasury.michigan.gov. 

2. Enter your Username (1) 

3. Enter your Password (2) 

4. Select LOG IN (3) 

 New MTO users, follow the steps below to create a new user profile. 

1. To Access MTO, use URL: https://mto.treasury.michigan.gov 

2. Select the CREATE USER PROFILE (4) button 

3. Enter required Profile Information  and agree to the terms & conditions 

4. Select the Next button 

5. Select and enter your Username and Password 

 Passwords must follow these rules: 

 Minimum 8 characters, no more than 30 

 Passwords must contain both letters and numbers 

 Passwords must be mixed case (both uppercase and lowercase letters) 

 Select Confirm 

 

 

https://mto.treasury.michigan.gov/
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Resetting Passwords 

 
Users are able to reset their own passwords.  Follow these actions to reset your password: 

 

 

 

1. Select the Forgot Password? link from the log-in page 

2. Enter your Username 

3. Select the Next button 

4. Select the Email radio button to receive a Personal Identification Number (PIN) to reset 

your password 

5. Select the NEXT button 

6. Access the email to retrieve the PIN to reset the password 

7. Enter the PIN sent to the user into MTO   

a. Note: The PIN expires 5 minutes after it is delivered to the email address 

8. Select the NEXT button 

9. Enter your new Password using the password requirements as stated on Page 2 of 

this document 
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Forgot Username 

 
A taxpayer may follow the below instructions to receive a reminder of his or her account username. 

    

1. Select the Forgot Username? Link from log-in page 

2. Enter the user’s Email Address  

a. The user must enter the email address that was registered with the account 

3. Enter the answer from a verification question.  

4. Select the SUBMIT button 

5. The username will be sent to the email address listed in the user profile 
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Navigation of MTO Home Page 

 
Upon successful log-in, the user's home page appears. 

 

 
 

 

 

# Item Description 

1 (House Image) Return user back to Home page 

2 HELP CENTER Get Help regarding ESA & SUW taxes and navigating MTO 

3 CONTACT US Obtain website contact information 

4 USER NAME Name of the individual logged into MTO 

5 

CREATE A 

NEW 

BUSINESS 

RELATIONSHIP 

Allow a new business relationship to be created 

6 EDIT Allow the user to edit their access rights with the business 

7 REMOVE Allow the user to remove a business from their Home page 

8 
BUSINESS 

NAME/CARD 
Allow the user to access business information 
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Create a New Business Relationship 

 
The first time a user establishes their (first) relationship to any business, the user is emailed a 

one-time access code. The user will not have to enter an access code if and when establishing a 

relationship to other businesses in the future. A User Role must be selected anytime a user 

establishes a relationship to a business. 

 

 
 

 

1. Select the CREATE A NEW BUSINESS RELATIONSHIP business card on the MTO 

home page. 
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2. Enter the FEIN of the business.  
3. Select the NEXT button. 
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4. Select a User Role based on the transactions you want to perform for the business.  

a. Manage Business Account Information – Manage rights for business registration 

function only. This role allows a user to electronically add and update business 

registration information 

b. Essential Services Assessment (ESA) – This role allows user to file, pay, amend, 

print and view current and previously filed ESA tax returns. 

5. Select the NEXT button. 
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6. You must answer all 3 of the questions to access your  ESA account 

 The Personal Property Parcel Number from the Affidavit (Form 5278) must be 

entered exactly as it appears on Form 5278, including special characters (Example 

33-2222-10A) 

 The Fair Market Value reported for any year for the personal property parcel’s 

Affidavit 

 Acquisition year for which this Fair Market Value (from Question #2) was reported 

7. Once the security questions have been answered, select VERIFY. 

 If all questions are answered correctly, you will see the new business listed on a 

business card on your MTO Home page.  

 The first time a user adds the initial (first) business account to his or her profile, the 

user will receive an email for an access code, which they will enter into the Access 

Code filed. (An access code will be e-mailed to a first time MTO user) 

1. Enter the Access Code 

2. Select Submit 

 

If a user didn’t receive the access code email from Department of Treasury, please check the 

user’s Spam folder or request another code in the Verify Access Code Page.  

 

Note: A user is allowed three attempts to answer the security questions before being locked out of 

the system for 60 minutes. If a user selects one or multiple user roles, he or she will be prompted 

to answer security questions to authenticate each business. 
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Business Card  

 

A Business Card is created after a user establishes a business relationship. By clicking on the 

business card, a user has access to perform all related transactions based on their access rights to 

the business. 
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Navigating the Business Information Page 
 

By clicking on the business card, a user has access to perform all related transactions based on 

their access rights to the business.  

 

 
 

 

 

# Item Description 

1 
File and Pay ESA Statement/ Current 

Year ESA Filing Information 

Click the business card or link to begin filing and paying the 

ESA current year tax return for this specific business or just 

to view the statement. 

2 ESA Letters 

An MTO user is able to view correspondence from the 

Michigan Department of Treasury- Essential Services 

Assessment. 

3 Summary of Account 

MTO can produce an account summary for a taxpayer. This 

letter is an account statement allowing users to view all 

account category within a defined range of dates covering a 

single or multiple filing periods. 

4 Make a Payment Taxpayers can make electronic payments using this link. 

5 Manage Payment Profile 

This function routes the user to the main menu of the 

payment site. A user can add, edit, or delete an eCheck 

account.  He or she may also view, edit, or delete any 

pending payments and view previous payment history. 
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File ESA Statement 
Once a taxpayer clicks File and Pay ESA Statement under Available Actions or the current year 

Business Card, he or she may begin to certify an ESA Statement. 

 

 
 

1. On this page, a user can verify the Basic Details information.  Information can be edited, 

modified, or updated. 

 Required fields 

1. Taxpayer’s Name 

2. Mailing Address, City, State, Zip Code, and Country 

3. Email address and telephone number for Contact for ESA Correspondence 

2. Click NEXT to continue 
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Parcel Summary Page 

o This is the summary for all of the parcels on this account: 

 County 

 Local Unit 

 City, Township, or Village 

 Parcel Number 

 Personal Property Parcel Number 

 Exemptions 

 IFT (Y or blank) 

 PA 328 (Y or blank) 

 RenZone%  (Renaissance Zone Reduction Percentage) 

o 25%, 50%, 75%, or 100% 

 MSF% (Michigan Strategic Fund ESA Resolution Percentage) 

o 50% or 100%   

 ESA Liability 

 ESA liability for the specific parcel 

 Total ESA liability for this account (bottom right of the table) 

1. Click the Parcel Number for Parcel Information 

a. Verify, modify, or remove parcel 

2. Adding a Parcel 

a. To add a parcel, click ADD PARCEL  

3. Click NEXT to proceed to Filing Summary Page 

4. Click SAVE PROGESS to save this return 

a. The user can come back to this saved return at any time before the filing due date. 

  

 

 

Note: If you see a   next to the parcel, it means some required information is missing in that 

parcel. You cannot continue to the Filing Summary Page until all required information is entered. 
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ESA Return Parcel Detail 

1. Once a user click ADD PARCEL or Parcel Number in the Parcel Summary page, the site 

will direct the user to this page. 

2. The user can edit, add, or remove information on this page 

a.  means this field is a required field 

b. A user cannot continue until he or she fills out all of the required information 

3. Click UPDATE to save this Parcel Information 

4. Click REMOVE PARCEL if this Parcel Information is not associated with this FEIN, if the 

affidavit was filed in error, or any other reasons. 
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Removing Parcel 

1. The user must select one of the reasons in order to continue 

a. Not My Parcel 

b. Affidavit Filed in Error 

c. Other 

i. If a user clicks “Other,” they are required to enter an explanation.  
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Verification Page 

1. Verify all of the information on this page. Click SUBMIT 
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Final Check 

1. By clicking SUBMIT, the ESA filing will be transmitted to the Department of 

Treasury for processing 

2. By clicking CANCEL, the user will go back to make changes or further review 

the parcel details 

 

 

 

 

 
 

Return Confirmation Page 

1. Once return has been submitted, you will receive a Confirmation Number with the date 

submitted. The taxpayer may then select one of the following options: 

a. PAY NOW- To make a payment 

b. PRINT CONFIRMATION- To print this Confirmation Page 

c. VIEW SUBMITTED RETURN- To view and/or print ESA return 

d. GO TO MTO HOME- Return to Home Page 
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Email Confirmation 

1. Once a return or amended return has been submitted, the MTO user will receive a 

confirmation email within 15 minutes after the submission of the return 

2. The email will come from the Michigan Department of Treasury (donot-

reply@michigan.gov) 
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ESA Letters 

 
Under Available Actions, MTO users have the ability to view correspondence from the Essential 

Services Assessment (ESA) unit. Click ESA Actions, then ESA Letters.  

 

Click VIEW PDF to view the specific letter.  

 

 
 There are 11 types of letters: 

 Form #5339- Audit Determination Summary  
o  Processing of Audit return informing taxpayers about Audit Determinations 

 Form #5340- Notice of Incorrect Certificate Filing  
o Lists all the parcels that have an invalid certificate 

 Form #5341- Notice of Recommendation for Rescission 

o Sent to a taxpayer when full payment is not submitted by October 15th. 

 Form #5342- Notification of Audit Letter (Manual) 

o Informs taxpayers when their account is selected for Audit 

 Form #5343- Notice of Account Status 
o No Return and/or No Payment notice 

 Form #5344- Notice of Non-Sufficient Funds 

 Form #5345- Notice of Refund 

 Form #5346- Request of Additional Information  
 Request addition information from taxpayer 

 Form #5347- Summary of Account 

 Form #5348- Statement/Payment Reminder 

o Letters sent to taxpayers who have not filed return (via MTO or E-file) and/or have not made 

sufficient payments by August 1st   

 Form #5349- Summary of Changes  
o Inform the taxpayer about the system changes (math corrections, exemption denials, denial of 

parcels) on their certified ESA statement. 
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Summary of Account 

 
This page allows a taxpayer to produce an account summary for the ESA account of a specific 

business. The summary of account provides a taxpayer with a synopsis of the taxpayer’s account.  

 

 

 
1. Enter the From Date (MM/DD/YYYY format) 

2. Enter the To Date (MM/DD/YYYY format) 

3. Click GENERATE 

4. Summary of Account letter generated in PDF format.  

 

 

 

 

 

 

 

 

 

 

 



ESA – Michigan Treasury Online (MTO)  April 22, 2016 

 

 

Page 21 of 29 

 

Making a Payment 

 
This feature allows the user to make an electronic payment by having the user input the payment amount. 

 

 

Warning: Some financial institutions offer a “Debit Blocking” or “Debit Filtering” service to prevent 

unauthorized debits (withdrawals) from an account. If an account has a debit block or filter, any 

unauthorized debit transactions will not be processed. The taxpayer needs to contact their financial 

institutions and have the ACH transaction identified with the Company ID 9037133001 authorized to 

debit the account. Failure to make these arrangements may result in payment request being rejected by 

the financial institution. 

 

1. Click Make a Payment under ESA Actions 

2. Select the type of payment 

a. If the user selects Annual Payment 

i. Enter Annual Payment Amount 

ii. Enter Penalty Payment Amount 

1. Any amount paid after 08/15 is subject to late-payment penalty. 

Penalty accrues on the unpaid portion of the tax liability at 1% per 

week, up to a maximum of 5 weeks (5%). 

b. If the user selects Audit Payment 

i. Enter Audit Payment Amount 

ii. Enter Audit Interest Payment Amount 

1. Audit interest accrues at 1.25% per month, including fractional 

months 

iii. Enter Audit Period From (YYYY) and Audit Period To (YYYY) 
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3. Click PAY NOW button 

 

 
 

4. The website times out after 1 minute. 

 

 

 

 

At this point, the user has been routed to the Payconnxion pay site powered by JP 

Morgan Chase. Verify the payment amount and payment date listed. E-Check is the only 

payment option for ESA. Complete the required payment information fields and select 

Continue. 

 

Payments can be made via EFT credit. Please refer to Form 2329 for further instructions. 
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5. Verify payment detail, account detail, and enter the last four digits of the FEIN of the 

business. Select the “I accept the Terms and Conditions” checkbox and click Confirm. 
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The user will receive a payment confirmation number after submitting the electronic payment.  

The user will also receive a payment confirmation email from Payconnexion within 15 minutes 

after the payment submitted.   
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Manage Payment Profile 
 

Under ESA Actions, click Manage Payment Profile, a user can add, edit, or delete an eCheck 

account. The user can also view, edit, or delete any pending payments and view previous 

payment history. 

 

 
 

1. Once a taxpayer clicks Manage Payment Profile, he or she will only have 1 minute to 

select CONTINUE before the website times out.  

 

 

 

# Item Description 

1 Manage Accounts Add, Edit, and Delete your saved electronic accounts 

2 Pending Payments View, Edit, and Delete your pending payments 

3 Payment History View the payment history 
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Filing an Amended Return 

 
A taxpayer may amend a return for the current year from the date of filing up to September 15th. 

 

 

 
 There are 2 ways to file amend a return on MTO 

1. Click the AMEND button on the current year business card 

2. Click Amend Return under Available Actions 
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View/Print Return 

 
Once the user has submitted a return or amended return, he or she will be able view and print the 

return, a summary of the return, an individual parcel from the return, or an export of the return 

data. 

 
 

 

1. Click the VIEW PRINTING OPTIONS button in the specific Tax Year 

Business Card to view/print a specific year return or click Print Returns and 

Parcels under ESA Actions 

a. Taxpayer can view and print information from both current and prior 

year ESA returns. 
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1. Enter a four-digit return year to select which year to print.  

2. Select the file type to view and print 

i. Return Summary includes taxpayer information and a list of all parcels for 

which the return was filed.  

ii. Individual Parcel includes the portion of the ESA return for a specific parcel. 

iii. Complete Return includes the ESA return of the selected year in its entirety. 

NOTE: A copy of the Complete Return may not be available for up to 1 hour 

after submitting the return.  

iv. Export Return to Excel generates the full ESA return in a spreadsheet format for 

download. 
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Logging out 
 

 A user can log out of MTO manually, or  

 After 60 minutes of no activity, MTO will logout the user automatically 

 

Note: Any unsaved information will be lost.  

 

 
 

1. Click the USER NAME at the top-right corner 

2. Click Log Out 

 

 
 

3. Click the Continue button  


