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Introduction

Welcome to D&T Ventures/VisualGov On-Line Florida Tax Sale Training Manual, your
definitive training source for Florida On-Line Tax Sale processing.  This guide is
divided into sections which correspond to the different functions on the website. The
three main sections of this manual are:  Registration and Bidding.

To access the On-Line Florida Tax Sale processing system, click on the
<On-Line Tax Sale> from each participating county Tax Collectors Web Site.

Once you click on the <On-Line Tax Sale> link from their home page, the following
“Welcome” page will be displayed. This Welcome page contains the Scheduled On-
Line Training dates available for you to sign up for. It also contains brief instructions
to help you get started.
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—— Welcome
Welcome to the Test County Tax Collectors On-Line Tax Sale Weh Site. The Tax Collector will be auctioning off the 2007 Tax Certificates
this yearvia an Intemet Qn-Line Tax Sale, pursuant to Florida Statute 197,432, subsection (18) which authorizes tax certificates to be
sold by electronic means,
Getting Started
Before you can access this web site, you must first Sign Up (create a Web Account followed by Logging In and completing the reguired
Registration tasks. These registration procedures must be performed before you will be assigned an official Bidder Mumber, which
entitles you to gain access to the Bidding web site where you'l place your bids
To get started:
1) Click an Sign Up o create your YWeh Account,
2y Afteryour account is created, Log In intoyour new account and beain performing the Registration tasks.
Qnce you are registered, you will he ready to place your bids once hidding starls
(gee Tax Sale Important Dates helow for the start date for this county).
Practice Site
To helpyou learm howto use this systern, we have created a Practice site thatyou can use to see how the site works. Click here to use
the Practice Site. The practice site works just like the live site. You will need to Registar and await your "practice” bidder number. Once
your practice account has been setup, vou can sign in using it and practice placing bids, ete. Remember, whatever bids you place an
the Practice site is for practice only (not real).
On-Line Training Opportunities
There are geveral On-Line Training Opportunities available to you. Below are the scheduled Training dates. To register for an on-line
training session, click on the Register for Training link next to the day you wish to join. This will take you o the Webex training session
details where you can click on Register. This registration is to join the On-Line Training Class only. Once you've registered for an
oreline Training session, you will receive an ermail with instructions on how to join the training session fvia the weh) and the conference
call phone nurmber to call into (via 3 phone).
April 18, 2007 200 — 300 prm EST Register for Training
il 26 2007 2:00 — 200 pm EST Reaister for Training A
Done

From this page, you can also view the Advertisement List (list of Delinquent parcels that
are included on the On-Line Tax Sale). To do so, click on the View Advertisements link
on the top menu.
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Signing Up

Before you can access the On-Line Tax Sale site, you need to Sign Up to create a Userid
and Password.  Click on the Sign Up link on the top menu. The following page will
be displayed

¥ Test Tax Certificate Auction - Mozilla Firefox FEx
file Edt View Higtory Bookmarks Tool  Help
<,5 - - @ ﬁ L] http:/i65.77.74.205/ TaxSale2niNewliser aspx | - ‘ I ] ‘v| ‘ -.\ ]
P Getting Started [ Latest Headines
~
Test County
Tax Certificate Auction
Login Sign Up View Advertisernents Support
The Ernail address that you input below will be yvour Userid used when you Log In the systern. The passwaord that you inputwill also be
reguired when you Log In the systerm.
The password MUST contain at least 8 charactsrs. This field is tase sensitive (Upper tase versus lower tase lstters)
— Mew User Sign Up
Sign Up for Your New Account
Praare ]
]
wel ]
Company: | |
Address | |
o[ ]
State: | SELECT STATE ¥
w1 .
Tetpnne [ ] el
Mexd
v
Don

Input your user information and click <Next>. If you missed a required field, the
system will notify you.

The next page is displayed:
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Test County

Tax Certificate Auctian

Login SignUp  Wiew Advertizernents  Support

required when you Log In the system,

The Email address that you input below will be your Userid used when you Log In the syster. The password that you input will also be
The password MUST contain at least & characters. Thig field is cage sensitive (upper case versus lower case |etters).

—— New User Sign Up
Sign U for Your New Atcount
E-mail
Confirm E-mail
Pagsword:

Canfirm Password

Security Guestion: | Pets Name v

Secutity Answer:

Input the information on this screen. All of the fields are required.

The Email Address that you input will become your Userid, so make sure you remember
it or write it down. This field is case sensitive (upper case versus lower case letters).

The Password that you input (you choose a password to use) will become your Password
associated with this Userid, which is required when you Log into the system. The
Password MUST contain 7 characters (letters or numbers). This field is case sensitive
(upper case versus lower case letters).

The Security question and answer is a piece of information that only you should know.

It is used if you forget your password. If this happens, the application will ask you to
input the answer to your Security question for authentication purposes. If it matches, the
system will email you your password.

After completing this page, click <Finish>.  Make sure you remember this Email

(Userid) and Password. It is your keys to access the system.

If you are successful, you will receive a page that indicates so, along with a link to Log
In. Click on the Log In link to access the system.
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Logging In

Once you’ve created a Userid and Password (performed the Sign In procedures), you are
ready to access the system.  Click on the Login link at the top menu.

to the following page:

This brings you

% Test Tax Certificate Auction - Mozilla Firefox

File Edit View Hstory Bookmarks Tools  Hep

@ - - @ ﬁ LI http:/ies.77.74.205] Taxsale2006iLogin. asmx

4 Getting Started [ Latest Headines

Test County

Tax Certificate Auction

Login Sign Up  View Advertisernents  Support

Login

Uszer Mame:

Password

Rermember me nexttime

Forgot Passwaord
Forgot User Narme

Capyright VisusiGoy Solutions LLC 2006 @

Dong

Input your Userid and password setup in the Sign Up process. These fields are case
sensitive, to be aware of the use of Upper Case versus Lower Case characters. If you
have forgotten your password, click on the Forgot Password link and it will prompt you
for your Email Address and your Security Question/Answer. Your password will be

emailed to you.
Click Log In to continue.

The following Registration Requirements page will be displayed.
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Bidder Registration

Registration Requirements

Before you can begin bidding on tax certificates, you must perform a series of
Registration tasks. These registration tasks are needed to ensure the required paper
work is completed and received by the Tax Collector as well as ensuring that the
minimum deposit is made.  These registration requirement tasks need only be
performed once, after which you won’t need to perform these procedures again, with the
exception of making additional deposit payments when necessary.

The following Registration Requirements page will automatically come up when you
sign in until you have completed all of your required tasks.

) Test Tax Certificate Auction - Mozilla Firefox

File Edit View History Bookmarks Tools Help
e - E> - @ Gj‘ LI htep:/fes.77.74.205/ Tax5ale2008{User [Requirements. aspx M
4 Getting Started [ Latest Headines

Hello jhschulze@ charter.net . [Bidder #: N/A ] (Logout )

Test County

Tax Certificate Auction

Requirements Deposit W3 Form  Bidder Agreement Change Password  Support

~ Bidding i

‘fou are required to complete the tasks listed below before you can begin bidding on this web site. Please click on the links helow o
complete your reguired task, Once a taskis completed you will see a check boxindicating the task has been completed, Tasks with a
red X are incomplete and require your attention. Once you have completed all tasks you are ready to begin hidding.

WoForm: X File a3 Form
Approve Bidder Agreement: X view Bidder Agresment
BidderNumber: X

To Request a hidder |D, please select one of the following

I have bid with this county before

or

I have nat bid with this county befars

Copyright VisualGow Solutions LLC 2005 @

You are required to complete the tasks listed above before you can begin bidding on this
web site. Click on the links next to the requirement to complete your required tasks. Once
a task is completed you will see a check box indicating the task has been completed.

Tasks with a red X are incomplete. Once you have completed all tasks you are ready to
begin bidding.
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Registration Requirements

Summary

File a W9 form OR W8  For each bidder (individual with a Userid and Password),
you must file a W9 or W8 for Foreign Bidders. You will complete this
W9 on-line, electronically sign, date, and file it with the Tax Collector.
The W8 should be printed, completed, signed, and the paper form sent
(faxed or emailed or mailed) to the Tax Collector.

Approve the Bidder Agreement.  The bidder agreement is between you and the Tax
Collector. It contains the rules and terms of the On-Line Tax Sale that
you must agree to before you are allowed to Bid in this On-Line Tax Sale.

Request a Bidder Number. Requesting an official bidder number is the final
registration task required before you can begin bidding.  This number is
assigned by the Tax Collector after ensuring that all other Requirements
are met.
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File a W9 Form.

Click on the <File a W9 Form>. The following page is displayed.

Hamilton Tax Certificate Auction Site

Beta 1.020394850685820a

Requirements Deposit Bid Budget W9 Form Bidder Agreement Change Password Support

VW9 Form

Request for Taxpayer
Identification Number and Certification

Name | |

Business Name | |

O sole Proprietor O Corporation O Partnership O Other
Check One

O Exempt from backup withholding
Address | |
City |
State [SELECT STATE “|  zip |
List Account Numbers | |
Requestor's Name COkeechobee County, FL Tax Collector
Part| Taxpayer ldentification Number (TIN) Social Security Mumber
Bt S ey
Enter your TIN in the appropriate box. For individualz, this is your Social Security number (SSN). |:|

However, for a resident alien, sole proprietor, or disregarded entity, see the Part | instructions on
page 3. For other entities, it iz vour employer identification number (EIM). If vou do not have a number, =ee How to e
Employer Identification

et a Tl naoe 3
get a TIN on page 3. NUMBEr (3o6-2000m0ce):

Note: If the account is in more than one name, see the chart on page 4 for guidelines on whose number fo enter. I:I

Part Il Certification

or

This online W9 form contains the same information as a standard paper W9 form and
should be completed in the same way. The Name at the top of the W9 is the name that
will be used on any awarded Certificates. If there are questions that you have regarding
the name that will be included on your certificates, you should contact the Tax Collectors
office. Complete the form. If you have questions on what should be included in a
field(s) you should refer to the IRS web site for instructions or answers.  This program
does edit the fields to ensure that you have completed the required fields. You must
input either a Social Security Number or an EIN number, but not both.

At the bottom of the W9 form page, you’ll see fields that you’ll input your Userid and

your Password. These fields are your Electronic Signature. Input your User Id and
Password that you have signed up with, and click <Submit W9 Form>.

. Signature of . . .
Sign Here | ;g person: User ID: | , Password: k! Date: 3/18/2006
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If you are successful, a web page will be displayed indicating so. Click the continue
link to proceed to the Registration Requirements page.

Deposit Requirements

By Florida Statute, you must have a deposit recorded with the Tax Collector for 10% of
the total amount of the Certificate Face amount (the auctioned item amount) before it can
be awarded to you. Since the Tax Sale is being conducted online and the awarding
process is based on Proxy Bidding, you are required to pay the Tax Collector what you
anticipate winning. If you anticipate winning ALL of your bids, it is recommended you
pay 10% of the total amount that you are bidding. If you don’t anticipate winning all
bids, then you need to determine the level of deposit that your comfortable with, knowing
that a certificate (auctioned item) cannot (will not) be awarded to you IF your available
deposit at the time of the awarding does not cover 10% of the face amount of that
certificate (that auctioned item). The amount of the deposit is completely your
responsibility.  This deposit must be received by the Tax Collector prior to Certificate
awarding.  You can make your required deposits by using the Deposit link found on
the web site and pay using an electronic check (eCheck).

To ensure that all money collected via an eCheck is received by the Tax Collector
before Certificates are Awarded, the on-line deposit function will be disabled 7
business days prior to the date the Certificates are Awarded. This gives enough
time for the check to clear the bank and the Tax Collector to receive it.

This page also shows you the total Deposits made.

Any low bid that does not have the required deposit to cover it (10% of it’s face
amount), the low bid will be removed by the system just prior to the Awarding of
the Certificate. The program award certificates based on Sequence Number order,
starting with the lowest sequence number and continuing until all items have been
awarded or struck off (no bids) to the county.

Make a Deposit

You can make a deposit on-line using what is commonly referred to as an Electronic
Check (eCheck). An eCheck is essentially a normal checking account check. You’ll be
asked to input your Bank Information (e.g. Bank name, Routing number, and Account
number) on-line. This is a safe and secure method of making a deposit payment on-line.
Credit Cards are not allowed.

To ensure that all money collected via an eCheck is received by the Tax Collector
before Certificates are Awarded, the on-line deposit function will be disabled 7
business days prior to the date the Certificates are Awarded. This gives enough
time for the check to clear the bank and the Tax Collector to receive it.
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To make an eCheck deposit, click on the Make a Deposit link. The following page will
be displayed:

HENO JONN@UTVENTUeS.NEL. [BIGUET F: NIA | (LOQOUT)

Hamilton Tax Certificate Auction Site

Beta 1.029394850685820a

Requirements

Deposit Bid Budget W9 Form Bidder Agreement Change Password Support

Instructions

Coming Soon

Deposit

AUTHORIZATION AGREEMENT FOR DIRECT PAYMENTS (ACH DEBITS)

Amount ($):

Account Holder's Name:

Bank Name:

Routing (ABA) Number (9 digits):
Account Number:

Confirm Account Number:

Transaction Type: Deposit b
Type of Account: Checking *

Copyright VizualGov Solutions LLC 2006 @

Input the deposit information in the fields provided. All fields on this screen are

required.

Amount:

Input the amount of your deposit. Enter your dollar amount with 2
decimal places. Example: to deposit $1200 dollars, input in 1200.00

The maximum eCheck amount for each deposit transaction is $50,000. If
you wish to make deposits greater than $50,000, make multiple eCheck
transactions.

Account Holders Name:  Input the name on the Bank Account.

Routing (ABA) Number:  Enter the 9 digit Routing Number found at the bottom of

D&T Ventures/VisualGov Solutions
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YOUR N AME

YOUR ADDRESS e 1234
PAY T THE |—|
TOROER OF $

DOLLARS

BANK MAME 9-digit routing number
BANK ADDRESS
LA234567890 1234567891016 1234

Account Number:  Input your bank account number. This is typically a 6-17
character number at the bottom of your check. Don’t include the check
number (which some times is appended to the end of your account
number). See below for the typically position of an account number.

You will need to input your Account number in twice to confirm that
you’ve input it in correctly.

YOUR M AME

YOUR ADDRESS DATE 1234
PAY TO THE ]
TROER OF %

DOLLARS
EANKE NAME Your checking account

EANK ADDRESS (typic ally 6-17 digits)
123456789 1 (1234567891000 1234

Transaction Type:  Select Deposit
Type of Account:  Select Checking. Only Checking account checks can be used.

To complete the On-Line Transaction, click on the <Charge> button at the bottom of this
page.

If you are successful, a web page will be displayed indicated so. Click the continue link
to proceed to the Registration Requirements page.
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Approve Bidder Agreement

The bidder agreement is between you and the Tax Collector. It contains the rules and
terms of the On-Line Tax Sale that you must agree to before you are allowed to Bid in
this On-Line Tax Sale.

To review and approve the Bidder Agreement, click on the <View Bidder Agreement>
link. The following page is displayed.

B U B L S L S P, LR Tr. BN ] LUy

Hamilton Tax Certificate Auction Site

Beta 1.0290394850685820a

Requirements Deposit Bid Budget W3 Form Bidder Agreement Change Password Support

Participating Bidder Agreement

This agreement is established between you, the end user of this web site (from this point forward in this agreement referred to as “the user-,
the “end user”, or “user™) and Okeechobee Co Florida Tax Collector (from this point forward in this agreement to be referred to as “the Tax
Collector’). D&T Venture and partner VisualGov, (tegether referred to as the “vendor” throughout this agreement), provides this web service as
contracted with the Tax Collector.

All participating bidders must complete the registration process and accept the terms and conditions of this Participating Bidder Agreeament by
clicking on the =1 ACCEPT AMND AGREE TO THIS AGREEMEMNT= button at the bottorm of this page. This acceptance is your electronic signature
of this agreement affirming that you agree to the conditions and termms of this agreement and acknowledge that this agreement is binding. You
may print a copy of this agreement for your purposes. Only upon the Tax Collector receiving the appropriate Registration information which
includes (but not limited to) a completed on-line Form W-9 as completed during the On-Line Registration process and only after you've agreed
to this Participating Bidder Agreement, will you receive an official Bidder Mumber which is required before you can place bids. You are then
granted the right to use this web site and utilize its data for your internal business use only for the sole purpose of bidding in the auction. Any
use of this web site or its contents other than for this sole purpose is prohibited.

It will be your responsibility to manage the Userid and Password initially assigned during the Registration acceptance procedure that the
county performs. Only the individual who initially requests and registers on the system has the right to use this Userid and Password. It is your
responsibility to manage your password (change it if appropriate) and ensure the security and confidentiality of the Userid and Password are
maintained. If 1 have forgotten your Password, a “forgot password”™ button will be provided and upon answering the appropriate security
questions tha u setup during the initial registration process, your password will be emailed to you. Itis your responsibility to notify the Tax
Collector imirr ately if you feel your Userid or Password has been stolen or is being used by unauthorized individuals (individuals not
authorized by you to use the web site).

¥ou, the web site end user, are responsible for maintaining the hardware, operating system, and third party browser software that is required
to access this web site. The Tax Collector or its vendor has made every reasonable effort in the development and support of this web
application to be accessible by standard hardware configurations (standard PC configuration), using Windows Operating System (minimum
Op Systerm Win 2000 or higher), using Microsoft Explorer web browser software (version 4.0 or higher). MNeither the Tax Collector or its vendor
is responsible for ensuring that all PC's with any software configurations can access the web site and its functions. The Tax Collector does
make a FC available in the Tax Collector's office for individuals that do not have access to a PC or to the internet and to individuals who are
having trouble accessing the web site or having trouble with the functionality that may result from non-standard hardware andfor software
configurations and versions. The minimum recommended hardware and software requirements are displayed on the web site.

Deposits

Read thru the Bidder Agreement carefully, if you have questions or concerns you should
contact the Tax Collectors office. At the bottom of the page, are fields for you to sign
(electronic signature). If you accept this agreement, input your Full Name. If you want
to print a copy of this agreement, click on the Print Agreement button.

Full Name

| ACCEPT AND AGREE TO THIS AGREEMENT ‘ PRINT AGREEMENT

Click on the “I Accept and Agree to this Agreement” button.  This signed agreement
will be electronically submitted to the Tax Collector.

To complete the Bidder Agreement Approval process, click on the <Continue> button at
the bottom of this page.

If you are successful, a web page will displayed indicated so. Click the continue link to
proceed to the Registration Requirements page.
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Request a Bidder Number.

Requesting an official bidder number is the final registration task required before you can
begin bidding.  If you have bid last year on the county’s On-Line Tax Sale solution and
if you do not have any changes to your W9 for the new year, then you will retain your
existing bidder number that you used last year. If there are changes to your W9 this
year, you will be assigned a NEW bidder number.  This number is assigned by the Tax
Collector. Once you Request a bidder number, your request will be reviewed by the Tax
Collector within 2 business days. Once the Tax Collector verifies that all requirements
are met (e.g. W9 on file, Bidder Agreement signed), a official Bidder Number will be
assigned. You will receive an Email from the system with this Bidder Number.  Once
you receive your bidder number, you will be ready to make bids on the On-Line Tax Sale
site.

To request a Bidder Number, click on one of the two options (statements) that appear on
the screen:

< | have bid with this county before>
or
<l have not bid with this county before>

This helps the County re-assign your existing bidder number in the case where you’ve bid
in this county before. If not, they will assign you a new number.

Once you click on one of these options the status for this Requirement will show as
“Pending”. You must now wait until the Tax Collector reviews your request and assigns
a bidder number. Watch for an email in a day or two that alerts you that your request
has been processed and a Bidder Number has been assigned.

Once you have your Bidder Number, you will have successfully completed the
Registration process !

On all future Log In attempts, you will be directed to the Live Auction Site, where you
can begin making bids.
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Bidding

Once you have successfully Registered and once the On-Line Bidding Start date is
reached, you can Log In and begin placing your bids.

On-Line County Tax Certificate Sales in the State of Florida follow a sealed bid format in
the form of Proxy Bidding. These auctions are conducted in a format in which bidders
are encouraged to submit the lowest percentage rate bid they are willing to accept on their
investment in order to win a particular tax certificate. This minimum bid is held in
confidence in the system until the end of the bidding (until the Certificates are Awarded).
The system, on behalf of the bidder will bid only the percentage rate necessary to
maintain your position as the low bidder.

By placing a bid at any time prior to the Bid Ending Date, you are only reserving the bid
amount entered.  Bids are not officially submitted until the schedule Bid End Date and
Time for each Queue. Bids can be changed or removed anytime prior to this scheduled
Bid Ending Date.

Proxy Bidding

Any bids submitted on this web site are treated as Proxy Bids. Proxy Bidding permits
users to enter the minimum interest rates they are willing to accept for each tax certificate
they would like to purchase. The Web Site will serve as the Users' agent for submitting
Proxy Bids. When the bidding for certificates ends (bidding stops at mid night the night
before the day of the Tax Sale), the software running the Web Site will compare your
minimum acceptable rate for a particular certificate with the best bid submitted for that
same certificate by all other bidders. If your minimum acceptable rate is lower than the
best rate submitted by all other bidders for the same certificate and if you have enough
available deposit to cover 10% of the face amount of this item, then the Web Site will
automatically generate a bid on your behalf that is 0.25% less than the best rate submitted
by all other bidders. Other users will similarly have their minimum acceptable rates
reviewed by the software, and if their minimum acceptable rates are below the best rate
submitted by all other bidders for the same certificate, and they have met the deposit
requirements, then the Web Site will generate a bid for such user(s) that is 0.25% below
the best rate submitted by all other bidders.

If there is a tie at the winning bid rate, the certificate will be awarded by the software to
one of the tie bidders, that have met the deposit requirements, through a random selection
process using random selection software. In the case of a tie, the winning percentage
(the percentage recorded on that certificate) will be the percentage that was bid.
Example, if two people bid 2%. One of these two will be awarded the certificate
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(awarded thru the random awarding process) and the winning percentage used on the
certificate will be the bid percentage of 2%

If there is only one bidder who placed a bid on a certificate, that bidder will be awarded
the certificate, as long as they have met the minimum deposit requirements, and the
percentage used on the certificate will be 18%.

If a bidder bids 0% and is awarded the certificate, the percentage used on the certificate
will be 0%.

Bids will be accepted in increments of .25% and be no higher than 18% and no lower
than 0.00%.

You must be sure that you want a tax certificate before you bid.  All Sales are final and

there are no refunds. If as a winning bidder you fail to complete the purchase of a tax
certificate, you forfeit your deposit and a County may choose to take legal action.

D&T Ventures/VisualGov Solutions
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There are several screens that have important information and features available to you.
Each has their unique purpose and will be described in the following pages.

Auction Summary

Purpose of this screen:  To show you a summary of the On-Line Auction.

The initial page that you will get when logging in is the Auction Summary page, see
below.

%2 Untitled Page - Mozilla Firefox:

File Edt View Higtory Bookmarks Tools  Help
<,: - - @ ﬁ [ http:/f65.77.74. 205 taxsalez00{User/AuctionSummary. aspx ~| | G- G
P Getting Started [ Latest Headines
< A . ~
Hello justinschulze@charter.net . [Bidder # 0888 ] {Logout )
Test County
Tax Certificate Auction
Auction Summary Search Place Bids MyBids Deposit W8Form Upload Bids Change Password Support
[~ Auction [~ Auction Details
[CountyName Test FirstA 4132008 12:00:00 Aw
[AuctionstartDate 04-01-2008 LastA . 41842008 12:00:00 AM
pting Bids Advertiseditems: 4062
Contact CertificatesPerQueue: 4062
QueueCount: 1
[~Bidding MaximumBid: 18.00
WOIForm: ( MinimumBid: 000
Total Deposit: $0.00 Bidincrement: 0.25
Deposit Shortage or
Overage: 000
Approve Bidder v
Agreement:
BidderNumber: v
Queue Schedule
[[Cueueld | wemcCount | i [ 0 [ Status | Starti [ Endi 1 0|
[ ] amez ] 4/8/2006 12:00:00 AM]  §4,708,604 58] Open_| i | 4080 |
v
Dan

This page shows you important information requiring this sale. The main areas of this
page are:

Auction: In this box, you will see the county who’s Auction you have accessed, the
Bidding Start Date, which is the first date that you can begin placing your bids,
and the Auction Status.

Bidding Requirements: In this box, you will see the Registration Requirements that you
recently completed. You would have had to complete these requirements before
getting to this page, so all should be checked off.

Within the Bidding Requirements, you will see the Total Amount of Deposit you
have on file with the Tax Collector, along with either a Shortage or Overage of
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the deposit. This Shortage / Overage is the difference between 10% of the total
amount of your bids and the actual deposit you have paid.

Auction Details: In this box, you’ll see the Start and End dates for bidding, the number
of Advertised Items within this auction. It will show you the number of Queues
setup along with the number of certificates in each Queue.

A Queue is a “batch” of parcels.  The reason we break the tax sale down into
“batches” (Queues) is for better control on our end, as well as yours.

The Auction Detail box also includes the Minimum, Maximum bid percentages
and the Increment percentage. The increment percentage is .25.

Queue Schedule: In this box is the list of the Queues (batches) of Certificates, how
many certificates are in each queue the total dollar value of each queue, and the
Ending date for bidding in this queue.
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Place Bids
The purpose of this page is for placing Bids.

Individually - One bid (one parcel) at a time. In summary, the steps are:
1) find the parcel(s) that you wish to bid on, input the bid %, and
click BID on each individual parcel.

By Group — Placing the same bid on all parcels within the List shown at the
bottom of the page, all at the same time. Keep in mind, the list may
include multiple pages of items. In summary, the steps are:

1) Input the bid % in the field provided and click on the
Place Bid. The application will apply this bid % to all
parcels in the list.

By Downloading/Uploading Bids - For bulk bidding. This involves:
1) downloading of a comma separate file (CSV) file to your PC
2) inputting your bids in a spreadsheet
3) uploading the same CSV file containing your bids back into
the web site and updating the bids in bulk (in mass).

The following is the Place Bids page.

% Practice Practice Tax Certificate Auction - Mozilla Firefox

Fle Edt Wew Hgtory Bookmarks Took Help

@ - Gt [ L] | httpsifomn taxcertsale. comftaxsale2009/Userjavaiableltems. aspx 7 v | s

Hello brandonschulze@charter.net . [Bidder # 1029 ] (Logout )

Practice County

Auction Summary Search Place Bids Wy Bids Deposit W9 Form Unload Bids Chance Passwaord Support |

Budget Details Filters.
’710'.“ of Certificates Bid On: $13,506.58 Bid Count: 94 Prop. Class: | Mo Filter -
Quick Find Show Properties with bids only
IVSEQ# v [(search |[Ciear | | | [FiterBid Count [ Cler Bid Count
Load Saved Searc| PlaceBidonList———————————————
’7 Selectiter To Load v Clear Search ’7 Place Bid

Page 1 of 83 Pages
Sort By:| Sequence Number % || Ascending ¥

Prior Unpaid Bid Current
Cert Balance Count Bid

Sequence  Property

Number Number Property Class Homestead

1 00023-0-00000  TIMEERLAND 48195 0 . ﬁ
2 00024-0-00000  IMPROYED AG o $1184.27 0O ; E"‘)_D
3 00048-0-00000  TIMBERLAND & $54234 0 / E‘jD
7 00048-0-00200  WMOBILE HOME 3113857 0 / ng v

First, let’s examine the different functions on this screen. We’ve created boxes around
the different information types and different functions.  The following describes the
information or functions available to you.
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Budget Details: This box of information contains the Total Amount and Count of the
items you’ve bid on. This is important, since you need to place (pay) a deposit
to the Tax Collector based on 10% of what you Anticipate Winning. If you
anticipate winning all of the items, then it is recommended that you deposit 10%
of the total amount that you’ve bid (the Total Amount within this box). If you
don’t anticipate winning everything, then you’ll need to determine at what level
(amount) of deposit you are comfortable with.

Filter:  This box contains a great tools to help “filter” the list of parcels.

The first filter, the Prop. Class filter. It allows you to filter the list, only
including those items that meet the Property Classification selected from the drop
down list.

Example, if all you are interested in bidding on are Single Family Residential
Parcels, click the drop down arrow in this box and select Single Family. Then
click <APPLY> to apply your filter to the list of available parcels. ~You’ll see
that the list now only contains the parcels that met your filter selection.

Filter
Prop. Class: ‘ No Filter j

Apply

Be aware, you can only pick one Property Classification from the drop down list.
There may appear to be duplicate classifications in the list (e.g. multiple Vacant
classifications). The classifications are assign/used by the County Property
Appraiser and we are only displaying a short description of the Classification.

The second filter, the Bid Count filter, allows you to filter the list based on how
many Bids are current on the item. This is not only your bids, but ALL bids from
all bidders. This would be especially useful if you would like to filter the list to
only show those items that may not have any bids on them... To use, input the
number of bids in the box provided.. and click Filter Bid Count. The application
will display only those items that have that number of bids. To clear the filter,
click the Clear Bid Count.

Show Froperies with hids only
| Filter Bid Count || ClearBid Count
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Load Saved Search:  This box enables you to run pre-setup Queries (Searches) that you
previously had setup within the Search page of the web site. A Search is a list
of parcels that met your search criteria, as setup in the Search page. Example,
maybe all you are interested in bidding on are parcels with 100 or more acres.
What you would do is setup this query within the Search screen, name your query
appropriately (e.g. Parcels over 100 acres) and then when you’re ready to bid on
them, you would pick this Search labeled “Parcel over 100 acres” from the drop
down list and your available parcels to bid on will be limited to only those that
have over 100 acres.  Refer to the section of this manual labeled: Search page

for more details on setting up a query.
Load Saved Search

‘ No Saved Searches

|

Place Bid on Entire List: This box enables you to place the same bid % on all parcels
listed. Be careful, when you do this, it will replace all existing bids that you
may have input on parcels within this entire list and the list may extend onto
multiple pages. There is no way of “reversing your actions” (going back to
previously input bids) without manually re-inputting them individually. If you
utilize this feature, you will be warned of this fact before you can continue.

Place Bid on Entire Batch
Place Bid

Quick Find: Within this box you’ll be able to perform a quick search for a specific
Sequence Number or Parcel Number. This quick search searches across all
queues (batches) to find the desired parcel.  To do so, select whether to search
for a specific Sequence # or for a specific Parcel Number (pick from the drop
down list). Then input either the Seq # or Parcel # in the field provided, and click
Search. If the application finds the parcel you are searching on, it will be
displayed as the first item on the list. The Clear button within this box clears
your selection and reverts back to the “entire” list of parcels.

Quick Find

‘ SEQ# v‘ ‘ 518 Search | Clear

Page Control

The buttons  First | Back ‘ Next | Last | ON the right side of the screen enable
you to advance from page to page by clicking
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the appropriate button. The Last jumps to the last page, the first jumps to the
first page.

Sort Options

The Sort By: | Sequence Mumber || Ascending options allow you to

sort by Sequence Number, Bid Count (all bidders), Current Bid (your bids only),
Homestead flag, Prior Certificates exist, Property Class, Property Number,
Sequence Number, Unpaid Balance.  You can choose any of these to sort on
(click on the drop down arrow and pick from the list). You can then choose
whether to sort in Ascending or Descending order.

The columns across the top of the list are as follows:

Seq# - This is the Advertised Sequence Number. Each parcel advertised is assigned a
Sequence number and the sequence number is the order in which parcels appear
within the list. ~ This SEQ # matches the sequence number of the actual printed
advertising list that you would find in the local newspaper.

To sort by this column, click on the column header.  Initially, all entries are
sorted in Sequence Number order.

Parcel # - This is the parcel (property) number. It is the unique number that identifies
the property and is used by the Tax Collector and the Property Appraiser. By
clicking on the Column Header, you can re-sort the list in Parcel Number order.

Prop. Class - This is the Primary Property Classification (use) of the parcel. Be careful
with this description, there may be multi use properties included but only the
Primary Property Classification is displayed for the parcel.

Homestead - Parcels witha % indicate a homesteaded parcel.

Prior Cert. - Parcels with a % indicate a parcel with prior year delinquent certificates
outstanding (prior year taxes due)

UnPaid Balance - This amount is the unpaid balance including taxes, assessments, fees,
and interest/penalty for this parcel. This is the amount that you will be
responsible for paying if you are awarded the bid on this parcel. This is the
amount that the system accumulates and displays at the top within the Bid Budget
box.

This is the amount that is will become the Certificate Face Amount once the
certificate has been awarded to a bidder.

Typically, this UnPaid Balance does not change (this amount reflects the amount
as of the date of the Bid Awarding). However, if the Tax Collector performs an
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E&I on this parcel (an adjustment to tax or asmt), this UnPaid Balance amount
will change. If you have a bid placed on this item and the amount changes, you
will be notified via an email, giving you a chance to adjust or remove your bid if
necessary.

Also, by clicking on this Column Header, the list will be sorted in UnPaid
Balance order, lowest to highest unpaid balance. Clicking on this Column
Header again re-sorts the list, highest to lowest unpaid balance.

Bid Count - This is the number of bids (from all bidders) that have been made on this
item.

Current Bid - This column shows you your current bid on this property. It only
shows your bid, no one else’s.  When you place a bid on a parcel, the bid % will
show up in this box. Once it’s in this box, you have successfully bid on this
parcel. It will stay on this parcel unless you remove (click on Cancel button) or
change it (input a different bid).

Bid % - This column is where you’ll input your individual Bids for each parcel. ~ You
may place a bid, change a bid, or cancel a bid anytime from the date Bidding is
open until the Bidding is closed just prior to the awarding of the Certificates.
Bids are not officially submitted until the scheduled Awarding date.

Bids will be accepted in increments of 0.25% and can be no higher than 18.00%
and no lower than 0.00%. If you attempt to place a bid outside of these
limitations, you will receive an error message.

Bid button - Clickonthe &Jsip  button when you are ready to submit your bid. It
takes the bid that you keyed into the Bid% field and moves it into your Current
Bid %.

Cancel button - Click on the @canceL button if you want to cancel (remove) your bid.
It removes the bid % from the Current Bid % column.
*Warning * - using the Cancel Button is the correct way of removing/canceling
a bid. Don’t think by putting a zero bid that you are canceling a bid. Zero bids
are valid bids and may actually result in you winning the bid (versus canceling it).
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Plus 2l symbol - Clickonthe 2l in front of each parcel to expand the information
available on the parcel. When you do, the following information is displayed:

Owner Name, Location address, Total Acres, Legal Description

Owner Name: SMITH GERALD & DOROTHY Wegal Desc 10 1N 15E 373

Location: SE/4 OF SE/4 LESS NORTH OF
ROAD ORB 56-15 ORB 115-115

Total Acres: 12.00

AND DESC IN ORB 154-260
ORB 56-9 LESS ORB 399-345

Minus =l symbol — Clickonthe =l to close the expanded view.

To view More Information on a Parcel, click on the Parcel Number itself. 1390-001
The following page will be displayed:

Hamilton Tax Certificate Auction Site

Beta 1.029394850685820a

Auction Summary Bid Budget Search Place Bids My Bids Deposit W9 Form Upload Bids Change Password Support

Go back to the previous page

# View Property Info

Auction Details

Delinquent Tax History

Bidding Starts 8/31/2005 12:00:00 AM TaxYear Cert. Type Cert#¥ Bidder# Rate Cert. Amount
Bidding Ends 8/31/2005 12:00:00 AM | 86 9990002 0900 0.00
Bid Type satedEroyy | 87 9990138 1100

Page et [ 87 9990135

2005 Certified Values
Just Value of Land §5,000.00

Land Value Agricultural $17,378.00
Building Value $52 810.00
Total Misc. Value $500.00
Just or Classified Total Value $204 375.00
Assessed Value 564,014.00
Exempt Value $25,000.00
axable Value 539,014 040

Advertising Information
Owner Name BEAUCHAMP RANDALL H AMD DONMA
Mailing Address 12395 SE CR 254

JASPER | FL32052

Location Address 25ACRSE
Millage Group 4
Property Usage 5000

Copyright WisualGov Sclutions LLC 2008 @

This page shows the current year Certified Values, Prior Year Delinquent Tax if any, and
additional Advertising information.

Click on the View Property Appraiser Info link in the top left to access the Property
Appraiser’s web site for this specific parcel.

D&T Ventures/VisualGov Solutions 23
Version: 01.6


http://65.77.74.208/hamiltontaxsale/User/ItemDetails.aspx?PropertyNo=1390-001%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20%20

Step by Step instructions for Bidding

Placing Individual Bids

Purpose: Input bids one parcel at a time.

1. From the Place Bids page, select the appropriate Queue (batch) that you want
to work in.

2. Input the individual bid percentage next to the desired parcel and click BID.

% [PBD ‘@m

3. Repeat for each parcel you want to bid on.

4. To cancel (remove) a bid, click on the Cancel button next for that parcel.

Placing bids on Entire List

Purpose: Mass apply the same bid on all parcels within the List.

1. Apply any filters or run any Searches that narrow down the list to what you
wish to bid on.

2. Input the Bid % in the field provided, and click the Place Bid. Be careful,
when you do this, it will replace all existing bids that you may have input on
parcels within this List. There is no way of “reversing your actions”
(going back to previously input bids) without manually re-inputting them

individually. If you utilize this feature, you will be warned of this fact before
you can continue.

Place Bid on Entire Batch

Place Bid

D&T Ventures/VisualGov Solutions 24
Version: 01.6


javascript:__doPostBack('ctl00$ContentPlaceHolder1$HG1$ctl03$ctl00','')
javascript:__doPostBack('ctl00$ContentPlaceHolder1$HG1$ctl03$ctl00','')
javascript:__doPostBack('ctl00$ContentPlaceHolder1$HG1$ctl03$ctl01','')
javascript:__doPostBack('ctl00$ContentPlaceHolder1$HG1$ctl03$ctl01','')

Placing bids by using the Download / Upload CSV File
features.

Purpose: Enable the bidder to download the available items to the bidders PC.
The Bidder can place bids on these parcels outside of the system. When the
bidder is ready, they can upload the CSV file back to the On-Line Tax Sale site
and post the bids in mass into the On-Line Tax Sale database.

Be careful, when you do this, it will replace all existing bids that you may have
input on parcels within this entire Auction (all Queues). There is no way of
“reversing your actions” (going back to previously input bids) without manually
re-inputting them individually.

1. Click on the Upload Bids link at the top. The following page is displayed:

Hello jane@diventures.net. [Bidder #: 104 ] (Logout)

Hamilton Tax Certificate Auction Site

Beta 1.029394850685820a

Auction Summary Bid Budget Search Place Bids My Bids Deposit W9 Form Upload Bids Change Password Support

Instructions
Coming Soon
You may upload bids to this site using a CSV file you can download. Ifyou plan to place several bids this process will save time and allow you
create your bids offline.
You must download the CSV containg all advertisments there is a collumn called bid percent where you can enter your bid.

For complete file upload instruction please review the detailed instructions.

Upload Bids
| H Browse... ” Upload File
Valid Bid Count: Valid Bid Sum:
2. You must first download a CSV (Comma Separated file) containing all parcels.

Click on the <Export to CSV> button.  You will be prompted whether to open
it or save the file.  Save it onto your PC.
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3. Once you save it to your PC, you can open file in a spreadsheet (e.g. MS Excel).
There will be a column in the spreadsheet where you’ll input your bid percent.
Make sure you adhere to the standard rules, nothing higher than 18%, nothing
lower than 0%, increments of .25%.  You should input the decimal place
position. Example, to bid 5%.. input it as 5.00

4. When you are ready to update these bids into the On-Line Tax Sale site, you first
must save it from MS Excel as a CSV file (Save As, picking CSV as the File
type). Once it has been saved as a CSV file, click the Browse and select the CSV
file on your PC, then click Upload File.

5. A page will display the results of your Upload process, with any bids that didn’t
follow the minimum, maximum, or increment rules. At this point, you have the
option to Update your bids (Place these bids).

Whatever parcels are included in your CSV file will be updated on the web site.
It’s not just the parcels that you’ve input a bid for, it will update all (parcels with
bids and parcels with no bids).
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My Bids

The purpose of the My Bids page is to display a complete list of parcels that you’ve bid
on along with their current status. ~ All bids, regardless of Queue (batch) are included in
this list. For each, the Parcel number, date/time bid, and bid percent are displayed.

This is also the page that you’ll see the status of your bids. From the Bidding Start Date
to the Bidding End Date, the bid status will be Bid Pending. ~ After the Bidding End
Date, the certificates will be awarded. This Bid Status will then reflect whether you won
or lost the bid on each item.

To change your bid for a specific item or to delete it, click on the appropriate button to
the left. Remember, you can change or delete your bids anytime between when the
Bidding Start date and the Bidding End date, which is just prior to the awarding of the
certificates to the winning bid.

Practice County

Practice rtificate Auction

Auction Surmmary Search Place Bids MyBids Deposit W4 Form Upload Bids Change Password Support ‘

Select Page ] ’ Deszelect Page Delete Selectad

Sequence Mo | PropertyNo | Tax Year | Unpaid Balance | Bid Percent Bid Time Bid Source | Bid Status
Edit Delets| [] 2| 000%Z4-0-00000 2008 118427 16.00%| 4782009 2:32:33 PM Online| Bid Pending
Edit Delete| [] G| 00049-0-00000 2008 Fa42.34 15.00%| 4782009 2:32:33 PM Online| Bid Pending
Edit Delets| [] 3| 00050-0-00100 2008 §EB2.02 G.00%| 47872009 2:32:33 P Online| Bid Pending
Edit Delets| [] 11 00060-0-00301 2008 §786.70 0.00%| 47872009 2:32:33 PM Online| Bid Pending
Edit Delete| [] 18| 00063-0-00405 2008 $100.47 19.759%| 482009 2:32:33 PM Onling| Bid Pending
Edit Delets| [] 21| 00070-0-00100 2008 §486.21 16.29%| 4782009 2:32:33 PM Online| Bid Pending
Edit Delets| [] 23| 0007Z-0-00400 2008 £1.133.51 12.50%| 4782009 2:32:33 PM Online| Bid Pending
Edit Delete| [] 30 00077-0-00402 2008 $601.11 5.00%| 47872009 2:32:33 PM Onling| Bid Pending
Edit Delets| [] 31| 00077-0-00404 2008 §205.38 5.00%| 47872009 2:32:33 P Online| Bid Pending
Edit Delets| [] 34| 00081-0-00000 2008 3616 5.00%| 47872009 2:32:33 PM Online| Bid Pending
Edit Delete| [] 34 00083-A-01400 2008 §1,880.63 5.00%| 47872009 2:32:33 PM Onling| Bid Pending
Edit Delets| [] 36| 00083-A-03200 2008 §414.28 5.00%| 47872009 2:32:33 P Online| Bid Pending
Edit Delets| [] 37| 00083-A-03400 2008 F414.28 5.00%| 47872009 2:32:33 PM Online| Bid Pending
Edit Delete| [] 38| 00083-A-04000 2008 §414.28 5.00%| 47872009 2:32:33 PM Onling| Bid Pending
Edit Delets| [] 39 00084-0-00000 2008 §1,239.65 5.00%| 47872009 2:32:33 P Online| Bid Pending
Edit Delets| [] 41 00091-0-00000 2008 §1,365.56 5.00%| 47872009 2:32:33 PM Online| Bid Pending
Edit Delete| [] 42 00103-0-00300 2008 $4132.51 5.00%| 47872009 2:32:33 PM Onling| Bid Pending
Edit Delets| [] 44 00103-0-01600 2008 §2,354.90 5.00%| 47872009 2:32:33 P Online| Bid Pending
Edit Delets| [] 44 00106-0-00400 2008 $251.06 5.00%| 47872009 2:32:33 PM Online| Bid Pending
Friit Delatel 1 4Rl NN NR-M-NN4n1 2NN £3RA 41 ANN%| 4/RI20N8 73333 PM onlinel Rid Pandinn

Your list of parcels may extend for multiple pages. To advance from page to page, click
at the lower left corner of the

screen.

Searching / Querying the database
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The purpose of the Search page is to enable you to setup queries (searches) to be used to
narrow down your list of parcels to bid on. Example, maybe all you are interested in
bidding on are parcels with 100 or more acres. You can use this Search setup function to
setup a query that narrows down your list to only those that have 100 or more acres.

Below is the Search screen.

Practice County

Practice Tax Certificate Auction

Auction Summary Search Place Bids My Bids Deposit WY Form Upload Bids Chande Passwiord Support

—Instructions

The purpose ofthis page is to create Saved Searches (Saved Queries) that you can then use on the Bidding Page to narrow dawn the
listto bid an.

To Create a Sawved Search,

1. Selectthe desired Search Criteria.

2. Belectthe desired Search Option (Equal To, Greater Than, ete..).

3. Inputthe value ofthe search Criteria.

4 Ifyou need to add additional Search Criteria to your query, click =Add Rows= and complete the new fields.
A, Input a Mame foryour Search and click the =Save Search= hutton.

6. Click Search ta determine ifthe results are what you expect.

Once you have Saved Search, you can utilize it on the Bidding page to narrow down your selection listto the parcels that metyour
Search Criteria. To do g0, pick Saved Search from vour Load Searches drop down list on the Bidding Page.

—Saved Searches

Create New Query A H Sawve Search

—Search Criteria
| Selectaalue v | |

I’Réﬁllﬂﬁ ‘

To setup/add a new Query (Search) definition, perform the steps below:

1. Clickon  _g.arch criteria——  drop down box to choose from a list of

available fields to query on.  Click one from this list
|Se|ecta‘v“alue V|

Example: Acres

Search Criteria

2. Click on “ Is Equal L“ drop down box to pick the  appropriate
action
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(e.g. Equal To, Greater than, etc..). Example: Greater Than.

Search Criteria

3. Input your value in the blank box provided. | 200

4. Click on the to initiate your search.  The query will run and if it

finds any records that match your search criteria, a sampling of these records will appear
in the Results box at the bottom of the page. This is only a sampling for you, to
determine if the query that you setup does work.

Results
SequencelD ParcelDisp Acres
2008 1-28-34-33-0A00-00024-A000 |150
1676 1-26-34-33-0A00-00003-M000  |125
1514 1-24-34-33-0A00-00030-B000  |125
80 1-08-34-33-0A00-00029-N0O00  |125
332 1-11-34-33-0A00-00030-E000  |250
454 1-13-34-33-0A00-00016-M000  |125
5269 1-10-37-36-0A00-00004-0000  |156
1846 1-27-34-33-0A00-00010-NO00  |125
1361 1-23-34-33-0A00-00023-D0O00  |125

5. Finally, input a Name for your Search in [ Parces over 200 Save Search field and

click Save Search.

Once you have your Query / Search Definition created, you can run your new search on
the Place Bids page. See next page.
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Load Search Results on your Place Bids

Once you’ve created a Search (Query) definition, you can use it to narrow down the list
of parcels on your Place Bids page. Todoso, Click on the drop down arrow in the
Load Saved Search box. It will list your saved Searches / Queries. Select the
appropriate one and the application will automatically run your Search/Query and will

show the resulting list of parcels that met your Search criteria on this page.

Practice County

Practice Tax Certificate Auction

Auction Summary Search Place Bids My Bids Deposit W9 Form Upload Bids Chande Password Suppor

—Budget Details —Filters

Total of Certificates Bid On: $173,085.35 Bid Count: 252 Prop. Class: |No Filter v
—Quick Find Show Properties with hids only

[SEC# | [ 5earch |[ Clear | | | [ FitterBid Count || Clear Bid Count |
—Load Saved Search —Place Bid on List

FAzseseed value < 100000 iv| [ clearsearch | | |[ PlaceBid
— Selecthern To Load |

Aszsessed Value Greater than §1 =T Back Next Last

A

Friorvears Deling FPage 1 of 74 Pages

Zero Tax Sort By | Sequence Mumber v || Ascanding v

Lnpoid Balarce > 4000 Prior Unpaid Bid Current

As ed walue < 100000 Froperty Class Homestead N

Assessed Value < BD0D Cert Balance Count Bid
| 00023-0-00000  TIMBERLAND $8195 0 ©

% BID
) Q0 @
2 00024-0-00000  IMPROVED AG v $118a27 1 1600 L g caneE
) ]

G 00049-0-00000  TIMEERLAND 4 $54234 1 1500 L_Jpb o e
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