














‘/ STEP THREE — Assessment Screen — ASSIGNING MORTGAGE HOLDER

T

Mortgage Details

Mortgage Institution: | - e

Reference Mumber: |52k of Mortreal [12345] _
Tranzit Wumber:

Address 1:

Address &
Address 3
Contact:

Phone Mumber:

Save Cloze

e

Mortzage Details

Mortgage Instibution: E-Bank DI; H.ontreal [1.2.3;15l]l

Feference Mumber:

Transit Humber: 12345

Address 1 123 Bank Street
Address 2 City, B.C.WTY 141
Address 3

Contact: Bob Banker

Phone Number; 72333 4444
_

ASSIGNING MORTGAGE HOLDER — TAS allows each folio to have mortgage holder
details assigned to each folio. Once a mortgage holder is assigned to a folio, Tax
Notices can be printed with the mortgage holders name and address. TAS will also
generate reports detailing all institutions.

NOTE: Mortgage holder branch MUST BE CREATED FIRST BEFORE CONTINUING
WITH THIS STEP (SEE CHAPTER 2)

e Click on EDIT Button in the lower right section of Property Information field

e MORTGAGE DETAILS window will show up

e Select MORTGAGE INSTITUTION by clicking on the arrow down button in
the MORTGAGE INSTITUTION FIELD

e Scroll to the correct institution

e (Click on the institution to Select

e Mortgage Institution’s details will be displayed

e TYPEIN Mortgage Reference Number in the REFERENCE NUMBER FIELD

e Click on SAVE Button to assign that institution to the folio

e Click CLOSE button to abort




‘/ STEP THREE — Assessment Screen — ASSIGNING MORTGAGE HOLDER

|8 T it ation
Be 0 e wviirs fwou

=IOk

UNPAID TAXES

gt Suggieartiny D |

arch

Erter last year's outstanding balanc

Dhwners
Fistname: | ESTHER| < 1/20wmers
Iriitial: H
Last name: LEWIS
Address 1: 3-1506 ADMIRALS RD
Address 2: WICTORIABC
Address 3
Paostal code: WIATRT Residesz at property Receives aszessment notice
Phiorne: Receives tax notice
ADG Eligibility
Dwrers
First name: Eank of Montreal -[3 >
Initial:
Last name: Bob Banker
Address 1 123 Bank Street
Address 2 City, B.C.WTW 101
Address 3
Fostal code: "> [] Receives asseszment notice
Phore: 222 333 4444 [] Receives tax natice
&0 G Eligibility: - Set 400G Eliaibility

ASSIGNING MORTGAGE HOLDER

NOTE: Once mortgage holder has been assigned they will be listed in the OWNERS
LIST in the top right hand corner of the OWNERS section

ADVANCED NOTE: IF THE FINANCIAL INSTITUTION DOES NOT SHOW UP IN THE
OWNERS'’ LIST CLICK ON FOLIO SELECT ARROWS LEFT AND RIGHT AND SCROLL ONE
FOLIO FORWARD AND THEN BACK TO ORIGINAL FOLIO.

e Click on RIGHT SELECT ARROW in the Owners field

e MORTGAGE HOLDER’S DETAILS will show up in Owners Details Window

e 2/2 OWNERS - means second of two owners

e C(Click on LEFT SELECT ARROW in the Owners field to scroll back to first
owner

e Check off RECEIVES ASSESSMENT NOTICE — If needed

e Check off RECEIVES TAX NOTICE — If you want them to receive tax notice




‘/ STEP THREE — Assessment Screen — ASSIGNING MORTGAGE HOLDER

Foll Humber. 000000000018500003 (v] Search
Property Information - Owners
District District One v] First name: Bank of Montreal 2/2 0winers >
Address 1 3- 1506 ADMIRALS RD - Irital
Address 2 Lastname: | Bob Banker
Address 3 Address 1 123 Bank Stieet
Addiess 2 [City, B.C. VIV W1

er Grant 0] [ < | Suggested $0.00 Address 3
Additional Grant 0| ¢ Suggested $0.00 Postal code: Resides at pr B L] Receives assessment notic®
Last Sell Date: Last Sell Price: $0.00 Phone: 222 333 4444 Receives tax notice
Mortgage Institution: | Bank ~gf rreal ADDG Elgibilty
E Legal Description ] [ Comments ] UNSAVED CHANGES Appeal Payment

—_———————
Enter last year's outstanding balance

ASSIGNING MORTGAGE HOLDER

e YELLOW highlight will appear to detail the changes
e Click on SAVE Button to Save your changes

‘/ STEP FOUR — Assessment Screen — LEGAL DESCRIPTION EDITING

Fioll Mumber | cooooooooor 8500003 [ [ Seach

Fropery Infomation Owners

District [ Distriet ne I~ Firstname: | Bank of Montieal 22 Overs | >

Address 1 3- 1506 ADMIRALS RD Iritak

Address 2 Last name:[Bob Banker

Address 3 fddress 1: 123 Bank Steet

Fostal code: fddiess 2 [Ci, B VIV V1

Home Owner Grant: 0/ (< | Suggested: $0.00 fiddhess 3:

Aditional Grant 0/] < | Suggested: $0.00 Postal code: Fiesides at property [] Receives assessment notice

Last Gell Date Last el Price $000 Phone 222 333 4444 Fieceives tax nolice

Morigage Institior: | Bank of Montreal ADG Elgibilty St ADG Elimbilty
SaveChanges | | Cal # Legal Description | | NCorments | #ppeal Payment

.Legal Description

P - N

o 56, Section 24, Esquimalt Land District, PACIFIC WILLAGE 1.
| TYPED THIS|

LEGAL DESCRIPTION EDITING — Legal description is imported with DATA Advice file it
contains all legal details on the particular folio. TAS allows you to edit this
information and add your data to that field.

e Select Folio

e (Click on LEGAL DESCRIPTION Button

e LEGAL DESCRIPTION window will appear

e Type any data you need to save (use comments field for non legal data
entries)

e Click on SAVE Button to Save your changes

e Click on Red X to Abort




Fioll Number:

Property Informnation
District:

Address 1:
Address 20
Address 3

Postal code:

Home Owner Grant
Additional Grant:
Last Sell Date:

Mortgage Institution

Froperty Classes

earch

Save Changes | [ Cancel Changes | | Marual Changes

‘/ STEP FIVE — Assessment Screen — FOLIO INFORMATION EDITING

000000000 8500006 v
Owners
District One [v First name
£ - 1506 ADMIRALS RD
I TYPED THIS
Addiess 1:
Address 2
0] < Suggested $0.00 Address 3
0] < Suggested $0.00 Postal code
Last Sell Price: $0.00

Legal Deserption | |

Comments

JOSANNE

ATLE'S - HERE | EDITED MAME]|
B-1506 ADMIRALS RD
WICTORIA BC
| TYFED THIS
WAATET

NSAVED CHANGES

Enter last year's outstanding balance ]

Resides at property Receives assessment notice

Recsives tax notice

SetADG Eligibiiby

Owners
Fistname:  |JOSANNE < 1/20wners
I mitial:
Lazt name; ATLEYS - HERE | EDITED MAME| )
Address 1 £-1506 Tt )
Address 2 YICTORIA BC
Addrezz & FPED THIS
Paostal code: WHATET il i pempaete? eCeives azzesment 1 W 2
FPhaore: Feceives tax notice
ADG Eligibility: Set ADG Eligibility
‘omments UNSAVED CHAMGES Appeal Fayment
Propesty Information Owiners
District: District One » First name: JOSANNE < 142 Dwners
Address 1: B - 1506 ADMIRALS RO Iritial:
Address 2 | TYPED THIS Last name: ATLEYS - HERE | EDITED NAME]
Address 3: Addiess 1 £-1608 ADMIRALS RD
Postal code: Addiess 2: YICTORIA BC
Harme Owner Grant: 0| ¢ Suggested: $0.00 Address 30 | TYPED THIS
Additional Grant: 0| ¢ Suggested $0.00 Postal code: | W3ATB1 FResides at property Receives assessmant rotice
Last Sell Date: Last Sell Price: $0.00 Phone: Receives tax nolice
Mortgage Institution ADE Eligility
Cs, Legal Desciption_| [ Comments UNSAVED CHANGES Appeal

Property Classes

Pament

FOLIO INFORMATION EDITING - Folio information is imported with DATA Advice
file. The data is sometimes not complete or wrong. TAS allows you to edit this
information and add data to any folio information fields.

e Select Folio

e Click DIRECTLY on the field you want to edit

e Type any data you need to fill in

e YELLOW highlight will appear to detail the changes
e Click on SAVE Button to Save your changes

e Click on CANCEL Button to Discard your changes




Roll Number:

Propetty Information
Distric:

Address 1

Address 2

Address 3

Fostal code:

Home Dwner Grant:
Additional Grant
Last Sell Date,

Marlgage Institution:

Save Changes

‘/ STEP SIX — Assessment Screen — ADDING COMMENTS

D0R0DI000018500003
Ouners
Distriet One v First name:
31508 ADMIFALS RD Iniisk
Last name:
Addiess 1:
Bdiess 2
0| | Suggested: $0.00 Bdress &
0| | Suggested: $0.00 Fostal code:
Last Sel Pice $000] | Fhone
Bank of Monireal T Edt__] | ADG Elgbiy

Bank of Montreal

Boh Banker

123 Bank Strest
City, B.C VTV 11

222333 4444

Cancel Changes | [Ma

Fiesides at property [ Receives assessment notice

Fieceives tax notice

Enter last year's outstanding balance
2/2Owners | >

St ADG Eligibility

Appeal Payment

.
Comments

—

Employes Comment

—_

—
BR WM HOUSE WITH BLUE TRIM
S —— /

Create this comment

¥

Comments

Employes Comment

May 18, 2003 0913 P First Last BROWMN HOUSE “WITH BLUE TRIM

ADDING COMMENTS - TAS allows user to add comments to particular folio.
Comments are very useful for record keeping, as well as, for finding folios. Adding
comments that are particular to the folio allows user to use SEARCH function to
locate those folios quickly and accurately.

e Select Folio

e Click on COMMENTS Button

e COMMENTS window will appear

e Type any data you need to save

e Click on CREAT THIS COMMENT Button to Save your changes

e The comment will be saved with DATE and EMPLOYEE DETAILS
e Click on Red X to Abort




UNPAID TAX AMOUNTS —HISTORICAL DATA ENTRY - In the first year TAS allows for
entering of delinquent tax amounts for particular folios. Next fiscal year, TAS will
calculate and track all delinquent accounts without the need to re-enter them again.

‘/ STEP SEVEN — Assessment Screen —UNPAID TAX AMOUNTS —
HISTORICAL DATA ENTRY

CURRENT ROLL YEAR 200 5

ol p—— e Select Folio
~ e Click on ENTER LAST YEAR’S OUTSTANDING BALANCE
..... = e HISTORICAL OUTSTANDING window will appear
Historical Outstanding
Roll Mumber: 000000000003639219
Roll pear: 2007
Original invoice date: May 02,2007 [V]
Outstanding property tax balance: 1200
Outstanding special tax balance: 1]
Outstanding penalty balance: 34R 67
) LL YEAR 2008 Outztanding interest balance: 321.58
arch | Enter last year's autstanding balance | 1) Outstanding Balar, e: $1.867.65
Ohners e ——
Frstname:  [JOSANNE <| 172 Overs _ Cancel
Initial;
Last narme: ATLEY
sddess - [5.1506 ADMIRALS RD e Enter the correct amount in each field
e Select the original invoice date

Address 2: YICTORIA BC

Address &

Postal code: W3A7B1 Resides at property Receves azzeszment notice WARNING — MAKE SURE THAT AMOUNTS ARE ACCURATE AND THE FOLIO IS THE
Phone: Receives tax notice CORRECT FOLIO — THERE IS NO PROCEDURE TO REVERSE WRONG ENTRIES!

ADG Eligibity:

e Click on SAVE Button to Save your changes
e Click on CANCEL Button to Discard your changes
e Delinquent amount and details will show up in UNPAID TAXES portion of the

UNPAID TAXES

Address

T ASSESSMENT screen
e All delinquent amounts entered will be totaled and printed on the current

TAX NOTICE

E) Generate |nvoices Delete [nvaices Impoart Azzessment D ata Impart Supplementary Data




‘/ STEP EIGHT — Assessment Screen — PRINTING TAX NOTICES

|8 Tax hdministratian

[ T ———

18 N B

®

mE ]

UNPAID TAXES

Tax Summary | Motice Summary

Property Tax:
Special Tax
Fenalty:
Interest
Sub-Total:
Papments:
Total

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Payment Details

UNPAID TAXES

Print Notices < > _ Impart Supplementary Data

Generate Invoices

o
A

\;':/ Are you sure wou wank to generate invoices for all assessments?

T o Summary | Notice Summary

Property Tax:
Special Tax:
Penaly:
Interest:
Sub-Total
Payments:
Total:

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

UNPAID TAXES

Arnount

Payment Diataits

PRINTING TAX NOTICES — In order to be able to print Tax Notices, you MUST
GENERATE INVOICES FIRST. Invoices pool together all current and late charges and
allow the Tax Notice to have all the correct data.

NOTE: Generate Invoices Button will not be enabled unless all steps in the previous
chapters have been completed.

e Click on GENERATE INVOICES Button

e Generate Invoices Confirmation Screen will appear

e Click on YES Button to proceed (NO to Cancel)

e PRINT NOTICES BUTTON will now be enabled (to the left of generate
invoices button)

e Click on PRINT INVOICES




‘/ STEP EIGHT — Assessment Screen — PRINTING TAX NOTICES

Tax Motices Filters
Foll Hurnber
Foll numbe . | DDO0DO0D0018500008 v
- T allrall umbers
Dharier
Owner: JOSANNE ATLEY v
[] &l cwners

¥ o

Tax Motices Filters

Rall M umber

Foll rurnber:

Al rall numbers

Dwrner

wrner:

All owners

_

Tax Summany | Motice Summany

Cancel

Land Ta $3.475.49 UNPAID TAXES
Improvements Tax $1.105.21
Min Tax Difference $0.00
HOG: $0.00
ADG: $0.00
Sub-Tatal $4 580.70
Special Tax: $0.00
Total: $4.580.70
Paymert D etails

Generate [nvoices Delete Invoices _

PRINTING TAX NOTICES

e TAX NOTICE FILTER window will pop up — this allows user to select to print
O Allfolios and all owners
O One folio and all owners
O One folio and one owner
e Checkmark ALL ROLL NUMBERS to print all folios and all owners’ tax notices
e Both ALL ROLL NUMBERS AND ALL OWNERS will select automatically
e Click on OK to proceed
e All Tax Notices will be generated and will appear on your screen — THIS CAN
TAKE SOME TIME SO BE PATIENT

NOTE: ONCE INVOICES ARE GENERATED YOU CAN’T EDIT ANY IFORMATION ON THE
MILLRATES AND BUDGET SCREEN. IN ORDER TO DO SO YOU HAVE TO DELETE
IVOICES.

e Click on DELETE INVOICES Button
e DELETE Invoices Confirmation Screen will appear

i |

Delete Invoices -

P AR MIMG:
\__i
You are about to delete all invoices For the selected roll vear,

Do ol wish ko conkinue?

: ies { [ Mo ]

e Click on YES Button to proceed (NO to Cancel)
e PRINT NOTICES BUTTON disabled
e Allrates are now ready for editing (UNLOCK RATES)






