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
Reguestor Contact Information
Property Account Number (PAN) and File Number (Optional)
Security Control
Order Confirmation
Payment of the Fee
Certificate Order Results

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:
¢ 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.
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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.

———
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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 Murmber 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 Cerificate(s) for this Order:

PAN (Required) Your File Mumber (Qptional)

| Add

Property Tax Cerificates requested for these accounts:

PARN File Number Error Message Fee
B7ES4321  ABC-1111 $20.00 Remove |
7E543210  ABC-Z222 $20.00 Remove |
Tatal: $40.00
Cancel | Order Cettificates | 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.

Security Control

This security feature, known as CAPTCHA, protects Web sites by generating a unique
distorted identifier that humans can pass, but current computer programs can not.
Because other computers are unable to solve the CAPTCHA, any requestor entering a

correct solution is presumed to be a human.

Enter the text displayed in the box and select the Continue button.

Brunswick Property Tax Certificate

Finance
Tl Mt =t g7 Please Enter the Code Shown

Modify Order | Cancell Continue

Modify Order will take you back to the previous 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.
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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.

Bruinswick Property Tax Certificate
Finance

Order Confirmation:
After payment has been successfully completed, the fallowing cerificatels) will be processed:

John Doe
john.doe@@gnb.ca

PAN _ File Number
a7E54321 ABC-1111
FES43210 ABC-2222

Total charge to your credit card will be: $40.00

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

7543210

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

Continue to Payment | hMadify 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 Yes to continue.
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Bruinswick Property Tax Certificate
Finance

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

to continue?

Yes No |

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 asterizsk (*) and click Process Transaction.

Item Details

Description Product Code Quantity Price
Property Tax Cettificate 87654321 1 $20.00
Property Tax Certificate 7E543210 1 $20.00

Total (CAD):| $40.00

Payment Details

Transaction Amount: $40.00 (CAD)

Order ID: mhp2352094447

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

Do not put spaces or hyphens in the credit card purmber.

*Cardholder Hame: I

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

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

FProcess Transaction Cancel Transaction
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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.

Property

ate
Finance

ew-‘c‘m OUVEALL
Briinswick

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 | hodify 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.
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Brunswick Property Tax Certificate

Finance
Certificate Order Confirmation

Order Reference Number: 10ZH0496

John Doe
john. doe@@gnb.ca

elect the PAN(s) below to view and print the property tax certificate(s).

57E54321

Ansdobe Reader is required to wiew and print the certificate and if necessary can be downloaded free of
charge at hitpJfwiiew adobe.com.

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

7A543210

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: 20081107 14:06:48 Atlantic

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

Frint Receipt | NewOrderl

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 can not return at a later date
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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.

Page 8 of 8



	Property Account Number (PAN) and File Number (Optional)
	Security Control
	General Information
	Ordering a Property Tax Certificate

	Requestor Contact Information 
	Security Control
	Order Confirmation
	Payment of the Fee 
	Certificate Order Results 


