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Property Tax Certificate Online Request User’s Guide

If you have questions that are not answered in the Frequently Asked Questions (FAQS)
or within this guide, please call 1-800-348-9211, Monday to Friday, 8:15 A.M. to 4:30
P.M.

General Information
Ordering a Property Tax Certificate
Requestor Contact Information
Property Account Number (PAN) and File Number (Optional)
Order Confirmation
Payment of the Fee
Certificate Order Results
Recommended Browser Settings

General Information

Before you order a Property Tax Certificate online, please make sure you have all the
information you will need to complete the order.

To complete your online order, you will require a valid:

e-mail address to receive the certificate(s) and receipt,

contact phone number,

eight digit Property Account Number (PAN, maximum ten per order), and
credit card (Visa or MasterCard).

The following information is optional:
e your file number.
Please note:

e Use only the buttons identified in the application and not the Back Button
on your browser.

o If the order is left unattended for thirty minutes or more prior to
completion, the online application will time-out and the order process will
have to be restarted.



Ordering a Property Tax Certificate

Requestor Contact Information

There is no pre-registration required in order to use the online application. To order a
Property Tax Certificate you must first provide the necessary information with each
order.

The e-mail address will be used by the Department of Finance to send you the Property
Tax Certificate(s) and receipt.

The contact phone number, starting with your area code, is required in the event that we
need to contact you to discuss your order.

| Property' Tax | ertlftcate
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Enter Contact Information for Order
¥ Business Business Mame

" Individual I
E-rnail Address I

Confirrm E-mail Address I

Contact Phone Mumber I

Property Account Number (PAN) and File Number (Optional)

You may order up to ten Property Tax Certificates in one order. Enter the first PAN and
file number (optional) and select the Add button, the next PAN and so on up to ten times.
We do not accept a Property Identification Number (PID) in the place of the PAN.

Please note that Your File Number field is optional. If provided, your file number will
appear on the Property Tax Certificate next to our reference number in the requestor’s
information box.

As you enter each PAN, the application will perform an algorithm check on the PAN and
provide you with an error message should the PAN entered not be a valid PAN. You
must correct or remove the PAN before continuing with your next PAN or order.

Provided there are no errors on the page, once you are ready to submit your order,
select the Order Certificates button.
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Enter Certificate(s) for this Order:
PAN (Required) Your File Number (Optional)
Add
Froperty Tax Certificates requested for these accounts:
PAN File Number Error Message Fee
87654321 ABC-1111 $20.00 Rermove |
76543210  ABC-ZZ2 $20.00 Remave |
Total: $40.00
Cancel | Order Cerificates | Clearl

Cancel will terminate your order with no charge to your credit card; it will return you to
the Welcome page.

Clear will clear all the information entered on the page; it will stay on this page and allow
you to reenter new information.

Order Confirmation

The Order Confirmation page gives you an opportunity to confirm that the PAN(s) and
File Number(s) you have entered are correct. If changes are required there is a Modify
Order button. This page also displays the total that will be charged to your credit card if
you choose to proceed with Continue to Payment.

Any PAN(s) requiring further review by the Department of Finance prior to the issuance
of the certificate(s) will be identified separately on this page. These Property Tax
Certificates will be e-mailed to you within one business day or you will be contacted
accordingly.

Page 3 of 11



ertificate
Finance

BNew:ﬂNwwauk

ruNSwic Property Tax'

Order Confirmation:

After payrment has been successfully completed, the following certificate(s) will be processed:

John Doe
john. doe@gnb.ca

PAN _ File Number
37654321 ABC-1111
7E543210 ABC-2222

Total charge to your credit card will be: $40.00

You may experience a short delay regarding the following cerificatels) regquests as they reguire
further review by the Departrment of Finance. The certificate(s) will narmally be e-mailed to you within
one business day or should we be unable to complete your request we will contact you. For more
infarmation please call 1-800-348-9211.

7Ead43210

You have the option of confirming the order by selecting Continue ta Payment, modifying or canceling
the order.

Caontinue to Payment | Modify Order | Cancel Order |

Modify Order and Cancel Order buttons are available to modify your order before
continuing to payment or, if necessary, to cancel your order.

To confirm the order and proceed to the credit card page, select the Continue to
Payment button. As a safety feature, you will be asked to confirm that you would like to
continue to payment. Select Yesto contlnue

Property' Tax ertlf cate

Finance
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Continuing will confirm this order
information and you will be directed to the
credit card payment page. Would you like

to continue?

Yes No l
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Payment of the Fee

The Department utilizes the services of Moneris Solutions as its credit card service
provider. The fee for a Property Tax Certificate online is twenty dollars ($20.00 CAD)
per account.

Once you have selected Continue to Payment, you will be redirected to the Moneris
payment Web page. To complete the payment for your order, you must enter your
cardholder name, credit card number and expiry date, and select Process Transaction.
Any problem with the credit card information entered will be identified in an error
message or you will receive a receipt for the credit card transaction.

Pleaze complete all fields marked by an asterizk (*1 and click Process Transaction.

Itemn Details

Description Product Code Cuantity Price
Property Tax Certificate 37654321 1 $20.00
Property Tax Certificate 7E543210 1 $20.00

Total (CAD}:| $40.00

Payment Details

Transaction Amount: §40.00 (CADY

Order ID: mhp25532094447

Pleaze complete the following details exactly as they appear on your credit card.

Do pat pot spaces or yohens in the credit card nimber.

*Cardholder Hame: I

*Credit Card Humber: I
‘Expiry Date: |11 'I 42008 'l

Click 'Process Transaction' to charge your credit card. Only click the button once. Using the 'Back' 'Refresh' or '‘Cancel'
button after you press the 'Process Transaction' button will not stop the transaction from being processed and may result
in & double charge.

Process Transaction | Cancel Transaction |

A Cancel Transaction button is also available. If you select Cancel Transaction, you will
be redirected to a new Web page where you will have the options to reconfirm, modify or
cancel your order.
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Payment Not Completed:

We understand your credit card transaction was not completed and, therefore, your order was not
processed. You now have the following options:

Reconfirm Payment | lodify Order | Cancel Order |

Reconfirm Payment will return you to the Moneris payment Web page.

Modify Order will return you to the Order page to allow you to modify your order.

Cancel will terminate your order with no charge to your credit card; it will return you to
the Welcome page.

Certificate Order Results

Once your credit card transaction has been successfully completed you will
automatically return to the Department of Finance site where you will be provided with a
Certificate Order Confirmation page that will contain your Order Reference Number for
this order. If you encounter any problems with this order or have a question pertaining to
the order, the Reference Number should be quoted and will allow the Department of
Finance to trace your request.

The next section of the page identifies the PAN(s) for the Property Tax Certificate(s) that
we were able to produce immediately. Selecting a PAN will allow you to view and print
the Property Tax Certificate. An Adobe Reader is required to view and print the Property
Tax Certificate and, if necessary, can be downloaded free of charge at
http://www.adobe.com.

g AL MYy

Briuinswick Property Tax Certificate

Finance
Certificate Order Confirmation

Order Reference Number: 10ZH0496

John Doe
john.doe@gnb. ca

Select the PAN(S) below to view and print the property tax certificatels).

37854321

An Adohe Readeris required to view and print the cedificate and if necessary can he downloaded free of
charge at hitpivesni adobe.com.
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If the department is unable to immediately produce the PAN(s) identified in your order,
there will be an additional section on the page listing the PAN(s) that require further
review. The Property Tax Certificate(s) will be e-mailed to you once prepared or you will
be contacted accordingly.

The following property tax cerificatels) require further review by the Department of Finance. The
property tax certificate(s) will narmally be e-mailed to you within one business day or should we be
unable to complete your regquest we will contact you.

7E543210

The next section displays the total charge to your credit card, the credit card reference
number and the transaction date. The Department of Finance does not store credit card
numbers. Your credit card information is provided directly to Moneris Solutions;
therefore, the department neither sees it nor retains it. Only the credit card payment
reference number is maintained for tracking purposes.

Total charge to your credit card: $40.00
Credit Card Reference Number: 7823880 7
Transaction Date and Time: 2008-1107 14:06:48 Atlantic

Order reference number 10ZH0496 should be quoted when making inguiries. Please select Print
Recelpt and retain the receipt for future reference. As a further confirmation, you will also receive an
e-mail containing the property tax certificate(s) and a receipt.

Frint Receipt | Mew Order

This page allows you to print a receipt by selecting Print Receipt. Please retain the
receipt for future reference. Once you leave this page you cannot return at a later date
to print certificates or a receipt for this order. As a further confirmation, you will also
receive an e-mail containing the same Property Tax Certificate(s) and receipt.

At this point your order has been finalized; however, you have the options of placing a
New Order should you wish.

Recommended Browser Settings

Internet Explorer 11 (IE 11) is the recommended browser for ordering property tax
certificates online, as it is the one that most clients are successfully using.

Recent versions of other browsers may also work with the system. Keep your browser
up to date for best results. The latest versions of most popular browsers can be found
here: http://browsehappy.com/
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Check Compatibility View Settings

Remove “gnb.ca” if it exists. This setting is only appropriate for old versions of IE.

@ Blank Page

Print

File 3
Zoom (100%) 3
Safety 2

Add site to Start menu

View downloads Ctrl+)
Manage add-ons

F12 Developer Toaols

Go

Compatibility View settings

Report website problems
Internet options

About Internet Explorer

W
Compatibility View Settings - =5

ﬁ Change Compatibility View Settings

A

Add this website:

wou've added to Compatibility View:
< gnb.ca { | Remove )

Display intranet sites in Compatibility View
[] Use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement

Close
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Enable Active Scripting or JavaScript

IE: Tools => Internet Options => Security tab => click “Custom Level...”
Scripting => click Enable

(& Blank Page

Print

File

Zoom (100%)
Safety

Add site to Start menu
View downloads Ctrl+J
Manage add-ons

F12 Developer Tools

Go to pinned sites

=> Scripting => Active

; Security Drivacy | Content | Connections | Programs I Advanoed|

Select a zone to view or change security settings.

@ & v 0O

nterne Localintranet  Trusted sites  Restricted
sites

Internet

Sit
This zone is for Internet websites, L=
except those listed in trusted and
restricted zones.

Security level for this zone
Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for most websites

[ - Prompts before downloading potentially unsafe
content

- Unsigned ActiveX controls will not be downloaded
Compatibility View settings
Enable Protected Mod
[ Custom level... ]) Default level ]

S —

Internet Explorer)

ite problems

Internet options | Besetal zones to defaultlevel |

About Internet Explorer

@ Some settings are managed by your system administrator.

[ ok ][ cancel Apply

Security Settings - Internet Zone_ M

Settings

|| Websites in less privileged web content zone can navigate in «
() Disable
@ Enable

Scripting
£ Active scripting
(7) Disable
@ Enable
() Prompt
rogrammatic clipboard access

(7) Disable

() Enable

@ Prompt 3
g, Allow status bar updates via script

(@ Disable
T Ershla
< m | 3

*Takes effect after you restart your computer

Reset custom settings

Resetto:  [Medium (defoult v [ Reset.. |

Page 9 of 11



Allow cookies from gnb.ca

IE: Tools => Internet Options => Privacy tab => click Sites => under “Address of website” enter
gnb.ca => click Allow

Internet Options

& Blank Page

Print | General I Securi(] Privacy |}ntent I Connections I Programs I Advanced ‘
. Settings
FI l e Select a setting for the Internet zone.
o Mredi
Zoom (1003%) um

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that save information that can
be used to contact you without your explicit consent

- Restricts first-party cockies that save information that
can be used to contact you without your implict consent

Safety

Add site to Start menu

View downloads Ctrl+1

Advanced Default

Location

& Never allow websites to request your

Manage add-ons

F12 Developer Tools physical location
G t . d t Pop-up Blocker
A plrlrlE U= [¥] Turn on Pop-up Blocker
InPrivate

Compatibility View settings

Disable toolbars and extensions when InPrivate Browsing starts

ite problems

Ir‘ltern et ﬂptl ons @ Some settings are managed by your system administrator,

Cancel pply

About Internet Explorer

Per Site Privacy Actions _ - u

Manage Sites

€9 Youcan specily which websites are always or never allowed to use
;‘) cookies, regardless of their privacy policy.

Type the exact address of the website you want to manage, and then click Allow
or Block.

To remove a site from the list of managed sites, select the name of the website
and cli Remove button.

Address of website:

gnb.ca

Managed websites:

Domain Setting Remove

Remowve all
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Stored pages

Ensure that the browser is requesting a new copy of pages, not caching the previous

version.

IE: Tools => Internet Options => Settings (under Browsing

History) => under "Check for newer

versions of stored pages", select "Every time | visit the webpage" => click OK

= Blank Page
Print

File

Zoom (100%)
Safety

Add site to Start menu

View downloads Ctrl+J
Manage add-ons

F12 Developer Tools

Go to pinned sites

Compatibility View settings

ite problems

Internet cpticns

About Internet Explorer

P

: : . RS
Websﬂe-Data Settings I—

Temporary Internet Files | History | Caches and databases |

Internet Explorer stores copies of webpages, images, and media

Check for newer versions of stored pages:

(@) Every time I visit the webpage

) Automatically

i
() Mever

I
-

Disk space to use (8-1024MB)
(Recommended: 50-250MB)

250

Current location:

C:\Wsers\gp3055iAppData'LocalMicrosoft\Windows\Temporary
Internet Files),

General |Securit\|I I Privacy I Content I Connections I Programs I Advanoed|

Home page
l/’ To create home page tabs, type each address on its own line.
4
& about:blank] o
[ Use current ] [ Use default ] [ Use new tab

Startup
() Start with tabs from the last session
(@) Start with home page

Tabs

Change how webpages are displayed in tabs.

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

|| Delete browsing histary on exit

[ Delete. .. ( Settings ] )

Appearance s ——
Colors ] [ Languages ] [ Fonts ] [ Accessibility ]
I OK I [ Cancel ] [ Apply

]

[ Move folder... ] l View objects ] l View files ]
[ ok ][ cancel
A i _ _ . > |
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