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APPEAL FILING SYSTEM HELP MANUAL 

 

The Appeal filing system facilitates filing of property assessment appeals with 

New Jersey’s various county organizations.  

Please note that the screenshots provided in this document may show a 

specific organization’s data but the information provided is applicable to all 

the organizations that the user is registered with. 
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INTRODUCTION 

 

 
 

        http://www.njappealonline.com/ 

 

The Appeal Filing System is web based application that enables law firms and citizens to File for 

Tax Appeals online. The purpose of the portal is to provide online access to Appeals filed online 

or manually. The users can File an Appeal, Search for Submitted Appeal(s) and View Hearing 

Dates with updated Statuses (or Responses) from the County for filed Appeals. The Manage 

Account and Account Users feature is available to Law Firms or Business Entities.  
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HOMEPAGE 
 

The Appeal Filing System homepage contains links for Registration, Login and Contact Information.  

 

REGISTRATION 
 

 
 

All users have to Register into the system to be able to access the Appeal Filing System. First 

time users can click on the Registration link available on the Homepage. The user enters the 

following information on the Registration page: 

 Are you a Business Entity – Yes or No. The Account Information section gets displayed 

and becomes mandatory when the user selects Yes. 

User Information Section – All fields in this section are mandatory. 

 First Name – 

 Last Name – 

 Login Name – The Login Name entered must be between 6 to 15 characters in length. 

 Password - The Password cannot be same as Login Name and must be between 6 to 15 

characters in length, containing at least one digit and one letter. 

 Confirm Password –  

 Pin Number – The PIN Number entered must be between 4 to 6 digits in length. 
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 Confirm Pin Number 

 Email Address 

 Phone No. 

 Fax No. 

Organization Information Section – This section is mandatory. 

Please select the county organization that you want to register with for filing appeals.  

Account Information Section – Only for Business Users. Except Address 2 all other fields 

are mandatory in this section. 

 Company Name  

 Address 1 

 Address 2 

 City 

 State 

 Zip 

 Email Address – Auto populated with inputs from the User Information Section 

 Phone No. – Auto populated with inputs from the User Information Section 

 Fax No. – Auto populated with inputs from the User Information Section 

Once the user enters valid information in all the mandatory fields and clicks on Register the user 

is directed to the Login to log into the system.  
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LOGIN 

 

 
 

If the user has already registered in the system then the user can click on the Login link from the 

Appeal Filing homepage; or after successful registration the user is directed to the homepage. 

The user has to enter a valid User ID and Password to log into the system.  
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FORGOT PASSWORD 

 

 
 

The user can click on the Forgot Password link to retrieve the user’s Password. The user has to 

input a valid User Name and Email Address (that is associated with the input User Name) and 

click on Get Password. An email is sent to the user with the user’s Password. 
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USER HOMEPAGE 

 

 
 

When the user logs in, the homepage menus displayed are based on the logged in user’s role.  

When the user is registered for more than one county organizations, the user can choose the 

organization that they want to work with by selecting the organization from the “Choose 

Organization” drop down. 

The following links are available to all users in the top right corner from all screens: 

 Home – The user can click on the Home link to go to the homepage form any screen. 

 My Profile -  The user can view and edit his/her Details in this screen. 

 Help – A PDF Help Manual is displayed to user. 

 FAQs – The user can view the Frequently Asked Questions 

 Contact Us – To view Contact Information the user can click on the Contact Us link 

available in the upper right corner of the screen.  

The Appeal Management, Appeal Calendar and Reports menus are available to all users. 

Business Entity (Law Firm) Administrators will get an additional menu for System 

Management. 

The homepage also contains shortcut links for Appeal Management. The following shortcuts or 

quick links are available: 
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 File an Appeal 

 Work In Progress Appeals (x) 

 Stipulations Attached (x) 

 Total Submitted Appeals (x) 

 Pending Evidence (x) 

 Hearing Scheduled (x) 

 Appeal Status Updates (x) 

 Assessors Evidence (x) 

 Understanding Property Assessment Appeals 

 Frequently Asked Questions 
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APPEAL MANAGEMENT 

 

The Appeal Management menu is available to all users. This menu contains links for: 

 File An Appeal 

 Search Appeals 

 View Judgments 
 

FILE AN APPEAL 

 

 
 

The File an Appeal screen displays the online version of the Tax Appeal Form. The following 

sections an fields are available on this screen: 

Section 1 - Property Information. 

 Municipality – Dropdown listing Municipalities within the County. The municipalities 

will be listed based on the Appeal Calendar. If the current date does not fall within the 
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municipality’s Appeal Calendar Dates then that municipality will not be listed in the 

dropdown. Please refer to the Appeal Calendar for the Appeal Dates.    

 Block and Lot - which are mandatory with Qualifier being an optional field, 

 OR The actor can choose to input the Property Location. 

 Validate Property Information – The user has to click on the button to be able to enter 

information in the Sections 2 through 5. 

 

 
 

After selecting the Municipality and entering Block and Lot OR Property Location when the user 

clicks on the Validate Property Information button the Property Search Results popup screen is 

displayed, with the records matching the Block and Lot OR Property Location. The user has to 

Select at least one record from the list to be able to enter the rest of the information on the form. 

When the user clicks on Select the Property Information associated with the selected property 

gets populated in the Property Owner Information and Assessment Information Section. 

Section 2 – Property Owner Information – This section is populated with the Property Owner 

information based on the Property Record selected by the user. The user can Edit any of the 

fields, while adding mandatory Contact Information of Phone Number, and optional Email 

Address or Fax Number. 

 Name 
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 Address 

 City, State and Zip 

 Daytime Phone No. 

 Email Address 

 Fax Number 

Section 3 – Additional Information – This section is populated based on the logged in user’s 

details. The section in case of a Business Entity user is populated with the Account Information. 

The user can edit any of the fields.  

 First Name 

 Last Name 

 Address 1 

 Address 2 

 City 

 State 

 Zip 

 Email Address 

 Daytime Phone No. 

 Fax Number 

Section 4 - Deduction/Exemption Appeal - This section contains a set of 3 questions: 

1. Are you appealing for Property Valuation? - Yes or No 

2. Are you claiming any Deduction/Exemption? – Yes or No (with options for selection) 

3. Are you appealing on Property Classification? – Yes or No (with options for 

selection) 

Each question is provided with a Radio button that is by default checked as Yes for Question 1 

and No for Questions 2 and 3. If the user selects Yes for Question 2 or Question 3 then it is 

mandatory for the user to select one of the options provided below each question. If the user 

doesn’t select the options below the questions then upon Save the user is prompted to do so. The 

user can select Yes for all questions or at least one. If the user selects No for all then upon Save 

the user gets a message to select at least one. 

The fee for the Appeal is calculated based on the selections for the above questions. 

Section 5 – Assessment Information - Based on the Block and Lot entered the Current 

Assessment, including Property Class, Lot Size, Purchase Price and Purchase Date, for the 

property gets populated. The user can select/enter the Requested Assessment fields. 

 Property Class – The dropdown is auto selected with the Current Property Class. The 

user can change the selection. When the user changes the selection leaving the Property 

Classification as No then the user gets a prompt that the selection has been changed and 

the fee has been recalculated. Ie. When the user changes the Property Class then Property 

Class is defaulted as Yes and the fee is calculated for Property Classification. 

 Total – If the user selects the Property Valuation as No and inputs an amount in this field 

then the user gets a prompt that Property Valuation selection has been changed and the 

fee recalculated. Ie. If the user enters a Requested Assessment then the Property 

Valuation is defaulted to Yes and the fee is calculated for Property Valuation. 

 Tax Court Pending – Yes or No (default is No) 

 Other Reason for Appeal 
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Fee Details – This section displayed the itemized Fee for the Appeal. The Fee calculated is 

based on the selections in Section 4.  

After valid inputs when the user can click on Save or Next. The Save button will enable the 

Evidence and Payment tabs. Section 1 is made Read Only and user is allowed to Edit only the 

fields in the other sections, once the Appeal is saved. The Next button will take the user to the 

Evidence screen.  

System generated Tracking Number and Document Id are displayed in an Information strip 

above the Appeal Form, Evidence and Payment pages. The Appeal Information strip also 

contains the Property Information of Owner Name, Municipality, Block-Lot-Qualifier and 

Property Location.  
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EVIDENCE 

 

 
 

The users can Add Supporting Documentation and/or Information for the Appeal. This screen is 

available to the user while filing for the Appeal or Editing the Appeal. While Editing Submitted 

Appeal the Evidence screen is available to the user only until 7 days before the Hearing Date.  

The screen is divided into the 2 panels. The right panel is available for inputs and the left panel is 

displayed based on the inputs. If there are any existing records these are listed above the Add 

option. For any supporting Documents attached the user can click on the attachment name link to 

view the attachment in the panel on the right.     

In this screen the user can Add information about Comparable Sales in the area and scan or 

upload or both supporting documents.  

Comparable Sales 

The user can add a maximum of five comparable sales. The information to be entered for the 

sales is: 

 Block and Lot, Qualifier 

 Property Location 

 Sale Price 

 Sale/Dee/ Date 

 

Supporting Documents 
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User can select to Scan or Upload Attachments through this Control. On the right side the user 

has to make a selection from the Attachment Type dropdown and can enter Description for the 

Attachment. Once the user has Scanned or Uploaded the Attachment the other options are 

enabled and displayed based on the whether the user has Scanned or Uploaded. 

Scan Documents 

 The Scan icons are displayed with tool tips for each: Choose Scanner, Scan 

 Choose Scanner: This will display a dropdown list of Scanners, attached to the machine 

the user is operating. 

 Show Scanner Dialog: a checkbox that enables user to view/change the Scan settings 

before scanning. 

 Scan Type: Dropdown listing Front Side or Duplex. 

 Paper Size - Letter and Legal. 

 Order - Add At End, Insert Before, Replace Current: User can select the Order in 

which the Pages are scanned. This option can be used when the user is scanning the 

Attachment in successive batches. 

 Once the user Scans the Attachment the following icons are enabled. 

 Save: User can Save the Attachment to Local Drive. 

 Print - Print Content, Print Current View and Print Current View: User can choose 

to Print all Pages in the Attachment or only the Current View or Current Page that is 

being viewed. 

 Zoom In and Zoom Out 

 Fit to Width: This will Fit the page to the width of the control, so that the user can View 

the entire page. 

 Delete and Delete All: Delete will only Delete the Current Page and Delete All will 

delete all pages that have been scanned. 

 Rotate – Right and Left 

 Show Thumbnails: By Default the Thumbnails for all pages scanned are not displayed. 

User can click on the icon to view the Thumbnails. 

 Move to Previous/Next Page - Page x of y 

 Move Selected Image Up/Down 

 Image Cleanup – Apply to All Pages, Remove Punch Holes, Remove Borders, 

Remove Lines, Remove Large Specks, Despeckle (to remove small specks), Deskew, 

Flip Horizontal/Vertical. 

 Annotations – Redaction and Highlight. 

 

Upload Documents 

 Upload: When user clicks on the icon the file selection window is displayed. 

 PDF, TIFF, GIFF, JPG or JPEG: User can select any one of the file types. 

 The following icons are displayed to the user: 

 Save: User can Save the Attachment to Local Drive. 

 Print - Print Content, Print Current View and Print Current View: User can choose 

to Print all Pages in the Attachment or only the Current View or Current Page that is 

being viewed. 

 Zoom In and Zoom Out 
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 Fit to Width: This will Fit the page to the width of the control, so that the user can View 

the entire page. 

 Delete and Delete All: Delete will only Delete the Current Page and Delete All will 

delete all pages that have been scanned. 

 Rotate – Right and Left 

 Show Thumbnails: By Default the Thumbnails for all pages scanned are not displayed. 

User can click on the icon to view the Thumbnails. 

 Move to Previous/Next Page-Page x of y 

User has to click on Save Attachments button to save the scanned/uploaded document as 

attachment to the Appeal. 
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View Attachments 

 

 
 

The attachments are listed in the left panel as links. When the user clicks on the link the 

Attachment is displayed in the right panel.  
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PAYMENT 

 

 
 

The user can click on the Payment tab or Next button on the Evidence screen to go to the 

Payment screen. The Payment Information for submitting the Appeal is displayed in this screen. 

The user needs to input information in each of section from Payment Details to Billing Details to 

Certification of Service.  

The only payment method allowed is Credit Card. Credit Card is selected as the default Payment 

Type. All fields, except the Comments field, are mandatory. The user has to input information in 

the following fields: 

Fee Payment Details 

 Payment Type – Default selected is Credit Card 

 Card Type – User can choose American Express, Master Card or Visa 

 Last Name - User has to enter the Last Name as it is printed on the Credit Card 

 First Name – User has to enter the First Name as it is printed on the Credit Card 

 Card Number – The 15 or 16 digit Credit Card Number 

 CVV – The 3 or 4 digit security code either on the back or front of the card, depending on 

the card type. 

 Expiry Date – user has to select the Expiry Month and Year 

Billing Address 

 Save Billing Address – Checkbox. 

 Address 1 – The Credit Card Billing Street Address 
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 City - The Credit Card Billing City 

 Sate - The Credit Card Billing State 

 Zip - The Credit Card Billing Zip 

 Email – User’s email address to receive the Transaction Id 

 Phone No. – User’s contact number 

 Comments – Optional field if the user want to input any comments. 

Certification of Service 

 I Agree - Checkbox 

 Print Name – User’s Name as a form of digital signature 

 

The user has to check on I Agree and enter his/her name (as a form of electronic signature) to be 

able to Submit the Appeal. 

 

 
 

When the user clicks on Submit button a confirmation is displayed informing the user that no 

changes can be made to the Appeal once it has been submitted. If the user clicks on Ok the 

Appeal gets Submitted, else the Appeal remains in Work in Progress status.  
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PRINT APPEAL FORM 
 

 
 

The Print Appeal Form button is available from all screens while creating the Appeal, after the 

first Save of the Appeal. Clicking on the button displays the Appeal in Printable PDF format. 
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SEARCH APPEALS 

 

 
 

The user can Search for Appeals created and filed for his/her account in this screen. The 

following search options are available: 

 Appeal Year 

 Company Name – The Company Name list contains all the Submitter companies 

registered in the system. The default selection is ‘All’. 

 Municipality – The Municipality dropdown list is based on the user role. For Tax Board 

Admin and users all municipalities within the County are listed. For Municipal Assessor 

only the municipalities assigned to the logged in user are listed. ‘All’ is selected by 

default. 

 Property Owner  

 Block / Lot / Qualifier 

 Status – Dropdown values are All, All Submitted, Work in Progress, Submitted, Appeal 

Number Assigned, Hearing Date Scheduled, Heard, Judgement Issued, Stipulation 

Executed only for Tax Board Admins and Users. The default selected is ‘All’. 

 Status Update Date Range  

 Appeals With – Submitter Pending Evidence, Assessor Pending Evidence, Evidence in 

Progress, Assessor Evidence, Stipulations Attached and Latest Appeal Status Updates. 

 Hearing Date Range 

 Entry Method – All, Electronic or Paper 
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 Appeal Code – All, Direct(Taxpayer), Lawyer or anyone other than owner, Assessor and 

Cross Appeals 

 Submitted Date Range 

 Document Id Range 

 Appeal Number 

 Tracking Number 

With the default selections the user can click on Search to view the Search Results.  
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SEARCH RESULTS 

 

 
 

 Municipality 

 Property Location 

 Block-Lot-Qualifier 

 Owner Name 

 Submitted Date 

 Hearing Date 

 Status 

 Tracking Number 

 Appeal Number 

Each record is provided with an Edit icon and Action button. The Action button displayed is 

based on the status of the Appeal. For Work In Progress Appeals the Edit button is available and 

for Submitted Appeal the View button is available. The user can click on the available button for 

a selected Appeal to Edit or View the Appeal. 



Appeal Filing System Help File 

Copyright © Sunrise Systems Inc. 2003-2013. All rights reserved.                   Page 22 

Rel 2013-2.0  

EDIT APPEAL 

 

 
 

User can Edit only Appeals that are in Work In Progress status. Except Section 1 the user can 

Edit all the other Sections in the Appeal.  

The user can edit the Evidence and Payment information by clicking on Next or the tabs for 

each. Please refer to Evidence and Payment above.  
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VIEW APPEAL 
 

 
 

The View button is available only for Submitted Appeals. In the View Appeal screen the user 

can only add Evidence Information, until before 7 days of Hearing Date. For any existing 

Evidence the user can click on the attachment type or view the comparable sales in the grid. The 

screen is divided into 2 panels with the right panel available for displaying the attachments. The 

user can also view the status updates at the bottom of the page in the Status Updates section.  

The user can click on the Add Comparable Sales or Add Supporting Documents to add 

evidence.  
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The Evidence screen is displayed in a separate window. Since the Appeal has already been 

submitted the user cannot delete any Evidence information. To make any changes the user needs 

to contact the local Tax Board.  
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View Judgment 

 

 
 

For Appeals in Judgment Issued Status the View Judgment button is displayed and enabled. User 

can click on the button to view the Judgment Details PDF in the Attachment View frame.  
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To View Judgment Details the user can also click on the Judgment Issued link available in the 

Appeal Status History section.  

 

 
 

The Judgment Details popup is displayed.  
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VIEW JUDGMENTS 
 

 
 

The View Judgments link is available from the Appeal Management menu for all users. This 

screen enables the user to View the Judgment Details PDF attached to Appeals in Judgment 

Issued status. User can search on the following: 

 Year – Default selected is for current year.  

 Municipality – The Municipality dropdown list is based on the user role. For Tax Board 

Admin and users all municipalities within the County are listed. For Municipal Assessor 

only the municipalities assigned to the logged in user are listed. ‘All’ is selected by 

default. 

 Appeal Number 

 Block / Lot / Qualifier 

User can click on Search to view the Results with the default selections of All. 
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The results are displayed with the following sortable columns: 

 Municipality 

 Property Location 

 Block-Lot-Qualifier 

 Owner Name 

 Submitted Date 

 Hearing Date 

 Status 

 Tracking Number 

 Appeal Number 

Each record is provided with a PDF icon. User can click on the icon to view the Judgment 

Details in PDF window for the Appeal. 
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APPEAL CALENDAR 

 

 
 

The Appeal Calendar displays the Start and End Date for Filing Appeals for each Municipality 

within the County. 
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The user can view/print the list by clicking on the Print Appeal Calendar button. The button 

displays the Appeal calendar in a printable PDF window. 
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SYSTEM MANAGEMENT 
 

The System Management menu is available only the Business Entity (Law Firm) Administrators. 

User can manage the Account Profile and Account Users through this menu. From this menu the 

user can access the following: 

 Account Profile 

 Create User 

 Edit Users 
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ACCOUNT PROFILE 
 

 
 

User can click on the Account Profile link to view or edit the Account Details of: 

 Company Name 

 First Name 

 Last Name 

 Address 1 

 Address 2 

 City 

 State 

 Zip 

 Email Address 

 Phone No. 
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CREATE USER 
 

 
 

User can create other users for the Account in the Create User screen. The following information 

needs to be entered by the user to create new user: 

 Login Name -  This needs to be unique having 6 to 15 characters. 

 First Name 

 Last Name 

 Role - The dropdown displays 2 roles Submitter Admin and Submitter User. 

 Email  

 Password 

 Confirm Password 

 Pin Number 

 Confirm Pin Number 

 Phone No. 

 Fax No. 

User can check on the Disable checkbox to disable the newly created user.  
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MANAGE USERS 
 

 
  

User can access the Manage Users link from the System Management menu. When the user 

clicks on the Manage Users link the Users List is displayed with Search options above the list. 

The default list displays all County/Municipal side users in the system. The following Search 

filters are available to the user: 

 Login Name – Input field for user to search by Starts With or Contains 

 Name – Input field for user to search by Starts With or Contains 

 Role – Dropdown with values for All, Submitter Admin and Submitter User 

From the list the user can click on the Edit button available for each user in the list, to edit the 

user details or click on Add New User button to create new user. 
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All fields except the Login Name are editable. The user can also Disable the selected user.  
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REPORTS 

 

 
 

The Reports menu displays the Reports home listing all the Reports available to the user: 

 Appeal Calendar 

 Appeals Summary 

 Submitted Appeals 

 Hearing Schedules 

 Appeals Payment Summary 

The following navigation and view filters are available for all reports: 

 Page Navigation arrows 

 View Percentage 

 Input word Search 

 Export to XML, CSV, Tiff, Acrobat (PDF), Web Archive and Excel file types 

 Refresh Report 

 View 

 Print Report 

All the listed Reports are available to all users. The list of Appeals displayed in each report 

would vary based on the user’s role. 
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APPEAL CALENDAR 
 

 
 

This report displays the Start and End date for filing Appeals for each municipality within the 

County for the current Tax Year. The user can change the Tax Year to view the Dates for other 

Years. 

The following parameters are available for the Report: 

 Appeal Year 
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APPEALS SUMMARY 
 

 
 

This report displays all the Appeals created by logged in user or other users for that Account. 

The user can filter the results by changing the Create From and To Dates Municipality.  

The following parameters are available for the Report: 

 Municipality - dropdown 

 Appeal Status 

 Appeal Create From and To Dates 
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Rel 2013-2.0  

SUBMITTED APPEALS 
 

 
 

This report displays all Appeals submitted by logged in user or other users for that Account. The 

user can filter the results by changing the Submitted From and To Dates and Municipality. 

The following parameters are available for the Report: 

 Submitted From and To Dates 

 Municipality - dropdown 
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Rel 2013-2.0  

HEARING SCHEDULES 

 

 
 

This report displays a list of Hearing Schedules assigned by the County for the Submitted 

Appeals. The user can filter the results by changing the Hearing From and To Dates and 

Municipality. 

The following parameters are available for the Report: 

 Hearing From and To Dates 

 Municipality – dropdown 

 Appeal Year 
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Rel 2013-2.0  

APPEAL PAYMENT SUMMARY 

 

 
 

This report displays Appeals submitted from the logged in user’s account with a summary of the 

Payment Type, Fee and Transaction Id. 

The following parameters are available for the Report: 

 Municipality – dropdown 

 Status – dropdown 

 Submitted From and To Dates 

 Payment Type - dropdown 

 


