
New look for PP Online Filing website 
 
Dashboard page – After taxpayers register, they will have a “tile” for the business on the screen. If they have more businesses to add to their 
account, they can enter another Access code above and click “Add Access Code” 
 
They can view instructions or click START FORM to begin that business filing. At anytime they can click on Dashboard to see the status of 
their accounts or reprint submitted declarations. 
 
 
 

 
 
   
 
 
 
 
 
 
 



Home Page – after they start form, they can view the summary of their starting assets on the home page. They can update their business 
status at the top if they sold, moved or closed. They can View more instructions about who should file, view an example filing, or filing 
requirements. These items come from the Declaration Instructions on page 2. 
 
They can click Start Declaration to begin editing their account 
 

 
 
They can click the NEXT or PREVIOUS buttons on each page to advance or go back. Or they can click the section names at the top to skip 
around. The progress goes from left to right as they finish each section. 
 

 
 
 
 



Next is the Business Info section. Here they click the EDIT button next to each section to change it. The next pages have samples of the 
screens in Business Info. 
 

 
 
Business Status Page: 
 

 



Personal Property Data screen – has the Name, DBA, mailing address info for the business 
 

 
 
 
 
 
 
 
 



Business Data screen – has the location of accounting records and other business info seen from Page 3 of Declaration. 
 

 
 
 
 
 
 



Lessor’s Listing – no longer limited to 3 records but only 3 will print on the PDF form. They can click the ADD button to enter each Lessee 
 

 
 
 
 
Lesse’s Listing – no longer limited to 3 records but only 3 will print on the PDF form. They can click the ADD button to enter each Lessor 
 

 
 



Taxable Assets page – the summary of the starting cost and the current cost (updated as the user edits the codes) are here by item code. 
They click EDIT to change the costs for the item code. Assets <= $250 are also on this screen at the very bottom. 
 

 
 
 
 
 



Editing an item code – They can click the plus sign to add assets (increase the Original cost) or click the trash can to dispose assets 
(decrease the Original cost). The last column will show the positive and negatives to the starting cost. 
 

 
 
 
 
 
 
 
 
 
 
 
 



Adding assets: 

    
 
Disposals: 

   



Example of an item code that has been added to and disposed: 
 

 
 
 
 
 
 
 
 
 
 
 
 



Assets <= $250– This item appears at the bottom of the list of item codes.  
 
 

 
 
 
 

 
 



Exemptions Page – they can check the boxes next to exemptions they want to claim. Any Manufacturing, machinery, or horses will require 
them to click EDIT to enter the application information. 
 

 
 
 
 
 



Review Page – shows the summary of assets and exemptions declared 
 

 
 
 
 
 
 



Sign Declaration – owner or agent signs the declaration electronically. 
 

       

 



Submit Form – they can indicate if they will have additional attachments to send to the town via email. The registered email address for the 
account will appear as the contact email. The user can skip this step and go to Print next if they want to preview their forms first. No matter 
what, they will always have a chance to print their forms after submission. 
 
 

 
 
 
 
 
 
 



Print Page – They can click the form they want to print/download.  
 

 
 
 

 
 
Their Dashboard is now updated for this business. They can only View or Print from this point on for this particular business.  
 

 



Registration and Login screens – Remember, only one person can register a business to their email address. And every year they must 
register brand new with a new access code. 
 
If they register but then forget their password, they can click the “Reset Password” link on the Login page now. An automatic email will be 
sent to the email that was registered where they can click the link for reset and assign a new password. 
 
They can also print a blank declaration with their account info on the form if they want to mail in the form instead. 
 

               
 
 
 
 
 
 
 



 
They can click on “Contact Town” in the upper right corner of the website for help. This information will come from the new Setup table in 
PPCAMA so please fill that out in the meantime. 
 

  
  

 
 
 
Online Admin screen – once you click on the password reset link in the email we send you for the Admin, you can register the email and a 
password for admin access.  
 
The admin login link will appear in the upper right corner.  
 

        



 
It will show you any accounts that have submitted their forms online. Click the 3-dot button in the Forms column and you will get the option 
to view/download the PDF form(s) for that account if you wish. The Resubmit button allows you to reopen that account for re-filing in the 
case that taxpayer needs to re-file because of error. Use this sparingly to avoid confusion about which one is their true filing. You probably 
want to make a note on their account in PPCAMA so staff are aware they plan to re-file online. 

 


