
 

 

The information provided in this packet will take you step by step in 
processing your protests using our online portal.  You will be shown… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Bexar Appraisal District 

411 N. Frio, P.O. Box 830248     

San Antonio, Tx 78283-0248      

210-224-2432  Fax: 210-242-2453      

• How to create a user name and password using your agent code. 

• How to load protests using our Online Services Portal. 

• Where a list of all your protested accounts can be accessed. 

You will also be provided a document that contains your Agent ID & PIN 

number.  Please keep in mind that your PIN number is case sensitive and 

considered your signature. 

Filing your Protests via Online Portal 

This is a great way to ensure you don’t miss an account.  You can code, load 
and save your list of loaded protest to your records. In addition, you will be 
able to upload evidence, view/download evidence, and settle informally 
online. 
 

Filing your Protests via E-Mail 

Your protests may be submitted on the excel spreadsheet located on our 
website under “announcements”.  This method cuts down on entry errors, 
creation of the protest cases is faster, and your protest will be ready for 
you to settle informally much sooner.  If you choose to use this method, 
please e-mail your spreadsheet to baprotests@bcad.org. 

P
ro

ce
ss

in
g

 A
g

e
n

t 
P

ro
te

st
s 

O
n

li
n

e
 

B
ex

ar
 A

p
p

ra
is

al
 D

is
tr

ic
t 



AGENT E-FILE – PROTEST INFORMATION - VGC Page 1 

Processing Agent Bulk Affidavit and/or Informals via E-File 

Open Bexar Appraisal District Website www.bcad.org 

At this site click the Online Services icon and click the “ONLINE SERVICES” icon.  You should now be at the screen shown 

below.  On this page you will either enter your previously registered user name and password or Create New User.  To 

create a new user, simply click the button “Create New User” and follow the next 4 steps.  After you complete these steps 

you will need to authenticate your e-mail and log in to the portal.  If you have a user name and password already 

registered, Log in and skip the next 4 steps.  Begin your processing on page 3 of this packet. 

 

 

 

 

 

 

By clicking that button you will be taken to the 1st of 4 steps.  

Here you enter you Agent ID and PIN #.  Click next to 

continue. 

 

 

 

At the next screen you will fill in all the blank fields.  The 

screen asks for username, password, e-mail address (to 

complete registration), a recovery e-mail (in case you ever 

forget your password), a security answer to the question you 

select from the drop down field.  Lastly you enter the text in 

the image and click next to continue.  If you are unable to 

read the image, click New Image for another image. 

 

 

 

 

http://www.bcad.org/
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This screen is where you confirm that the information provided is correct and that you agree with the End User Agreement.  

If you agree click the button below the End User Agreement and click Confirm. 

 

 

 

 

 

 

 

 

 

 

 

 

You are taken to the final step in 

registration.  This screen states 

that your new account has been 

successfully created.   

 

 

 

 

 

 

 

Confirm e-mail.  Go to your e-mail and click on the link to log in. 
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Log in using your username and password.  If you forget either, use the buttons provided for just this purpose.  

 

 

 

 

 

 

Once you log in you will see the following screen. Here you select FID Maintenance to add your fid code to accounts or 

Online Appeals to process your protests.  Please note, only accounts coded to you are available, so it is wise to add your 

agent code to your client’s accounts before you try to protest online.  When ready, select Online Appeals. 

 

 

 

 

 

 

 

The screen below shows all the accounts you have protested.  Click e-file button at the upper right side of the screen. 

 

Click on search button on the right of the screen.  A list of all your accounts will populate. 
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Eligible accounts will be listed as such.  To e-file your eligible accounts, click on the box to the left of E-File Protest column.  

Doing this will select all the accounts that are eligible, after selection has been made, scroll to the bottom of the page and 

click the E-File All Selected Properties button. 

 

 

 

 

 

 

 

 

 

 

 

 

The options selected here will be applied to each protest on the list.  On this screen you can also request a copy of our 

evidence, enter any comments, a daytime or evening phone number.  When you are ready to continue, click the submit 

button. 
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The next screen is the Create Protest screen.  This will show the list of accounts you selected to protest.  You are also 

provided a field to enter an Opinion of Value and of course your protest reasons.  The default reasons are “Incorrect 

Appraised (Market) Value (VOM)” and/or “Value is Unequal Compared with Other Properties (VUE)”.  More reasons can 

be selected by using the drop down menu.  Click each protest reason box that applies to that account.  If everything looks 

correct, click the submit button. 

 

As seen in the image that follows, your protests have been submitted successfully.  From this screen you can print or 

export this list for your records.  Click Done to exit and go back to the Protest Summary screen.  The Protest Summary 

screen will have these accounts listed as pending until the case has been created in the Appraisal District’s system.   
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Property ID List button:  This feature allows the agent to manually enter any PIDs (separated by commas), even those 

they are not coded to.  

You must first enter the 

PID or multiple PIDs, hit 

the “Search” button to 

pull up the accounts and 

then continue the process 

as explained above.  You 

must e-file right after 

pulling up the list.  If you 

pull up the list, then 

decide to navigate to 

another page before filing 

the protests, the info does 

not get saved. 

 

File Upload button:  This feature allows the agent to upload a list of accounts using a specific file format (CSV file).  This 

format requires a very specific file formatting and may take several attempts to process.  If you wish to proceed with filing 

using this format; please e-mail your request to baprotests@bcad.org. 

IMPORTANT THINGS TO NOTE WITH THE LAST 2 OPTIONS:  

➢ The number of accounts you enter may be limited.  So, you may consider only using these options to enter the 

accounts you may not be coded to yet. 

➢ Keep in mind whichever agent files the protest first opens the protest in PACS and is listed as the primary protestor. 

If you are ever unable to file a protest online, please send us that protest via e-mail to baprotests@bcad.org, mail 

or fax to Bexar Appraisal District.  A complete list of contact information is provided in this packet. 

We believe the features that follow can be useful.  When you pull up the Protest Summary page, you can customize the 

view to show the agent associations on the accounts.  This may be useful in verifying if your agency is coded to the accounts 

protested. 

You are able to see if they are currently coded to an account or not.  If your 

agency is not currently coded, you will see “ANR” under the FID column, 

meaning “Agent Not of Record”.   
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Bexar Appraisal District  
411 N. Frio, P.O. Box 830248  
San Antonio, Tx 78283-0248  
(210) 224-2432 Fax:(210) 242-2453 
 

 
Information Regarding Electronic Protests 

 

If you choose to E-FILE your protests, please visit our website at https://www.bcad.org and click on the Online Services 
Portal tab. 
 

To register, you will need your AGENT ID and PIN located at the top of this letter. Your PIN is case sensitive. Please enter 
your PIN exactly as it appears.  Do not share your PIN; it is considered your signature.  If you lose your PIN, contact the 
District to receive another via USPS mail.  Your deadline will not be extended while awaiting your PIN. 
 

After registering online, you will need to log in to file your protests.  
 
 

Contact Information 

If you are submitting your protests using an excel spreadsheet, and you are planning to topline, your protests reasons are 

limited to VOM (Incorrect appraised (market) value) and VUE (Value is unequal compared with other properties).  The 

excel spreadsheet would be e-mailed to baprotests@bcad.org 

Commercial Informal Scheduling 

To make your informal appointment, please provide your list of accounts on an excel spreadsheet by e-mail.  If you wish 

to make an appointment for a particular Use Code, you may schedule by e-mailing the team directly or by calling Michelle 

or Ellie. 

 Michelle – 210-242-2496  mpate@bcad.org or Ellie – 210-242-2490  eshunkwieler@bcad.org 

retailteam@bcad.org  industrialteam@bcad.org  officeteam@bcad.org 
 

landteam@bcad.org  multifamilyteam@bcad.org  specialtyteam@bcad.org 
 
 

Business Personal Property Informals Contact 
Informal Questions and Requests for Business Personal Property would be sent to Eli Villanueva.  Isbet and Gabby are 
available as back-up. 
 
 Geno Aranda – garanda@bcad.org or Teresa Van Voorhis – tvanvoorhis@bcad.org 
 
 

Residential Informals Contact 
 
 Omar Ayala – oayala@bcad.org or Mary Encina - mencina@bcad.org 
 
 
If you need to contact the District related to your protest, please contact us at (210) 242-2432. 


