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1. Introduction to Disclosure Forms



What is a Disclosure Form?
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A Disclosure Form (DF)is a document that provides essential 

information for customers regarding a proposed solar project. It 

serves to protect both customers and approved vendors by ensuring 

that the terms of the project are clearly outlined.

A completed DF, signed by the customer, is required to initiate a 

Distributed Generation Part I Application. However, a completed DF is 

not necessary to start a Community Solar Part I Application.

Vendors and their designees can manage their DFs within the Illinois 

Shines portal by following the steps outlined in this guide.

Section 1: Introduction to Disclosure Forms



Resources
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For step-by-step instructions on how to generate a DF, refer to 

the guide for your desired form type.

Community Solar DF Walkthrough

DG Project Lease DF Walkthrough

DG Project Purchase Agreement DF Walkthrough

DG Project Purchase DF Walkthrough

All Disclosure Forms ñ CSV Upload Guide

Section 1: Introduction to Disclosure Forms

https://illinoisshines.com/wp-content/uploads/2023/05/IL_Shines_NEW_CS_DF_Guide_20230530.pdf
https://illinoisshines.com/wp-content/uploads/2023/05/IL_Shines_NEW_DG_Lease_DF_Guide_20230530.pdf
https://illinoisshines.com/wp-content/uploads/2023/05/IL_Shines_NEW_DG_PPA_DF_Guide_20230530.pdf
https://illinoisshines.com/wp-content/uploads/2023/05/IL_Shines_NEW_DG_Purchase_DF_Guide_20230530.pdf
https://illinoisshines.com/wp-content/uploads/2023/05/IL_Shines_NEW_All_DFs_CSV_Guide_20230530.pdf


2. Viewing a List of Your Disclosure Forms



Getting started: Logging in

Section 2: Viewing a List of your Disclosure Forms 7

Step 1: In your browser, navigate to 
portal.illinoisabp.com.

Step 2: Enter your registered username and 
password.

Å Usernames are case-sensitive.

Å If you donõt remember your password, select 
the òForgot Passwordó link and follow the 
prompts.

Å Contact Support for further help at 
admin@illinoisshines.com or (877) 783-1820

Step 3: Select òSign Inó to be taken to your 
Dashboard.

http://portal.illinoisabp.com/
mailto:admin@illinoisshines.com


Getting Started: View task
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Step 1: In the left menu, select your role 

(either Vendor or Designee) to expand its sub-

menu. Select the òDisclosure Formsó 

functionality and then select the òViewó task.

Step 2: Select a vendor from the list in the 

pop-up window. When itõs highlighted, select 

the òProceedó button.

Å Note: AVs may not see the pop-up; this is 

subject to change.

Section 2: Viewing a List of your Disclosure Forms



Viewing Your DF List: Overview
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Shortcuts to 

other tasks

Search bar: type to filter for a DF

List of previously 

created DFs

Section 2: Viewing a List of your Disclosure Forms



Viewing Your DF List: Overview
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What DFs are included in the table?

Å DFs created in both the legacy portal and in the current portal

Å DFs for Distributed Generation (DG) and Community Solar (CS) projects

Å Only DFs generated for the specific Vendor that was selected 

 

Shortcutting to other tasks

Click any of the white buttons above the table to jump directly to other DF tasks.

Archived Disclosure Forms

Click òArchived Disclosure Formsó to view DFs that have previously been archived by the user.

Section 2: Viewing a List of your Disclosure Forms



Viewing Your DF List
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Accessing more forms 

If you have a large number of DFs, the portal initially shows only the latest 10 forms. Use the arrows in the bottom right 
corner to view older DFs.

Filtering your DFs using the filter criteria

Use the filters at the top of each column to filter your list or search for specific DFs.

Unique 

Form ID

Identifying 

Form Name

Customer 

Name

Customer 

Address

Form Type 

Å Purchase

Å PPA 

Å Lease

Å Community 

Solar

Submitted 

Date

Status Started 

Date

Submitted 

Date

Completed 

Date

View or 

Resume 

Form

Select from 

Options

Section 2: Viewing a List of your Disclosure Forms



DF List: What do the Table Columns Mean?
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Column Name Meaning

Form ID A uniquely identifying number, automatically assigned to your DF by the portal.

Form Name The uniquely identifying name you selected for your system at the start of DF generation.

Customer The customerõs name provided on the DF.

Address The customerõs address provided on the DF.

Form Type

The type of project that your DF covers:
Å Project Lease Form

Å Power Purchase Agreement Form

Å Project Purchase Form

Å Community Solar Form

Å Over 25 kW Form Ą This form has been discontinued but previous forms generated using this type are still 

accessible

Submitted By
Shows the username of the person who submitted the DF. 

(Will be blank if the DF has not been submitted)

Section 2: Viewing a List of your Disclosure Forms



DF List: What do the Table Columns Mean?
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Column Name Meaning

Status

Indicates the current status of the DF:
Å òIn Progressó ð DF needs more input before it can be generated

Å òSubmittedó ð DF was generated, but has not been sent to the customer

Å òAwaiting Signatureó ð DF was sent to customer for signature by PDF or HelloSign

Å òCompleteó ð Signed DF was uploaded to the portal as PDF or received via HelloSign

Started Date Shows the date the DF was started (may be blank)

Submitted Date Shows the date the DF was submitted (may be blank)

Completed Date Shows the date the DF was completed either by customer e-signature or completed PDF upload.

View Depending on the status of the DF, choose to either view DF contents or resume DF.

Action

Select an appropriate next action, based on the DFõs status:
Å òObtain Signatureó ð Send a òSubmittedó DF to the customer for e-signature or download a PDF copy for physical signature. (Will still 

be shown even if the DF was signed)

Å òDownload PDFó ð Download the original, unsigned DF

Å òSigned Form PDFó ð Download the e-signed or uploaded signed DF

Å òUpload Signed Form PDFó ð Browse your computer for a PDF of a physically signed DF

Å òMake a Copy of Formó ð Create a copy of an existing DF to use data from a previous form in a new form.

Å òArchiveó ð Remove DF from the main dashboard and move it to the Archived Disclosure Form tab.

Section 2: Viewing a List of your Disclosure Forms



3. Resuming an Incomplete Disclosure Form



Resuming an Incomplete Disclosure Form
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Helpful Tip: When creating a DF, clicking the òSave and 

Continueó button in each section will save your 

progress. If you need to navigate away, you can return 

to your saved, incomplete DF by following these steps:

Step 1: Navigate to the Disclosure Forms > View 

task. When prompted, select the Vendor ID / 

Company Name associated with the incomplete 

DF and then select the òView Disclosure Formsó 

button.

Section 3: Resuming an Incomplete Disclosure Form



Resuming an Incomplete Disclosure Form
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Step 2: The table of existing DFs and drafts will 

appear. Find your incomplete DF in the list and 

confirm that its Status is òIn Progress.ó In the 

Action column, choose the òResume Formó link.

Å Tip: Once you submit a form, you cannot 

resume or edit it.

Step 3: The portal will bring you to the last section 

you saved.You can now continue generating your 

DF.

Section 3: Resuming an Incomplete Disclosure Form



4. Viewing a Submitted Disclosure Form



Viewing a SubmittedDisclosure Formin your Browser
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Step 1: Navigate to the Disclosure Forms > View task. When prompted, select the Vendor ID / 

Company Name associated with the DF and then select the òView Disclosure Formsó button.

Step 2: The table of existing DF and drafts will appear. Find your DF in the list. In the View column, 

select the òView Formó link.

Å Tip: If you donõt see a òView Formó link, the DF may still be incomplete (status: òIn Progressó).

Section 4: Viewing a Submitted Disclosure Form



Viewing a Submitted DF in your Browser
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Step 3: The portal will take you to a webpage containing your DF inputs. The webpage is read-only 

and all sections are marked as óCompletedó.

To exit this view, use your browserõs òBACKó button or select the òCanceló button at the bottom of the 

webpage.

Section 4: Viewing a Submitted Disclosure Form



5. Sending a Discloser Form for E-Sign



Sending a SubmittedDisclosure 
Form for Customer E-Sign
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Step 1: Navigate to the Disclosure Forms > View task. If 

prompted, select the Vendor ID / Company Name 

associated with the DF and then select the òView 

Disclosure Formsó button.

Step 2: The table of existing DFs and drafts will appear. 

Find your DF in the list and confirm that its Status is 

òSubmittedó or òAwaiting Signature.ó In the Action 

column, hover over the three-dot selection tool, and 

then select the òObtain Signatureó link.

Section 5: Sending a Disclosure Form for E-Sign



Sending a Submitted DF for 
Customer E-Sign 
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Step 3: A pop-up window will appear. Enter the customerõs 

email address and name, then select òSave.ó

Step 4: Finalize the request by selecting the òRequest E-

signatureó button. Select the òProceedó button in the 

Confirmation window.

Section 5: Sending a Disclosure Form for E-Sign



Sending a Submitted DF for Customer E-Sign 
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Step 5: Your customer should now receive your DF! Please wait at least 10 minutes ð the portal 

generates your DF automatically, but there may be a delay in the transfer to HelloSign.

If your customer has not received the DF email after 10 minutes:

1. Check their email address for errors and re-send to the correct address, if necessary.

2. Ask the customer to check their spam/junk folder.

3. If the problem remains, contact Program Administration Support for help.

Tip: The email address that customers will receive the 

e-sign request from is admin@Illinoisshines.com

Section 5: Sending a Disclosure Form for E-Sign



6. Downloading a Disclosure Form






















