
Welcome to Ad Valorem Online 

This system allows you to easily file your Ad Valorem Tax Report over the internet.  Your 
online form is laid out just like your paper forms have always been.  To log into the system, 
simply enter your Office of State Assessed Properties 8 digit Company Code in the box next to 
“OSAP Company Code” and click the “Submit Company Code” button.   

 

 

 

 

 

 

 



After that, you will be instructed to create a password.  Simply enter a New Password of your 
choosing two times and click the “Submit New Password” button. 

 

 

 

 

 

 

 

 



Once you have chosen a password, you will be able to use it every time you log in after that.  
The next screen you will see is your company information screen.  We may already have 
some of your company information, but it is important that we have the most current and 
complete information.  One very important item is your current email address.  This is how 
we will communicate with you if we need to help you with your submission or ask you to 
make a revision.  That is why we ask you to enter it twice just to make sure we get it right.  
After you have entered all your company information, please click the “Submit This Page” 
button at the bottom.  

 

 

 

 

 



If you made any errors, or left out any information that we need, you will be alerted of this at 
the top of the page with messages about what the errors were.  There will also be a red “X” 
next to each field that contains the error.  All you need to do is make your corrections and 
once again click the “Submit This Page” button. 

 

 

 

 

 

 

 

 

 



After your company information has been entered, you will be taken to the Ad Valorem 
Report entry screen like the one shown below. 

 



Just fill out the form boxes right on your computer and click or use your tab key to advance to 
the next box.  Some of the buttons need to be clicked to make your selection between two or 
more options.  Fields should be left BLANK if they are Not Applicable. 

 

Some sections allow you to enter many items into lists that can grow.  These lists will start 
with nothing in them, but have boxes below them for you to enter information as shown 
here. 

 

When you have entered the information for your first item, click the “Click to add item to 
above list” button. 

 

 

 

 



The item will then appear above the boxes. 

 

You can then enter more items in exactly the same way.  You are able to create lists of items 
as long as you need.  If you need to remove an item from your list, simply click the “Remove” 
button next to that item. 

 

Some areas of the form will perform automatic calculations for you. 

 

 



If you have any notes that you need to send to the Office of State Assessed Properties for 
ANY SECTION, you may enter them in the “Notes to the Office of State Assessed Properties” 
box found above the signature line at the end of your report.  You can save your work any 
time you like by clicking the “Click to Save and Exit” button at the bottom of the screen.  You 
will then be able to log in at a later time.  The form will automatically load everything you 
had entered into it when you return. 

 

 

If you have any files you need to attach, such as a Microsoft Word Document or an Excel file, 
simply click the “Click to Upload Associated Files” button at the bottom right. 

 

 

 

 



From there you will be taken to the Ad Valorem File Attachment Upload System.   To use 
basic uploading, simply click the “Browse” button to select a file on your computer.  After you 
have selected the file you wish to upload, click the “Click here to upload selected file” button.  
You will receive a message in red indicating whether or not the file uploaded successfully to 
the Office of State Assessed Properties.  There is also an Advanced File Attachment Upload 
System available for very large files.  This is available from the “Click here for Advanced File 
Uploading…” button.  

 

 

 

 

 

 

 

 



The Advanced File Attachment Upload System is powered by Microsoft Silverlight.  If you do 
not have Silverlight on your computer, you will be prompted to install it automatically.  Just 
say “yes” to any security pop ups that may appear if you wish to use this upload method 
instead of the one above. 

 

 

 

 

 

 

 



To upload files, simply click the “Select Files” button.  

 

A navigation box will open allowing you to select your file.   

 

 

 

 

 

 

 



Once you have selected a file on your computer, its name will appear in the white window.  
You can then click the “Upload” button and it will be sent to the Office of State Assessed 
Properties.   

 

The system will associate your uploaded files with the rest of your Ad Valorem Report 
submission. 

Click the “Click here when you are finished uploading attachments” button to return to your 
report. 

 

 

 

 

 



When you have completed the form and are ready to send it to the Office of State Assessed 
Properties, simply click the “Click to Submit this Report” button. 

 

 

After you have successfully submitted your Ad Valorem Report, you will have options to view 
and print the report.  You can even upload files if you forgot to do so. 

 

You will not be able to change your report any further after submitting it unless the Office of 
State Assessed Properties has requested you make changes to it.  We will contact you by 
email if that needs to be done. 

 



To view or print the report, click a “Click here to View / Print your Report” button.  The report 
will be displayed for you.  There are arrows at the top of the report to move through the 
pages. 

 

 

If you would like to print the report, or save it as a PDF document, click the small printer icon. 

 

 

 

 

Thank you for using Ad Valorem Online. 

If you have further questions, please contact State Assessed Properties for assistance. 
Osap.OSAP@cot.tn.gov   615-741-0140 


