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GETTING STARTED 

Log on to  ………………………………………… …    and click on “File a New Petition: 

 

Read the “Welcome to Axia Petition Wizard.”  This will give you a brief overview of how 
the online petition filing process works and will provide you with helpful tips that will 
aide you in filing your petition. Once you have finished reading this information click on 
“I AGREE AND WISH TO CONTINUE.” 

 

It’s now time to file your petition.    

Step 1. 

This section requires the property owner's name and property information. 

• Property owner’s name – enter last followed by first name. You will notice that 
as you enter the name, options start to appear. Move your cursor over the 
applicable name and ‘click’ to select. Remember - This field is for the name of 
the property owner only. 
 

• After you have selected the correct name, the rest of the information should 
auto populate for you. 
 

• Review the information for accuracy. 
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Note: you may also choose to enter the parcel ID or tangible personal property 
(TPP) account number. You will also notice that as you enter the numbers, a 
selection of property owners’ names will start to auto populate, this gives you the 
option to hover and select the correct property owner’s name. 

            

           

Select what type of petition you would like to file.  

Tip: A single homeowner - select Res. 1-4 units. If this does not apply to you, then review 
the dropdown and select the appropriate property type. 

 

Note:  If the property owner’s name does not appear and all the information entered 
is correct. Please contact the Property Appraiser’s office at 561-355-3230. 

 

Step 2. 

This section specifically pertains to petitioner’s information that will be used to send 
notices and decision forms to the applicable party.  

Note: As a representative or agent filer, this is where your name, mailing address, 
telephone number and email address would be required. (Review for correct spelling and 
accuracy of the email address) 

Contact preference – this is important as we will send your notices to your preference. If 
you select email, kindly save VAB@mypalmbeachclerk.com to your contacts to avoid 
emails going to your Spam folder. 
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Step 3. 

Select the applicable Appeal Type. 

Note: Selecting multiple boxes will result in multiple petitions and may increase the 
total filing fee. 

 Select at least one option that is applicable to your appeal. 
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 Denial of late filing of exemption or classification – upload a copy of your 

application (pdf format only) from the Property Appraiser’s Office with their 
date stamp. 

 

 

 

 

 

 

 

Portability – If you sold your home and are filing for portability, move to the next 
section for the Portability selection. Note: you must select the box ‘I want to file a 
Portability Petition.’ 

 

 

 

 

 

 

 

 

 

Step 4. 

Part 3. – To be filled out by Property owner only. If the ownership is registered as a 
business, please Do Not enter the Business name as the Tax Payer Name.  The Tax 
Payer name should only be a person’s name not a business or LLC. 
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Part 4. - To be completed if any of the below applies to you and your connection to the 
property owner. Upload the Legal document representing the Professional’s authorized 
signature. 

 employee of the property owner 
 Florida licensed real estate appraiser or broker with a professional license 

number. 
 Florida Bar licensed Attorney with valid Bar number. 
 Florida certified public accountant with valid license number. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part 5. – To be completed by an Unlicensed representative. Pursuant to Section 
194.011, Florida Statutes, please upload a valid written Letter of Authorization or  
Power of Attorney from the property owner,  with  the property owners telephone 
contact. 

 

 

 

 

 

 

 

Step 5. 

Time Needed to present at the hearing.  
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This field is for you to select the time you think you would need to present your case at 
the hearing. Click on the dropdown arrow and make your selection. Note: Hearings are 
typically scheduled for 30 minutes. 

Note: All hearings are held telephonically, our VAB Clerk will call the petitioner 
using the telephone number provided. If you wish to attend in person, please notify 
the VAB 1-2 days in advance at VAB@mypalmbeachclerk.com. List your petition 
number and that you intend to be at the hearing in person.  

  

 

 

 

 

Not Available Dates. 

This field allows you to let the VAB know any date(s) you will NOT be available for your 
hearing(s). The VAB will do its best to make this accommodation and will contact you 
should any conflict arise in doing so. Hearings start in October. 

 

 

 

 

 

 

 

 

Will Not Attend Hearing. 

This box should be checked ONLY if you do NOT plan on being at your hearing, either 
telephonically or in person, but want the Special Magistrate to consider your evidence in 
your absence. (In other words, your hearing will be conducted without your participation, 
but your evidence will be considered. 

 

 

 

 

 

Step 6. 
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Electronic signature and perjury of statement. 

The perjury of statement box must be checked.   
The Petitioner’s name - The name of the person filing the petition.  
Signed Date – the current date. 
Submit – Review all the information you entered and once you are satisfied with its 
accuracy, click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 7. 
 
After clicking the Submit button, the payment screen will appear.  
 
Note:  If you need to leave this page and submit your payment at a later date or time, 
 you would need to write down the transaction number and password. This is  
 needed to access and complete the filing of your petition. 
 
 
 
 

 

Note important information below. 

Your petition is NOT CONSIDERED FILED until the appropriate filing fee has been received by the 
VAB.  

If you are mailing in your fee, make check(s) payable to Board of County Commissioners.  

Mailing address: 301 N. Olive Avenue, Rm 203, West Palm Beach, Fl 33401 

The petition filing fee is non-refundable and is per property and not per petition; however, you 
must submit a separate petition for each exemption requested. For example, if you are filing a 
petition for Homestead Exemption and Widow Exemption, you wound need to submit 2 
separate petitions. 

** IF THE APPROPRIATE FEES ARE NOT PAID, THE PETITION SHALL BE DEEMED INVALID AND 
SHALL BE REJECTED** 
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Below is your option for payment.  

 

 

 

 
The two options below will also appear on this screen. It gives the option to remove or add 
parcels, before submitting payment. 

 

 
Do You Want To Remove a Petition From This List?  
This option is for a petitioner who has filed a petition in error and would like to remove it from their list of 
pending petitions.  
 
Do You Want To Add Another Petition?   
This option is for a petitioner who wishes to file more than one petition and would like to add another 
petition to the list of pending petitions. For example, if you are filing a petition for more than one parcel 
or for more than one appeal reason, you may file the additional petition(s) here.  
 

You will receive a confirmation email shortly after completing your online petition with your 

Transaction Number and Password.     

You are finished! Congratulations! 

If you have any questions, concerns, or have experienced any challenges while filing your 
petition online, please feel free to contact the VAB Clerk at VAB@mypalmclerk.com or (561) 

355-6289. 

What’s Next 
 
Now that you have filed your petition, expect a Notice of Hearing (via the preferred method 
of notification you selected) providing you with your petition hearing date and time. On this 
notice, you will also see the deadline date and time that you must upload your evidence. 
(see Evidence, how to guide on the VAB Website for assistance with uploading your 
evidence.) 
 
If, at any time, you would like to track the status of your petition, you may log on to Axia Web 
Portal, enter your Transaction Number and Password under “Check Petition Status,” and then click 
on “Log In.” You will then view many items including your petition, hearing date(s), the Special 
Magistrate’s recommendation, and final decision letters.  
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