
Agent Instructions 

Step 1. Select sign up. 

Step 2. Register with the CAD.   

• HARRIS CLIENTS 

Agents will use their Agent ID and PIN to register to the Agent Portal. The agents’ PIN will be 
located on their notice. 

Step 3: Enter the Agent ID and PIN, click Validate.  

Step 4: Your Agent name with appear once validated through the CAD office. 

Step 5: Enter your email address, phone number, and password to complete the registration 
process, click the box to agree to the term, and click register.  

 

When the registration is complete, you will be redirected to the login screen which will allow you to 
login.

 

 

Step 6: Sign in using username and password. 
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Property List 

By default, the property list screen displays all properties that are currently coded to the agent in 
PACS.  

The Property Search feature helps Agents to search for any property. Agents can also upload a CSV 
list of property IDs if some properties are not listed that they are codes to. 

If a property is not listed the Agent can use the search feature by typing in a single PID, or pasting a 
comma-separated list of PIDs paste a comma-separated list of properties into the search box. They 
can also use the “CSV list” feature to search for properties by uploading a CSV. 

Agents will have the option to file their appeal from this page, as well as see the property type, 
neighborhood, address, owner's name, notice value, and appraisal notice.  
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To file appeals in bulk, the Agent should select all the properties for which Appeals need to be filed 
and click on the eFile Appeal button at the top of the grid.

 

A new window will generate for them to choose the reason for the appeal. In this window, the Agent 
will be asked to complete the appeal form to efile the appeals for the accounts selected. Once 
submitted, the agent will be able to view the list of appeals filed in the Appeal Summary tab of their 
portal account. 
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The agent can file appeals for as many accounts as they would like to at one time. The options 
chosen will reflect on all the accounts selected.  

 

After an appeal has been filed the status in the eFile Appeal column will show as Pending, once the 
site has processed the appeal it will change the status to Appealed. 

Appeal Summary 

When the Appeals are filed, they will appear on the Appeal Summary page. The Agent can search 
for property IDs, filter by the hearing date, the status, and the property type. Agents can also open 
the Property ID number to look over the account details.  
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Evidence 

The Agent can upload evidence for individual appeals by selecting “View/Upload” in the 
Documents column. 

 

CAD evidence and Agent uploaded evidence will be displayed in the View/Upload Documents 
section.  
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Withdraw/Settle/Reject 

To withdraw appeals, select the appeals that you want to withdraw and click the “Withdraw” link on 
the top of the grid. 

 

 

When there is a settlement offer, the amount will be displayed under the CAD offer section.  
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The Agent will have the ability to settle/reject offers individually or in bulk. 

To reject offers, select the offers that you want to reject and click the “Reject” link at the top of the 
grid. 

 

 

To settle offers, select the offers that you want to settle and click the “Settle” link on the top of the 
grid. 

Once there is a final offer made at the CAD, the final offer will be displayed on the grid. At that time, 
you can choose to settle, withdraw, or reject the offer. A pop-up window will appear to confirm, 
click confirm if your selection is correct. The status will reflect the status chosen.  
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Scheduled Hearing 

If a hearing date is by the CAD a hearing date will be shown on the grid.  

 

 

 

AOA Maintenance 

Agents can use the AOA maintenance page to upload and revoke AOAs. 

Accounts coded to the agent will be displayed and the status will be “CODED”. Agents can search 
for PIDs that are not coded to them.  

 

To file one or multiple AOAs, they can select the accounts and click “Add AOA for Selected 
Properties”.  
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To revoke AOA’s in mass select the properties and click “Revoke AOA”. 

 

 

 

Associated Agent 

Agents can choose to add an associated agent if they would like to allow an associate to use the 
portal.  

Agents will click add associated agent in the associated agent tab, enter their agent ID and PIN, 
click validate, agree to the terms, then click associate agent. 
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