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Overview
As a member of a private collection agency working with TAX, you can access IRMS to view select
information about individual taxpayers.

IRMS houses demographic data about each taxpayer, such as name, address, and Social Security
Number (SSN). You can view this information on the Customer Profile window in the IRMS Web
application.

&Note: The windows containing taxpayer information are display only. The information cannot
be modified without contacting TAX.

Customer Search

A Customer Search is performed to access the Customer Profile window in IRMS. Customer
information can be obtained by entering search criteria for the Search By External 1D option:

Customer Search By External ID

The External ID option in the Search By area performs a search based on the SSN (Social Security
Number) for an individual taxpayer.

Search Criteria By External ID Window

The window below shows the Search Criteria window with the External 1D option pre-selected in the
Search By area. This is the search option available to you based on your security access. Although
visible, the other Search By options are not available for use.

/3] Customer Search - Microsoft Internet Explorer o [m] |

| File | Tax Information | Revenue Accounting | Help | -

Search Criteria

Search By

% Extemal ID

 Name FEIN:I or SSN:I

 Address
" Name and Address

Clearl Search... I Closel
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Search Criteria By External ID Fields
The table below identifies the active fields on the Customer Search window.

Field Field Type Description
SSN Required for an The SSN (Social Security Number) of the
individual taxpayer individual taxpayer.

Search for a Customer By External ID
To execute a Customer Search using the External 1D, the following steps are performed:

Step 1:  From the IRMS desktop, select Tax Information: Customer Search. The Search Criteria
window opens and displays the External ID search option by default.

/] Customer Search - Microsoft Internet Explorer N [m] |
| File | Tax Information | Revenue Accounting | Help | 2
Search Criteria
Search By
¥ Extemal ID
© Name FEIN: | or s8N
" Address
" Name and Address
Clear | Search.. I Close |

Step 2:  Enter the individual taxpayer’s Social Security Number in the SSN field.

ENote: You do not need to enter the dashes in the External ID (SSN) number; IRMS
automatically adds the dashes while you type.

Step 3:  Click the Search button. A pop-up message window opens to tell you that you are
accessing Memorandum of Understanding (MOU) information and asks you if you want to
continue.

Microzoft Internet Explorer E |

\?) 'ou are accessing MOU Information. Do pou want to confingue?

ok | Caneat |

Step 4:  Click OK. IRMS performs the search and displays the matching Customer Profile
window.

Individual Customer Profile Window
The illustration below is the individual Customer Profile window.
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Customer

S5N: |222-22-2222 Entity Type: Ilndilridual

Name: [JOHN J. CUSACK

Street: |2222 KINGSBROOK DR

City: | RICHMOND | state: [ua -]
Zip: |23238 " undeliverable

Last Address Update: IDSJ’15.|‘2EIEI4 a3 e
Close I

Individual Customer Profile Window - Fields

The table below lists the fields in the individual Customer Profile window and provides a brief
description of each.

Field Field Type Description

SSN System Generated The taxpayer’s Social Security Number.

Entity Type System Generated The type of taxpayer (i.e., Individual Income).

Name System Generated The name of the taxpayer associated with the Social
Security Number.

Street System Generated The street address on which the taxpayer resides.

City System Generated The city in which the taxpayer resides.

State System Generated The state in which the taxpayer resides.

Zip System Generated The zip code in which the taxpayer resides.

Undeliverable

Last Address
Update

System Generated When checked, indicates past attempts to deliver mail to
this address have failed and no newer address is available.

System Generated The last date on which the address saved in IRMS for the
taxpayer was updated.

Customer Search By External ID Results

Once the required information has been entered, the system will perform the search and display one
of the following results.

Result

Action
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Result

Action

No match found

The system will display the message, “No information which matches the
search criteria could be found.”

Click OK to return to the Customer Search window and enter different
information.

@ Mo infarmation which matches the search criteria could be found,

One match found

The system will display the Customer Profile.

Customer

S5M

Name

Streat

City

fip:

|222-22-2222 Entity Type: Ilndividual

[7oHN 1. cusack

|2222 KINGSBROOK DR

| RICHMOND | State: |va |
|23238 I- Undeliverable

Last Address Update: IDSHS.QDD-Q 1644123
Close I

TAX employee
match found

The system will display the message “Reason for TAX Employee
Access.”

Click Cancel if you do not wish to proceed with accessing the Tax
employee’s information.

Select the Reason for Access from the Category drop-down list.

If “Other” is selected from the Category drop-down list, enter an
explanation in the Reason field.

Click OK. IRMS displays the matching Customer Profile window
belonging to the TAX employee.
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Result Action

Raacon For TAX Employss Accace

Your hare asoedfed another TAX amplopes's information
Reasan for fuccessr

Catngory: [ -

Ressan: I
Eancel |
Own record match The system will display the message, “You can’t create, modify, or view
not found your own information.”

Click OK to return to the Customer Search window and enter different
information.

j Frrors -- Web Page Dialog i X|

Error Message

Mo matehing records were found. ;‘

“ou can't create, modify, or wiew your own information.
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