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Section  1 – Filing Your Appeal



Electronic Filing Portal

Development, Cost, and Purpose of Electronic Filing Portal

Development:
The Property Tax Appeal Board (PTAB) has been diligently developing an information system to process 
property tax appeals efficiently and cost-effectively. The final piece of that system is the Electronic Filing 
Portal (EFP) which went live in December 2022. .  

Cost of EFP:
To operate the EFP, the PTAB utilizes the services of an outside vendor. The vendor was selected according 
to State procurement laws. The outside vendor charges the PTAB on a per-filing basis. The vendor refers to 
each filing as an envelope. An envelope is generated once a party begins to submit an appeal to PTAB – not 
when it is ultimately filed. Therefore, the PTAB has developed tools and instituted rules to minimize the 
waste of envelopes. To minimize envelope waste, the PTAB will vigorously enforce its rules regarding e-
filing.

Purpose:
The EFP generates efficiencies in processing data throughout an appeal's lifecycle. The PTAB can extract 
data contained in a petition and enter it into its existing databases. Thus, eliminating the need for PTAB staff 
to input this data manually. This process will cut down the potential for human error on the part of PTAB 
staff. The information in the petitions will also be transferred to PTAB decisions, eliminating the possibility 
of human error on the part of Administrative Law Judges (ALJ). The EFP will also eliminate the storage 
needs of the PTAB that is needed with a paper filing system. Additionally, the EFP, coupled with PTAB's 
existing systems, will free up the time of our ALJs so they can focus on drafting decisions and closing 
appeals. 



Locating the EFP – First Option

To use the EFP, go to http://www.ptab.illinois.gov/.  On the PTAB home page, click the 
eFiling Portal.

http://www.ptab.illinois.gov/


Locating the EFP – Second Option

To use the EFP, go to http://www.ptab.illinois.gov/.  On the PTAB home page, click 
Information, then select eFiling System.

http://www.ptab.illinois.gov/


Factors to Understand before Filing
Before entering the EFP, you need to agree to certain criteria to establish you have 
standing to appeal and understand the limitations of the system.



Factors to Understand before Filing

Do not include any 
personal identifying 
information.   



Factors to Understand before Filing

You must attach a copy one 
of the following to your 
petition:

1. The County Board of 
Review Decision
2. When seeking a Rollover –
PTAB’ s decision for the 
preceding year.  

How to attach a document 
can be found later in this 
guide.

User Hint: You may upload 
a photo taken from your 
cellphone.  



Factors to Understand before Filing

Your appeal must be filed 
within certain time limits.  
If your appeal is not filed 
within these legally binding 
time limits, the PTAB does 
not have jurisdiction to 
hear your appeal.  

See:
1. 35 ILCS 200/16-125.
2. 35 ILCS 200/16-160, and
3. 86 Ill. Admin Code §1910.30.



Factors to Understand before Filing

You cannot upload a PDF 
Portfolio. A single PDF file is 
different from a Portfolio.  
Multiple PDF files can be 
uploaded.

Q.   What is a PDF Portfolio?

A. A PDF Portfolio contains multiple files 
assembled into an integrated PDF unit. 
The files in a PDF Portfolio can be in a 
wide range of file types created in 
different applications. For example, a 
PDF Portfolio can include text 
documents, e-mail messages, 
spreadsheets, CAD drawings, and 
PowerPoint presentations. 
(https://helpx.adobe.com/acrobat/using/
overview-pdf-portfolios.html)

User Hint:  You can upload multiple PDF 
files, but you need to upload them 
individually.  



Factors to Understand before Filing

The Property Index 
Number (PIN) must be 
entered in its proper format 
as it appears on your tax 
bill.  

For example, Cook County 
PINs must be entered in the 
following format: 
11-11-111-111-0000

PTAB requires the correct 
format to eliminate 
duplicate filings on the 
same property.  



Factors to Understand before Filing

The Appellant’s name must 
be entered as indicated 
above.

User Hint:  See next pages 
for further details.



Factors to Understand before Filing – Entering Names

Your name must be entered as indicated above.

Corporations, LLCs, Trusts, Condo Associations, or Other Legal Entities Example:

If you are entering the name of Thornton Mellon Widget Company, you would enter 
“Thornton Mellon” in the First Name Field and “Widget Company” in the Last Name Field:

Multiple Owners/Taxpayers with Different Last Names:

If you are entering two owners with different last names, you should enter the first person’s 
name in the First Name Field followed by “&” and the second person’s name in the Last Name 
Field.  For Example:



Entering Data in EFP

Boards of Review and 
Intervenor’s will also use 
the “Existing Appeal” 
option which will be 
covered in detail when this 
option is fully developed.   

• Once you have agreed to these conditions you will be brought to this page.
• On this page you will have to indicate if you are filing a new appeal or 

filing into an existing appeal.  
• You will have to file into an existing appeal if you need to:

• File evidence into an appeal after an extension was granted.
• Respond to an incomplete notice.  
• File an additional extension request.
• File rebuttal evidence.
• File a motion to withdraw.



Entering Data in EFP
• Once you have agreed to these conditions you will be brought to this page.

• To begin your appeal, you will need to enter the following information:



Entering Data in EFP
1. Click on the radio button to indicate the type of appeal you are filing.  

(For this guide, we will enter a residential appeal).



Entering Data in EFP
2. You must then indicate if your appeal is for a single PIN or multiple PINs.  

(For this guide the example will contain one PIN).
Note: For most pro se appellants on a residential property, you will only have a single PIN.   
Condominium buildings will likely have multiple PINs.    



Entering Data in EFP
3. You must then select the assessment year that you are appealing.



Entering Data in EFP
4. Next, select the county where the property that you are appealing is located. 



Entering Data in EFP
5. Select the township where the subject property is located. 



Entering Data in EFP
6. Enter the Property Index Number (PIN) as it appears on your tax bill or 
the decision of the Board of Review which you are appealing.

User Hint:  If you have multiple PINs, the lead PIN is the lowest numerical PIN.   
For example, if you have 3 PINs that are 11-11-111-111-0001, 11-11-111-111-
0002, and 11-11-111-155-0003.  Then in that case the 11-11-111-111-0001 is 
the lead PIN.



Entering Data in EFP
7. The piece of data to be entered is your attorney information.  If you are a 

taxpayer representing yourself, you are considered “pro se.”  In this case 
you will select the “** No Attorney - Pro Se**” option in the attorney 
drop down box.  

Note to Attorneys:  When you select your name from the drop-down list, your information 
will be populated into the petition automatically.  If your information changes you can 
email PTAB at PTA.Clerk@Illinois.gov.  

mailto:PTA.Clerk@Illinois.gov


Entering Data in EFP
8. The final step is to click the submit button.  The petition has not been 

filed at this point and will not be until it is completed and signed.   



Completing the Petition
Before your petition is generated, you will have to enter the information for who is 
going to be signing the petitions.  You will need the name and email address of the 
signer.   Once that is entered, you can click on the “Begin Signing” button.  For this 
guide we will use a made-up name and email address. 

Note to Law Firms:  If you have multiple staff members entering appeals simultaneously for the same 
attorney see the appendix page 1 - 4.



Completing the Petition
1. Before you can begin to fill out the petition, you will need to agree to use the 
electronic records and signatures.  



Warnings & Tips to Know 
Before Completing the Petition

 There is a 60-minute inactivity time limit before you will be 
timed out of your session.  If you are actively working on 
your petition, you will not be timed out.    

 If you need to leave your session for whatever reason, use the 
finish later option as explained later in this guide.

 PTAB’s e-filing vendor (DocuSign) will send you an email 
with a new link to your file after 48-hours or after 5 clicks on 
the link that was sent to you using the finish later option, as 
long as it within 30 days of initiating the appeal.

 If you get kicked out of your session you can contact the 
PTAB, and our IT staff will be able to send you the envelope 
via email.  

When you get to this screen, an envelope is created.  
The PTAB (taxpayers) pays for these envelopes.  
To minimize the cost to taxpayers, do not create 
more than one envelope for your appeal.  

 If you need to have an envelope sent to you by PTAB’s IT staff, email the PTAB Clerk at  
pta.clerk@illinois.gov.   *This email is only monitored during business hours.*

mailto:pta.clerk@illinois.gov


Completing the Petition
2. At this point, your petition is generated and some of the information you have  

already provided will be transferred into the petition. 
3. All red boxes must be populated before you will be able to file your petition.  

See the next pages to see what information is in a red box.      



Completing the Petition

Attorney Note:
If an attorney, who is 
listed in the dropdown 
list, was filing the 
appeal, this 
information would be 
automatically 
populated.   



Completing the Petition



Completing the Petition

User Note:
If your appeal is based on 
“Comparable Sales” or 
“Assessment Equity” you 
will need to complete the 
attached grid.  Again, all 
red boxes are mandatory.  
You may, of course, 
submit more than 3 
comparable sales.  Just 
click on the box to add a 
fourth.    



Completing the Petition
4. All petitions must contain at least one attachment.  Either the board of 

review’s decision or PTAB’s decision from the prior year.  
5. You can upload your attachment(s) clicking on this icon.  

User Note:
You can also upload all 
other documents including 
an appraisal, spreadsheet, 
or photos using this icon.



Finish Later Option

User Note:
The Finish Later option allows you to save the data 
you have entered in your petition if you need to 
stop working on it.  You will get an email with a 
link to your petition which will allow you to pick 
up where you left off.  

Warning:  The link will only be valid for 48 hours or after 5 
clicks on the link.  If your link expires, a new link with be sent 
to you by DocuSign which will be valid for 30 days.  If , after 
searching your email, you cannot locate the email with the link 
you can  contact PTAB’s IT staff, who may be able to assist 
you.  Email PTAB’s IT staff at  PTA.CLERK@Illinois.gov.  

Note: this will not extend any filing deadlines.  It is your responsibility to 
complete your appeal on time if using this option.  The PTAB will not send 
you a reminder.   

mailto:PTA.CLERK@Illinois.gov


Copy of 
Petition and 
Proof of Filing
• Once you file 
your petition, you 
will receive an 
email like the one 
to the right.  
• You will be able 
to print or save a 
copy of your 
petition from this 
email. 



• Before you begin your appeal, you should review the 
following pages, so you know what information is required to 
submit your appeal.  

• You can find the example appeal forms on PTAB’s website, as 
well as frequently asked questions and other useful tools.

• Links:
• http://www.ptab.illinois.gov/filing.html
• http://www.ptab.illinois.gov/forms.html
• http://www.ptab.illinois.gov/getStarted.html
• http://www.ptab.illinois.gov/faq.html

Additional Information

http://www.ptab.illinois.gov/filing.html
http://www.ptab.illinois.gov/forms.html
http://www.ptab.illinois.gov/getStarted.html
http://www.ptab.illinois.gov/faq.html


You should have the following information ready before you start to complete 
your petition.

I. Section I – Hearing Options – Must choose one of the following options:
a. Allow PTAB to rule on appeal based on evidence submitted.
b. Request a hearing in person or virtually.  (PTAB will determine time, date and 

location of the hearing.)

II. Section II.
a. Appellant’s Last Name (Taxpayer or Owner – the one who is appealing).
b. Appellant’s First Name
c. Address (Street, City, State, and Zip)
d. Telephone
e. Email address
f. County where the property is located (if a property is in two counties, pick one)
g. Is the appeal from option:

i. (A) the county board of review, or 
ii.(B) the favorable decision of the PTAB (Rollover or Direct Appeal)?

1.If from option A above, you must attach the decision of the board of review 
and enter the date of the decisions (or the transmittal date if Cook County).

2.If from option B above, you must attach PTAB’s decision and enter the date 
of the decision.



You should have the following information ready before you start to complete 
your petition.

II.     Section II (Continued).
h. Is the property owner-occupied?
i. Parcel Number (PIN)
j. Township
k. Address of the subject property
l. Board of Reviews assessment:

i. Land
ii.Improvement/Building

m.  Appellant’s Request
i. Land
ii.Improvement/Building

n. The basis for appeal (check all that apply)
i. Recent Sale (Section IV will be mandatory)
ii.Comparable Sales (Section V will be required)
iii.Contention of Law (submit a legal brief with petition)
iv.Assessment Equity (Section V will be required)
v.Recent Construction (Section VI)
vi.Recent Appraisal (Attach appraisal with petition)

o. Certify if your appeal is completed or request an extension.  



You should have the following information ready before 
you start to complete your petition.

III. Section III
a. Lot size.  
b. Age of house or Year Constructed.
c. House Square footage.
d. Construction – Frame, brick, masonry, or other.
e. Design/Number of Stories – one, two, one and one-half, 

or other.
f. Foundation – slab, crawl space, full basement, partial 

basement, finished or unfinished.
g. The number of bathrooms.
h. The number of fireplaces.
i. Central Air.



Comparable Sales or Assessment Equity
You must complete the grid below if your appeal is based on comparable sales or assessment 
equity.  The boxes in red are mandatory for the subject and the comparable properties.



Extension Requests to Submit Evidence and Filing an Amended Petition

 If you need more time to submit your evidence, you will need to request time by clicking 
the section below.

 You will need to submit your evidence within the extension period granted by the PTAB.  
This rule is strictly enforced.  If you request 30 days, but need more time, you should 
submit a request for extension before the due date.  See 86 Ill. Admin. Code 1910.(g).

Note:  Do not request more than 30 days unless you comply with PTAB’s rules.  

 After an extension is granted, you will need to submit your evidence by mailing to PTAB’s 
Springfield office. 

 Amended petitions should also be mailed to PTAB’s Springfield office.
Springfield Office

402 Stratton Office Building
401 South Spring

Springfield, Illinois 62706



SECTION  2

FILING INTO AN 
EXISTING APPEAL



Enter the EFP

To use the EFP, go to http://www.ptab.illinois.gov/.  On the PTAB home page, click the 
eFiling Portal.

You will need your docket 
number to file into an 
existing case.  

http://www.ptab.illinois.gov/


Agree to the Criteria for Using the EFP 



Select “Existing Appeal”



1. Enter your Docket Number.
2. Indicate your Party Designation.

If you are the owner or 
taxpayer who filed 
(initiated) the appeal, you 
are the “Appellant.”



• A dropdown box will appear once you have entered the docket number 
and the filing party information.  

• From this dropdown box, you will have to select the “Appellant’s 
Evidence Type.” 



You Options Are:
1. Evidence Submission: You should use this option if you filed your appeal, but you did not have your 
evidence available at the time.  Note: you must have requested and been granted an extension.  

2. Extension Requests:  This option is to be used when you requested an extension at the time filed your appeal, 
but you need an additional extension.  Note: If you were given a final extension and you are seeking a further 
extension, you will not be able to file through the EFP.  

3. Incomplete [Notice] Response: Use this option when you were notified by PTAB that your original 

submission was incomplete.

4. Rebuttal Evidence: You would use this response when you are filing rebuttal evidence. See rule 1910.66

5. Withdrawal Request: You should use this option when you are withdrawing your appeal. 

User Note to BOR and 
Intervenors:

This section is still being 
developed, but once it is, this is 
where you will file into an 
existing case as well.    

https://www.ilga.gov/commission/jcar/admincode/086/08601910sections.html


Submitting Evidence
When you submit evidence, whether it is the case-in-chief (on 
an extension) or rebuttal, you will be brought to the
“Evidence Transmittal Form.”



Evidence Transmittal Form

1. The Docket No, Appellant, [Lead] 
PIN, County, Party Submitting, and 
Evidence Submitted will auto-
populate.  

2. You can attach documents by 
selecting the yellow paper clip icon.  

3. The name of the person, not 
necessarily the attorney, submitting 
the evidence will have to be entered.

4. You may change your hearing 
option selection on this form.  

5. The final step is to sign the filing. 



Amending a Petition
When you select “Evidence Submission,” you will have the option of 
filing an amended petition.  

1. Select “Evidence Submission.”

2. Select “Yes.”

Note:  If you do not want to amend 
your petition, select “no.” 



Amending a Petition - Continued

Warning
If you are filing evidence that does not support the 
original basis of your appeal, you should file an 
amended appeal requesting relief based on your 
evidence.  For example, if you do not have your 
evidence when you file your original appeal, you might 
select “Contention of Law” as the basis of your appeal.  
But once you obtain your evidence, and the actual 
basis of the appeal is “Comparable Sales,” you will 
need to file a new appeal form and indicate the proper 
basis of your appeal.  And yes, you will need to 
complete the grid. 



Amending a Petition - Continued
Warning

If you attempt to file evidence into a case where you requested an extension, but before the PTAB has 
granted an extension, you will NOT be able to file into the case.  You will get this message:

You will be able to file evidence into the case after PTAB grants the extension.



Amending a Petition - Continued
When filing evidence in an existing appeal or responding to an 
incomplete notice, you can include an amended appeal form.  

When you do, you will be brought to the following pages.

First Page
You must enter the attorney’s name as you would 
when originating an appeal. 

If you do not have an attorney, you must enter the 
owner or taxpayer’s name who is filing the petition. 

This is the same page you saw when you initiate the 
appeal, and the name entered here the person who has 
legal authority to file the appeal.    



Amending a Petition - Continued

Second Page
Next, you will be brought to the Appeal form, which 
will override the original appeal that you filed. 

Note: The original appeal will still be part of the 
record.  

Warning
As a reminder, the PTAB’s Standing Order No. 2 will be strictly enforced.  Therefore, you must use PTAB’s 
forms, including the grid on the electronic form.  Standing Order No.2 can be found on PTAB’s homepage. 

http://www.ptab.illinois.gov/
http://www.ptab.illinois.gov/
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