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E-submission Overview 

eRecording allows for electronic submission of land record documents (E-submission). 
E-submission requires prior authorization by the City Register before the user can e-
submit transactions.  

This Guide will address the following: 

A. Register for E-submission 
 

B. Cover Page E-submission 
 

A. Register for E-submission Overview 

Users can submit requests for e-submission access using their own log in. 
 

The Register for E-submission process consists of 4 steps:  

1. On the Profile Selection screen, click the Register for E-submission button. 
 

2. Click the OK button. 
 

3. Print and Complete the ACRIS Registered Submitter Registration Agreement and 
Enrollment for eRecording Application form and submit it. 

 
4. Receive an email approving or rejecting your E-submission Registration Request. 
 

 

 

 

 

 

 

 

 

 

 

  

(1) Click the Register for E-submission button 

After selecting the Create Tax Forms/Create Cover Page option from the ACRIS Main 
Options page and logging in as a Registered user, the user will be on the Select ACRIS 
Profile screen.  

 

 
1. Click on Register for E-submission. 

Result:  ACRIS Register for e-submission pop up is displayed. 

2. Click on OK. 

Result:  ACRIS Registered Submitter Registration Agreement and Enrollment for 
eRecording Application form is displayed.  An email is sent to the user’s email 
confirming the request with a copy of the form attached.  The Register for E-submission 
button is disabled. 

3. Print the ACRIS Registered Submitter Registration Agreement and Enrollment for 
eRecording Application form, complete and sign it, and submit it to the Division of 
Land Records, City Register, NYC Department of Finance, 66 John Street, 13

th
 

floor, New York, NY 10038. The email address that you provide on this form must be 
the same email address that you use to log into the ACRIS system. 
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4. Receive an email approving or rejecting your E-submission Registration Request. If 
rejected, a reason will be provided. 

 

 

 

End of Register for E-submission Overview  

 



 

ACRIS 

eRecording Document Submission Guide  

 

Office of the City Register 

Cover Page 

 

 

 
                                                                                      Page 3 of 6 

 

C. Cover Page E-Submission Overview 

Users can choose to e-submit their transaction or submit the actual original paper 
documents in person or through the mail (paper method).  The option to choose to 
submit the transaction via the paper method or through e-submission is made at the 
transaction level.  Once the option is chosen to either e-submit or paper submit, all 
documents within the transaction will follow the e-submit flow or paper submit flow – the 
customer cannot opt for one document to e-submit and another to submit manually and 
vice versa. 
 

The Cover Page e-submission process consists of 5 steps: 

1. Click the New Cover Page link (or Prepay Transfer Tax, or Pay Tax for Cooperative 
Unit, or Pay Tax for Unrecorded Transfer).  In the E-submission pop-up, click the 
OK button. 

 
2. On the Upload tab, upload the PDF files and preview it. 

 
3. On the Transaction screen, click on Submit Documents Electronically. 

 
4. On the Transaction screen, click on Finish and Submit E-Payment. 

 
5. Email notification of transaction recording or rejection is sent to the user. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(1) Click the New Cover Page link 

User selects the Create New Cover Page option and creates a new cover page form.   
Note: If the user has been authorized to e-submit transactions, clicking 
on New Cover Page or Prepay Transfer Tax, or Pay Tax for 
Cooperative Unit, or Pay Tax for Unrecorded Transfer will also bring up 
the pop-up asking the user if they want to electronically submit this 
transaction. 

 

 

1. Click the New Cover Page link.  

Result:  A pop-up asks whether you want to e-submit the transaction or submit the 
original documents to the City Register borough office. 

2. Click the OK button to e-submit the transaction. 

Result:  The Cover Page document tab is displayed.  The Print/Upload tab displays 
“Upload.” 
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(2) Upload the files and Preview 

User completes all the Cover Page tabs as previously done.  

 

 

1. Click “Upload” tab. The tab lists the PDFs that need to be uploaded and provides a 
Document Upload Checklist. 

2. Click the Browse button for the first file to be uploaded (in the above example the 
document to be submitted). 

Result:  A file selection window is displayed for the user to select the appropriate file 
to upload. 

3. Click the Upload button. 

Result:  The file path is cleared and a red check is displayed to mark that a file has 
been uploaded. 

Repeat steps 2 and 3 for each file path displayed. 

4. Click the Preview button (to view the documents and acknowledge that the 
submission is complete, accurate and that the cover page and related documents 
correctly identify and reflect the documents submitted) 

Result:  Generates a preview of the cover pages, uploaded documents, and transfer 
tax forms (if applicable) in 1 Adobe Acrobat window in the following order: 

a) Recording and Endorsement Cover Pages (including continuation cover pages) 

If applicable, the following are also generated and arranged: 

b) Uploaded Document 

c) Supporting Document Cover Page(s) 

d) Uploaded Supporting Documents 

e) RPTT Cover Pages(s) 

f) System generated RPTT forms in Tax ID order (as if clicking on Final for each of 
the RPTT tax forms) 

g) Uploaded RPTT Signature Pages and Documentation  

h) RETT Cover Pages(s) 

i) System generated RETT forms in Tax ID order (as if clicking on Final for each of 
the RETT tax forms) 

j) Uploaded RETT Signature Pages and Documentation 

Note that the RP-5217 will not be auto-generated if the Tax ID has an RP-5217.  It 
must be uploaded separately as a Supporting Document PDF. 
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(3) Submit E-Payment and Submit Documents Electronically 

User completes the upload and preview of the document, submits an e-payment for the 
transaction and then submits the documents electronically. 

 

 

 

 

1. Click Submit E-Payment. 

Note: ACRIS e-Payment requires that one or more e-checks or a single credit card 
payment be made for the entire transaction. 

 

 

 

2. Process your electronic payment and perform one of two actions: 

i. Click on the OK button on the payment confirmation screen to return to 
the Cover Page transaction screen to submit the document(s). 

ii. Click on the Cancel button to remain on the Payment Receipt Summary 
screen and click on the Return to Cover Page Transaction to return to 
the Cover Page Transaction screen where the user can submit the 
document(s). 

Note: The payment confirmation screen will only appear if the payment contains one 
or more e-Submission Cover Page Transactions. 
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3. Click Submit Documents Electronically. 

Result: Pop up message appears stating ”Your transaction (#) has been successfully 
electronically submitted on (submit datetime)” with a Print button. The user can print the 
pop-up message by clicking on the Print button. 

 

 

(4) Receive email notification of transaction recording or 
rejection 

1. The user will either receive 

a. email notification that the transaction has been successfully recorded with 
an attached PDF file containing a copy of the recordation letter and the 
recording and endorsement cover page(s) with the City Register stamp and 
file number or  

b. email notification that the listed documents in the transaction could not be 
recorded with an attached PDF file containing a copy of the notification letter 
outlining the reason(s) for rejection. 

 

 

 

 

Notes: 

a) Once the user clicks on Submit Documents Electronically, the transaction is locked 
from any edits and deletions.  If the transaction should contain multiple documents, 
the user should create all the documents before clicking on Submit Documents 
Electronically. 

b) Tax forms are created normally. 

c) Documents to be uploaded must be scanned and saved as separate PDF files 
following the Document Upload Checklist. This requires access to a scanner and 
software capable of producing PDF files. 

 

 

End of Cover Page E-Submission Overview  

 

 

 


