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Electronic Filing Instructions 
1. Get your document ready. 

Complete the document or form that you want to file before you start e-filing.  Fillable 
forms for common filings are available at hrc.illinois.gov/process/forms. 

• Make sure the document is clearly handwritten or typed.  
• Sign and date each document.  
• Remove personal information such as social security numbers, driver’s license 

numbers, bank account numbers, and debit or credit card numbers.  All documents 
filed with the Commission are subject to the Freedom of Information Act. 

• Save each document as a separate PDF file.  You can create a PDF file by using an online 
tool like Free PDF Converter or choosing the “Save as PDF” option on your computer or 
mobile device.  If you fill out the document by hand, scan it and save it as a PDF file using 
a mobile app like Adobe Scan or CamScanner.    

• Do not start the file name with a dot (.) or use any of the following characters: ' [ ] \ / : * 
? " < > | ; % $. 

• Keep each PDF file under 35 megabytes. 
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2. Pick an option and fill out the form. 
Select the option that matches your situation. 

 

 

Option Use This Option If... 

Option A – File a Complaint 
 

You received a Notice of Substantial Evidence and 
want to start a new case. 

Option B – File a Request for 
Review  

You received a Notice of Dismissal and want to request 
a review or more time to file your request.    

Option C – File into Existing Case 
You already have a case with an ALS number and want 
to file additional documents. 

 

 



Option A – File a Complaint 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attach Documents 

• Include your Complaint and a copy of 
your Charge from the Department of 
Human Rights. 

 

Complete the Form 

A red asterisk (*) means you must fill out the 
field before you can submit your filing. 

Enter your: 
• First name 
• Last name 
• Email address 
• Charge number 

 

Submit Filing 

Once the PDF files are attached, click the 
“Submit Filing” button. 



Option B – File a Request for Review 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submit Filing 

Once the PDF files are attached, click the 
“Submit Filing” button. 

Complete the Form 

A red asterisk (*) means you must fill out the 
field before you can submit your filing. 

Enter your: 
• First name 
• Last name 
• Email address 
• Charge number 

 
 
 

Attach Documents 

• Include the two-page “Request for 
Review” form that you received from the 
Department of Human Rights. 

• Include any materials or evidence that 
support your request.  The form and any 
extra pages must not be longer than 45 
pages.   

 Each Request for Review must be filed 
separately.  Complete a new form if you 
need to submit more than one Request 
for Review. 



Option C – File into Existing Case 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete the Form 

A red asterisk (*) means you must fill out the 
field before you can submit your filing. 

Enter your: 
• First name 
• Last name 
• Email address 
• ALS number 
• Filing type 

Attach Documents 

• Make sure the document matches the 
filing type you selected. 

• Include a certificate of service.   

Submit Filing 

Once the PDF files are attached, click the 
“Submit Filing” button. 

 
Filing type refers to the title or description 
of the document you are filing.  Complete 
a new form if you need to submit more 
than one filing type in a case.    



3. Check your email and confirm successful filing. 
Look for a confirmation email from HRC.FilingNoReply@illinois.gov. 

 

You should receive the email within a few minutes.  Check your spam or junk folders if 
you do not see a confirmation email from HRC.FilingNoReply@illinois.gov. 

 

 

Open the documents attached to the email and make sure the Commission’s electronic 
file stamp appears in the upper-right corner of each document. 

 
 

Confirmation email 

Electronic file stamp 
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