Completing and Submitting a

P P OP Property Tax Filing QRG

Personal Property Online Portal
Agent

Completing a Property Tax Filing

The Indiana Personal Property Online Portal (PPOP-IN) allows taxpayers and their authorized
agents to complete and submit business personal property tax forms online. This Quick
Reference Guide (QRG) provides step-by-step instructions on how to open, complete, and
submit an in-progress business personal property tax filing for a client who has authorized you to
file on the client’s behalf.

For instructions on how to start a new property tax filing, view the Starting a New Personal

Property Tax Filing QRG.

Opening an In-Progress Tax Filing

To open and complete an in-progress tax filing, follow these steps:

1. Log into PPOP-IN (https://www.ppopin.in.gov/).

2. Click the View button on your Dashboard (see Figure 1).

Figure 1: Dashboard — View Button
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The View Taxpayers page appears (see Figure 2).

3. Locate the Taxpayer’s name on the Taxpayer table.

4. Click the Select button in the Actions column for the Taxpayer.

Figure 2: View Taxpayers Page

Instructions:

View Taxpayers

View Taxpayers who have given you permission to complete and submit their personal tax filings.

View Taxpayers that have entered your Invitation Code below.

To accept a Pending taxpayer, click Accept. To decline a Pending taxpayer, click Decline.
You can Reactivate a Taxpayer you have declined or revoked.

You are unable to interact with a Taxpayer who has revoked you.

Taxpayers that have already authorized you to manage their property taxes:

Taxpayer Name v Taxpayer Phone — Taxpayer Email — Taxpayer Status — Actions

Glenn Seger 8125502475 khris.seger&#x2B;taxpayerthree@gmail.com Revoked Revoked by Taxpayer
Howard \Weiss Mo Mumber Listed agenttest@extraale.com Revoked Revoked by Taxpayer

Kelly Smith kelly.smith@linuxmail.org Authorized *
Khris Seger 8125502475 khris.seger&#x2B;taxpayertwo@gmail.com Revoked Revoked by Taxpayer
Taxpayer PPOTFS 8123302475 ppotfs.taxpayer@gmail.com Declined

A confirmation message appears asking if you want to select the Taxpayer (see Figure 3).

5. Click the Confirm button.

Figure 3: Confirm Action Message — Select Taxpayer

Notice: Confirm Action

Are you sure you want to select Kelly Smith?

Completing and Submitting a Property Tax Filing

QRG — Agent Ver. 2.0

Page 2 of 17

December 3, 2021




Completing and Submitting a
P P OP Property Tax Filing QRG

Agent

The selected Taxpayer’s dashboard appears (see Figure 4).

6. Click the View Selected Taxpayer Filings button on the Taxpayer’s dashboard.

Figure 4: Selected Taxpayer's Dashboard — View Filings

f

Personal Property Online Dashboard

Agent Invite Code: A3YMGF

Begin a new Filing View Filings Manage Clients

MNew filings can be started through a View in-progress and priar year tax filings View agent authorizations receiwed from
ring & fesw shoit & paryeds.
5 can also be

started by selec specific forms.

& s 1 T sor Filimgs
Shan New Filing View Selected Tnpayer Filings Wigw

Note: The selected Taxpayer’s name appears in the upper right on the blue navigation bar.
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The Filings page appears with a list of tax filings for the selected Taxpayer (see Figure 5).

7. Click the Open button in the Actions column for the tax filing you want to open.

Figure 5: Filings Page for Selected Taxpayer — Open Button

Below is a list of filings you are eligible to view. To resume or view an open filing, click open. To review a submitted filing, click View.
T Y Due Dat Fili
axpayer Business — ear County — District — Status Date — | Status v ue bate ting Actions
Name — - - ID=—
. 5 NORTH BLUE CREEK 06:39 AM B
Kelly Smith Smith F 2020 | Ad Submitted 6/17/2020 | 376 View
ety smi mith Farms ams TOWNSHIP 10/26/2020 vbmite 1/
Kelly Smith Kelly Farms 2020 | Bartholomew | CLAY TWP 0253 PM Submitted 6/17/2020 | 632 View
v v 10/27/2020
No C 02:56 PM -
Kelly Smith sz:rg_l’iz:y 2020 | Adams No District Selected (00 | Submitied | 6/17/2020 | 48
. . 09:21 AM .
Kelly Smith Smith | 2020 | Al WAYNE Pend 6/17/2020 | 902 View
elly Smi mith Inc en 11/16/2020 ending 17/
5 ; 01:27 PM - . m
Kelly Smith K Farms 2020 | Vigo FAYETTE TOWNSHIP New Filing 6/17/2020 | 972
11/4/2020
Delete
Smith TERRE HAUTE 01:29 PM m
Kelly Smith 2020 | Vi New Fili 6/17/2020 | 606
elly >mi Manufacturing 6o CITYHARRISON TOWN | 11/4/2020 ewriing 1/ m

A confirmation message appears asking if you want to open the filing (see Figure 6).

8. Click the Confirm button.

Figure 6: Confirm Action Message — Open Filing

Notice: Confirm Action

Are you sure you want to Open this filing?
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The Review Filing page appears for the selected tax return. The red text shows sections of the tax
filing that still need completion. The Forms/Sections legend on the right of the page displays
your progress and provides direct hyperlinks to the tax forms. A red exclamation point indicates

forms and sections that still need completion (see Figure 7).

Figure 7: Review Filing Page

Review Filing

s ~
Section

Section |l
Section Il
Section IV

Red fort indicates
areas that need
completion

Section V
Section VI
Forrm 104
Form 106

Signature

Payment
" .

labeled your attachments correctly.

s Mone

Download PDF
View Filing

The following forms in your submission have required fields which have not been completed.

Dizplays your progress
- Red exclamation
marks indicate areas
that need completion

The following attachments are required for your submission, Please check that you have uploaded and

p
Forms/Sections

County: Vigo
Assessment Year: 2022
PPID: None

Filing ID: 1653

Status: In Progress

Due Date: May 15, 2022

Change Forms
Communication

w Form 103-Long !
Section |
Section |l
Section Il
Section IV
Section V
Section VI

b Form 104 - Business Tangible !

P Form 106 - Bus. Tangible Adjustments !
b Attachments 1

b Signature !

P Payment !

w Review !
Review

P Submit !
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On the Review Filing page (see Figure 8), follow these steps:
9. Note the first area containing red text indicating incomplete information.
10. View that area in the Forms/Sections legend.

11. Click the black arrow of the first section of a form that requires completion to open the
subsections underneath.

12. Click the hyperlink to open the first section that requires completion.

Figure 8: Review Filing — Complete Forms

Review Filing

The following farms in your submission have required fields which have not been completed.

* :%l o @ ( Forms/Sections )
» Section
* Sectionlll
= Section IV County: Vige
o . Assessment Year: 2022
* Section V PPID: None
* Section VI Filing 1D: 1653
« Form 104 Status: In Progress
« Eorm 105 Due Date: May 15, 2022
: EIQ naturs Change Forms
= Payment

Communication

The following attachments are required for your submission, Please check that you have uploaded and
+ Form 103-Long !

Section |

Section 11
Section Il
Section IV

Section V
Download PDF Section VI
P Form 104 - Business Tangible !
View Filing
P Form 106 - Bus, Tangible Adjustments !

b Attachments !

labeled your attachments correctly.

s None
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The Complete Form page opens for the selected form. Incomplete areas are marked with red
asterisks, red borders around fields, and red exclamation points (see Figure 9) and indicate the
following:

a. Ared asterisk indicates a required field.

b. A red border around a field indicates that the field must be completed before moving
on to the next page or section.

c. Arred exclamation point indicates missing required information in that area of
the form.

13. Enter all the required information on the form.
14. Click the Next button at the bottom of the page.

Figure 9: Complete Tax Form

Form 103-Long - Business Tangible Personal Property Assessment was added to your submission
based on your answers during the forms selection process.
Form 103-Long: Section Il Forms/Sections
[ “Federal income tax year ends (mm/dd/yyyy) A
£ County: Vigo
l mm/dd/yyyy [m] ] Assessment Year: 2022
PPID: None
Filing ID: 1653
. ) Status: In Progress
Narme Filed Under Due Date: May 15, 2022
] Change Forms
Name of Location for Accounting records and address of Account Communication
Records (numb d street, city, state, and ZIP code)
ecords (number and street, city, state, an code) < Form 103-Lon
. . Section |
Narne of Location Section Il
l ] Section Il
Section IV
Section V
“Address 1: Section VI
l ] P Form 104 - Business Tangiblm
\ J
Address 2 ¥ Form 106 - Bus. Tangible Adjustmentm

Note: Clicking the Next button automatically saves the information in PPOP-IN.
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To complete a tax filing, follow these steps:

1.

2.

Continue entering all required information on each form.

information in each required field, the border around the field will turn gray
(see Figure 10).

Figure 10: Completed Field — Gray Border

Completing and Submitting a
Property Tax Filing QRG

Click the Next button on each page until all forms are complete. After entering

Complete Form

* = Required Field
Form 103-Long - Business Tangible Personal Property Assessment was added to your submission
based on your answers during the forms selection process.

Form 103-Long: Section Il Forms/Sections

*Federal income tax year ends {mm/dd/yyyy)

County: Vigo
12/31/2021 B ‘_ Assessment Year: 2022
PPID: None
. ) Filing I1D: 1653
Name Filed Under Status: In Progress
Ron's Lawn & Garden Due Date: May 15, 2022
Name of Lacation for Accounting records and address of Account Change Forms

Records (number and street, city, state, and ZIP code)
Communication
*Name of Location
l l + Form 103-Long !
Section |

Section |l
Section Il
Section IV
l Section V

Section VI

*Address 1:

Address 2:

} Form 104 - Business Tangible !
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After entering all the required information on each form, the red exclamation point in the

Forms/Sections legend turns to a green check mark to indicate completion

(see Figure 11).

Figure 11: Completed Form/Sections — Green Check Marks

Forms/Sections

County: Vigo
Assessment Year: 2022
PPID: None

Filing ID: 1653

Status: In Progress

Due Date: May 15, 2022

Change Forms

Communication

b Form 103-Shor{’]

P Form 104 - Business Tangibl

Form 106

w Form 106 - Bus. Tangible Adjustments
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Adding Attachments

To complete the tax filing on the Attachments page (see Figure 12), follow these steps:

1. Upload any further supporting documents as attachments using one of the following
two methods:

a. Click the gray area to open a window to locate the file(s) on your computer.

I. Click on the file to highlight it.
ii. Click the Open button in the upload window. The file will appear on the
Attachments page.

b. Drag-and-drop your files to the gray area to upload them. The attachments will appear
below the gray upload area on the Attachments page.

2. Select the type from the drop-down menu.

3. Click the Next button when you have finished uploading the documents.
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Figure 12: Attachments Page

Attachments

Please upload any necessary attachments required to complete your filing.
You can find all of the Department for Local Government Finance forms online at their website by
clicking here.

Click or Drag-and-| 103-P ch them.
103-T
Supported file types: bmp, .gif jpeg, jpg,| 103-I docx, txt, rtf, .csv, wpd, himl
103-I1T
103-P5
103-CTP

103-ERA
0.4 MB

Em 103-P.jpg Please Chocé V1

The upload file size limit is 25MB per attachment (Oversized files will not be retained)

»
°

Signing Your Filing

After attaching all documents, the Signature page appears (see Figure 13).
Read the Legal Disclaimer, then follow these steps:

1. Sign with your full name to indicate you are signing all the documents and forms for
the filing.

2. Complete all information on the Signature page.

3. Click the Next button at the bottom of the page.
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Signature

Record your Electronic Signature.

Electronic Signature

( Legal Disclaimer: Under penalties of perjury, | hereby certify that
this return (including any accompanying schedules and
statements), to the best of my knowledge and belief, is true,
correct, and complete; if applicable, reports all tangible personal
property subject to taxation owned, held, possessed or controlled
by the named taxpayer in the stated township or taxing district on
the assessment date, as required by law; and is prepared in
accordance with IC 6-1.1 et seq., as amended, and regulations
promulgated with respect thereto.

Privacy Motice - Form 102, Form 103-Short, Form 103-Lang, Form
106, Form 103-N, and Form 103-0 contain confidential information
pursuant to IC 6-1.1-35-9,

By signing your full name, you are signing all documents in this
filing.

{Unless stated otherwise, all entries on this page must be complete before continuing.)

Forms/Sections

County: Vigo
Assessment Year: 2022
PPID: none

Filing 1D: 1649

Status: In Progress

Due Date: May 15, 2022

Change Forms

Communication

b Form 103-Sheort v*

b Form 104 - Business Tangible v

P Form 106 - Bus. Tangible Adjustments
v

\, S b Attachments v
| have read and agree to the terms listed above,
,‘ w Signature !
* Signature of Authorized Person Signature
Rhea Richmond
b Payment !
* Verify Signature of Authorized Person b Review !
Rhea Richmond
\. ) P Submit !
Date Signed
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The Payment page appears. Note that the convenience fee has been temporarily waived. No
payment is required (see Figure 14).

4. Click the Next button.

Figure 14: Payment Page

Payment
Thank you for using the State of Indiana Personal
Property Online Portal (PPOP-IN). Forms/Sections

As an online service, this unique system offers taxpayers added convenience and improved efficiency

aver the traditional hardcopy personal property tax filing process. To offset the cost of developing and County: Vigo

L o . . Assessment Year: 2022
maintaing this unigue system, a convenience fee* is charged for each personal property tax file PPID: None
submitted. Filing 1D: 1649

- - - Status: In Progress
MWOTE: The convenience fee for the Personal Property Online Portal (PPOP-IM) has been temporarily Due Date: May 15, 2022
waived. Please click the Next button to continue with the online filing process.
Change Forms

Communication

b Form 103-Short +
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The Review Your Filing page appears (see Figure 15). To submit your tax filing, follow

these steps:

5. Confirm that you have completed all forms on the Review Your Filing page.

6. Ensure that there are green check marks next to each section listed in the Forms/Sections
legend showing that they are complete.

7. Provide missing information if needed.

8. Download your filing as a PDF, view your filing, or download attachments if desired.

9. Click the Next button.

Figure 15: Review Your Filing Page

Review Filing

s None

labeled your attachments correctly.

s Form 104 - Expenditures o

-
The following forms in your submission have required fields which have not been completed.

The following attachments are required for your submission. Please check that you have uploaded and

7~

.,

Download PDF

View Filing

Attachment Download

-

o

p
Forms/Sections

County: Vigo

Assessment Year: 2022

PPID: None

Filing ID: 1649

Status: In Progress

Due Date: May 15, 2022

Change Forms

Communication o

} Form 103-Short v

b Form 104 - Business Tangible +

b Form 106 - Bus. Tangible Adjustments
W

b Attachments v
} Signature v
b Payment v

w Review +
Review

F Submit !
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The Submit Your Filing page appears (see Figure 16).

10. Type the Personal Property Identification Number (PPID) for the property being assessed
in the PPID field. For information on how to locate the PPID see the PPID section.

Note: If this is the first year that the property is subject to assessment/taxation, leave the

field blank. A unique PPID will be assigned by a local assessing officer after submission.

11. Click the Submit button to submit your filing.

Figure 16: Submit Your Filing Page

Submit Your Filing

PPID
@ Forms/Sections

The Persanal Property ldentification Mumber (PPID) is the unique identifier associated with the subject

- . . . ) . . ) County: Vigo

filing and is assigned by the county in which the property is being assessed. If this is not the first year Assessment Year: 2022
that the reported property at this location is subject to assessment and taxation, please enter the PPID PPID: None

in the space provided. Othenwise, leave the field blank and a unique PPID will be assigned by the Filing ID: 1649

. - . Status: In Progress
county assessing official after your submission is complete. Due Date: May 15, 2022

Change Forms

Filing Status: In Progress

; Communication
Submitted Date:

g 1
Download PDF

b Form 103-Short +

¥ Form 104 - Business Tangible v

_b' View Filing ¥ Form 106 - Bus. Tangible Adjustments

L'
Attachment Download b Attachments +*
A\ J

0 b Signature v
P Payment +
P Review +
w Submit !

Submit

Note: On the Submit Your Filing page, you have another opportunity to download your tax

filing as a PDF, view your filing, and download attachments.
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PPID

The Personal Property Identification Number (PPID) for a property can be found through the
following sources:

a. A copy of the prior year’s personal property filing

b. A copy of the most recent personal property tax bill

c. Anannual notification of the requirement to file from the county assessor (e.g.,
pre-populated forms, postcard, and e-mail)

d. An online search of the county’s tax and billing Web portal
Contacting your township or county assessor

After clicking the Submit button on the Submit Your Filing page, a message box appears asking
if you are sure you want to submit your filing (see Figure 17).

12. Click the Submit Filing button if you are ready to submit.

13. Click the Close button if you are not ready to submit. Your work will be saved so you may
return to it later.

Figure 17: Submit Your Filing Confirmation

Submit Filing

Please note, by pressing the Submit Filing below you are
submitting a new filing. Doing so will change the submission date
of your filing. Are you sure you want to submit?

Close Submit Filing
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A Submit Your Filing confirmation page appears confirming your submission and providing the
date and time of submission (see Figure 18).

Figure 18: Submit Your Filing Confirmation Page

Submit Your Filing

Your filing has been submitted.

PPID: Mone Provided Forms/Sections

Filing Status: Submitted
Submitted Date: April 10 2022, 4:24 PM ET County: Vigo
Assessment Year: 2022

PPID: None

Filing ID: 1649
Download POF 9
Status: Submitted

Due Date: May 15, 2022

View Filing Communication
P Form 103-Short v
Attachment Download

P Form 104 - Business Tangible +

m Dashboard P Form 106 - Bus. Tangible Adjustments
v

b Attachments +
F Signature v

b Payment v

b Review v

w Submitted v
Submitted

You will also receive a confirmation e-mail stating that your tax filing has been successfully
submitted for review.

For instructions on how to start a property tax filing, view the Starting a New Personal
Property Tax Filing QRG.

Click the Help hyperlink on the blue navigation bar to access Job Aids, QRGs, and
other documents.
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