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Welcome to eTRIM

The Department of Revenue’s Internet-based system for completing and submitting

documents for Florida’s Truth-In-Millage (TRIM) and maximum millage oversight process
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INSTRUCTIONS
& PASSWORD

e Complete and certify Section Il
{bottom) of DR-420 Series
forms {DR-420, DR-420MMP,
DR-420TIF, DR-420S and DR-
420DEBT) for all levies of the
principal authority and any
dependent districts or MSTUs.

e Complete and certify Section |
{top) of DR-420 Series forms
{DR-420, DR-420TIF, DR-420S
and DR-420DEBT) for all levies
the in the county.

Accept the forms from the
principal authorities. Prepare
the Notice of Proposed
Property Taxes.
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FINAL HEARINGS
MAIL TRIM

COMPLIANCE

PACKAGETO RETURNTO EMAIL

EMAIL PROPERTY
THE PROPERTY PRINCIPAL APPRAISER
APPRAISER & AUTHORITY

DEPARTMENT DEPT.
OF REVENUE
e Complete forms DR-487V and

* C lete Section Il {b ) DR-420MM after the
of form DR-422 and certify it to ¢ Complete Section | {top) of authorities complete their final
Refer to DR- the property appraiser within DR-422 Series forms (DR-422 hearings.
ey 3 days and DR-422DEBT)

e The completed forms are
required certified to the Department of
documents Revenue
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Principal authority: A county, municipality, school district, or independent special district. All principal
authorities levying taxes report information for their dependent districts, MSTUs, and
voted debt service.

Taxing authority: Any principal authority, dependent district, or MSTU that can levy taxes in Florida

Levy: The millage levied by a county, municipality, school district, independent special
district, dependent district, or MSTU or used for voted debt service

Department: Florida Department of Revenue, Property Tax Oversight

DR-420 Series: Forms DR-420, DR-420DEBT, DR-420MM-P, DR-420TIF, and DR-420S

DR-422 Series: Forms DR-422 and DR-422DEBT




eTRIM Instructions

Wel come to eTRI M, t he [Qeepatmanteterriect-baséd syem @rrcampléting and
submitting documents for F | o r i d aid-Blillager(TRtMh and maximum millage oversight process. Using
this system, property appraisers will be able to electronically certify value data to principal authorities in their
counties. Principal authorities will be able to complete and return their TRIM forms to the property appraiser
for inclusion in the Notice of Proposed Property Taxes (TRIM notice). Principal authorities will also be able to
complete and certify their final TRIM and maximum millage forms to the Department for review.

The eTRIM process has six steps in which either the property appraiser or the principal authority enters
data. At the end of each step, send an email to the next participant with a notification to begin the next step.

PROPERTY APPRAISER, DR-420 Series Initiation
The property appraiser initiates the process by completing the top portion of the DR-420,

DR-420TIF, DR-420S, and DR- 420DEBT forms for all levies in the county.

Status 1: DR-420 Series Assigned to Property Appraiser
Status 2:  DR-420 Series in Progress

Status 3: DR-420 Series Ready for Certification

Status 4: DR-420 Series Assigned to Principal Authority

PRINCIPAL AUTHORITY, DR-420 Series Completion (including the preliminary
DR-420MM-P)
Each principal authority completes the bottom portion of the applicable DR-420, DR-420TIF,
DR-420S, and DR-420DEBT forms for all taxing authority levies of the principal authority and
its dependent districts and MSTUs. The principal authority must report the date, time, and
place of the preliminary public hearing (final hearing for school districts). Non-school principal
authorities also complete the DR-420MM-P.

Status 4: DR-420 Series Assigned to Principal Authority
Status 5: DR-420 Series in Progress

Status 6: DR-420 Series Ready for Certification

Status 7. DR-420 Series Returned to Property Appraiser

STEP 3 PROPERTY APPRAISER, DR-420 Series Acceptance
When the principal authorities have completed the bottom portions of the required DR-420

series and the DR-420MM-P and notified the property appraiser, the property appraiser will
notify the principal authority of the formsd a c ¢ e ant eenifecagion to the Department. The
property appraiser can then prepare the Notice of Proposed Property Taxes.

Status 7:  DR-420 Series Returned to Property Appraiser
Status 8: DR-420 Series Property Appraiser Accepted

STEP 4 PRINCIPAL AUTHORITY, Certification of Final Millage/Maximum Millage
Each taxing authority should complete the DR-487V and DR-420MM when it has completed
its final budget and millage hearing. Certify these forms to the Department.

Status 8: DR-420 Series Accepted

Status 9: DR-420MM and DR-487V in Progress

Status 10: DR-420MM Ready for Certification to Department
Status 11: DR-420MM Adopted Millage Certified
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eTRIM Instructions

STEP 5 PROPERTY APPRAISER, DR-422 Series Process:
Before extending the roll to the tax collector, the property appraiser will complete the top

portion of the DR-422 and certify it to the principal authorities.

Status 1: DR-422 Series Assigned to Property Appraiser
Status 2: DR-422 Series in Progress

Status 3: DR-422 Series Ready for Certification

Status 4: DR-422 Series Assigned to Principal Authorities

STEP 5 PRINCIPAL AUTHORITY, Return of DR-422 Series
The principal authorities have three days to complete the bottom portion of the DR-422 and
return it to the property appraiser.

Status 4: DR-422 Assigned to Principal Authority

Status 5: DR-422 in Progress

Status 6: DR-422 Ready for Certification

Status 7:  DR-422 Certified

Status 8:  All Forms Submitted and Accepted by Property Appraiser

Fields that allow you to enter data will appear in black font. Fields that others complete or that are
prepopulated from entered data appear in gray font.

:. E Be sure to click the Save button or you will lose your data.

The system cannot progress from one step to the next until you complete all relevant forms and click the
Certification button. For the property appraiser, this means that the forms for all principal authorities (and their
related dependent districts and MSTUs) must be complete and certified before any principal authority can
begin the next step.

For principal authorities, all forms for the principal authority and its dependent districts and MSTUs must be
complete before the authority can certify the form to the property appraiser.

PROPERTY APPRAISER, DR-422 Series Process Post-VAB (OPTIONAL)

After the VAB has concluded its hearings, the property appraiser will complete the top portion
of the DR-422 and certify the post-VAB final values to the principal authorities. This step is for informational
purposes only; the principal authorities will not need to return information back to the property appraiser.

Status 8: Initial DR-422 Accepted by Property Appraiser
Status 9: Post-VAB DR-422 in Progress

Status 10: Post-VAB DR-422 Ready for Certification
Status 11: Post-VAB DR-422 Certified

R. 3/2017 eTRIM User Guide
2



Getting Started

Getting Started

Use the link https://taxapps3.floridarevenue.com/Trim/Logon.aspx to access the eTRIM system. Log in with
the user ID and password the Department provided to you by email.

Production Region

|— Please enter your User ID and Password

User ID:

Enter User ID R
and Password <=

ogon |

Protecting your Privacy.
Access to personal information about you is limited to individuals authorized by law to have access to

that information. Physical, electronic, and procedural safeguards are in place to protect personal
information.

For general information about TRIM and maximum millage requirements, visitthe De p a r t mvebsite &t s
floridarevenue.com/dor/property/trim/

For information about eTRIM, contact the eTRIM administrator at eTRIM@floridarevenue.com, 850-617-8921,
or 850-617-8920.

R. 03/2017 eTRIM User Guide
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Step 1 Property Appraiser

STEP 1: DR-420 Series Initiation

Completed by the Property Appraiser

When you log on, you will see the Return to Levies summary page. From here, you can

access the individual forms for your levies for data entry and editing.
upload the required TRIM data.

viewe a ¢ h |daaventy status.

download data into an Excel spreadsheet.

certify the completed forms to each principal authority in the county.

=A =4 =4 -8 -4

When you are finished, certify the forms to the respective principal authorities for completion of their portions
of the forms.

Status 1: DR-420 Series Assigned
Initial status before a form has had any modifications

When you first access the pag evies.ilTdseemisihgle pringipsliautharityb s pr i nci p
levies, use the drop-down menu above the levy list.

The Return to Levies summary page and the top of Form DR-420 display the status for each levy.

mda Department .f Revenue

Production Regi Return to L eVi es =2011) (County=44)

<
TRIM Return To Levies  + Utilities Log Off Su mm ary Page
Step 1 Property Appraiser 2 Principal Authority 3 Principal Authority 4 Property Appraiser 5 Principal Authority 6 Status Placeholder
Certified Initial Values Certified Proposed Millage Certified Maximum Millage Certified Final Values Certified Final Millage
CI : Ck 44-LAFAYETTE ALL Status
g Please Select a County: 5 v Please Select a Principal Authority: - =
Edit Button
(Principal Authority=-- ALL --)

|  Download Data
PA Type TA Type Description  Category | Status_420X Status_422 |PA-TA-Levy ID

Edit| LAFAYETTE COUNTY BCC County  Principal Authority GENERAL FUND* | Local 1 335-335-417

Edit| LAFAYETTE CO SCHOOL DIST School | Principal Authority LOCAL BOARD School 4 1 336-336-418

Edit| TOWN OF MAYO City Principal Authority GENERAL FUND | Local 1 1 337-337-420

Edlti SUWANNEE RIVER WATER MGT DIS WMD Principal Authority Lafayette SRWMD | Local 1 1 764-1554-1747
Edit 2011 44 LAFAYETTE COUNTY PROPERTY APPRAISER

When you save your first modification of a form, the status will change to Status 2.

If a new levy is required, contact the eTRIM administrator at eTRIM@floridarevenue.com, 850-617-8921, or
850-617-8920.

Status 2: DR-420 Series in Progress
The property appraiser has made changes to the forms, but they are not ready for certification.

Complete the top part (Section I) of Forms DR-420, DR-420S, and DR-420DEBT. If there are tax levies that
contribute to tax increment finance (TIF) districts, complete the top part (Section |) of the DR-420TIF
worksheets.

The property appraiser completes the following lines on each form for each required levy.

Form \ Required for Lines to Complete
DR-420 All 1,2,3,57
DR-420TIF Tax increment financing | 1,2, 4
DR-420DEBT Voted debt millage 1,2,3
DR-420S Schools 1,2,3,5 7
R. 03/2017 eTRIM User Guide

4


mailto:eTRIM@floridarevenue.com

Step 1 Property Appraiser

Florida Department of Revenue

Form Pages
Production Region (Role= H Year=2011) (County=44)

TRIM Return To Levies Utilities Log Off /

DR-420 DR-420 TIF

" DR-420.aspx County: LAFAYETTE Principal Authority ID: 335 Taxing Authority ID: 335 Levy ID: 417 MultiCounty ID: 0

Entity Description Type County
Princigl Authority LAFAYETTE COUNTY BCC County 44
LAFAYETTE COUNTY BCC Principal Authority 44
Option 2 GENE . Local 44
tus 420: (1) Optlo n 1 i (1) Property Appraiser 422 Assigned

Property appraiser
uploads a file on the
Utilities screen

Property appraiser
completes editable

1. for operatin Iine items 7 > $ 0

2, TUTTENT year [axabie varue or personar property for ope] 2 $ 0

3¢ Current year taxable value of centrally assessed property for operating purposes 3 $ 0

4, Current year gross taxable value for operating purposes (Line 1 plus Line 2 plus Line 3) 4 $

5. Current year net new taxable value (Add new construction, additions, re ve Impr ts Increasing ast 100%, 5. s 0
annexations, and tangible personal property value over 115% of the previous year's value, Subtract deletions.)

6. Current year adjusted taxable value (Line 4 minus Line 5) 6. $

7. Prior year FINAL gross taxable value (From prior year applicable Form DR-403 serles) 7. $ 0

8. Number of TIF Work Sheets 8.

9. Number of DEBT Work Sheets 9.

Done B @ Internet | Protected Mode: On 3 ¥ M150% v

Option 1. Enter/Edit Data: To enter or edit data for your part of the DR-420 series, click the Edit button to
the left of the levy. The forms associated with that levy appear.

Complete the data fields that appear in black font. Fields that will be calculated from entered data
or that the principal authority will complete appear in gray font.

Option 2. Upload Data: Property appraisers can create a comma delimited file (CSV) and upload the TRIM
data into the system by clicking the Utilities tab. Contact the eTRIM administrator for the current
record layout.

To save your data entries, click the Save button. If you forget to save, you will lose the data you
{ ! E entered.

Line 8 on the DR-420 shows the number of TIF forms associated with the levy. For non-school principal

authorities that make tax increment finance payments, a tab at the top to the right of the DR-420 tab will

access the DR-420TIF worksheets. You can add or delete TIF worksheets. To create a new TIF form, click

the New button in the first column below the list of current TIF forms.

R. 03/2017 eTRIM User Guide
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Step 1

Base Year

4 Property Appraiser | |Principal Authority ' Tax Collector PTO Update Status | PTO Edit Fields Enabled
Save Print PDF
Community Redevelopment Area
CRA 101 2011
C TAX T ADJUSTMENT WORKSHEET DR-420 TIF Form Section I
= SECTION I: COMPLETED BY PROPERTY APPRAISER
1. Current year taxable value In the tax increment area 1.
CRA 101

Add or
delete TIFs

N Delete |

bt

Base year taxable value In the tax Increment area

w

. Current year tax increment value (Line 1 minus Line 2)

&

. Prior year Final taxable value

«

. Prior year tax increment value (Line 4 minus Line 2)

DR-420 TIF Section II
1f the amount to be paid to the redevelopment trust fund |s based on a speclfic proportion of the tax Increment value

&

6a. Enter the Proportion on which the payment is based
6b. Dedicated increment value (Line 3 multiplied by the percentage on Line 6a

&c. Amount of payment to redevelopment trust fund in prior year

I the amount to be paid to the redevelopment trust fund IS NOT BASED on a specific proportion of the tax increment
value:

=J

7a. Amount of payment to redevelopment trust fund in prior year
" 7b. prior year operating millage levy (Form DR-420, Line 10)
7c. Taxes levied on prior year tax increment value (Line 5 multiplied by Line 7b, divided by 1,000}
7d. Prior year payment as proportion of taxes levied on increment value (Line 7a divided by Line 7c multiplied by 100)

7e. Dedicated increment value (Line 7d divided by 100 then multiplied by Line 3)

6a.
6b.

6c.

7a.
7b.
7¢e.
7d.

Te.

Property Appraiser

DR-420_TIF aspx

R. 03/2017
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Step 1 Property Appraiser

Status 3: DR-420 Series Ready for Certification
All required data is correctly entered, and TIF worksheets are ready for certification on the DR-420.

When you are satisfied that the data you have entered on the main form and any associated TIF forms are
complete, check the OK box and click the Ready for Certification button. Status 3 will appear under the
fPrincipal Authority IDO t abl e at sdrdereand oo fhe Refurn to hezies summary page. If you need
to make further edits, you can access the form again by clicking the Re-Open Form button. These buttons
appear only on the DR-420 form page. Before clicking Ready for Certification, please be sure you have
completed all associated TIF forms.

Excel Download: At any time, the property appraiser can download the data from all levies into an Excel
spreadsheet. The Download Data button is in the center of the Return to Levies summary page, just above
the list of levies.

Certify to Principal Authorities: During Step 1, the property appraiser can certify to the principal authorities

and move to Step 2 by checking the OK box, entering the electronic signature code, and clicking the Certify to

Principal Authorities button near the top of the Return to Levies summary page. The status of all forms

DOES NOT have to be Status3. However, it is the property appraiseraas
correct and complete before certification.

Tocertify the forms to the principal authorities, you
. signature code, which you received from the Department by email. Check the OK box.

You must certify the forms for all levies together. You cannot certify individual forms or the forms of a single
principal authority separately.

Clicking the Certify to Principal Authorities button will change the status of all levies to Status 4 and notify the
principal authorities that their forms are available for data entry.

% BT
/% Florida Department .f Revenue

Return to Levies

Production Region (Role= H ) (Year=2011) (County=44)
< Summary Page
TRIM Return To Levies Utilities Log Off

Welcome PROPERTY APPRAISER to the eTRIM System.

The system is currently at: STEP 1 - Property Appraiser DR-420 Initiation.

I

To initiate the eTRIM process, the property appraiser must complete the top portion of the DR-420, DR-420TIF, DR-420S and DR-420DEBT forms for each levy in the county. Once the forms are
complete, they must be certified to the principal authorities in the county.

For full instructions for completing STEP 1, click the button at right. | Click for Help

Step 1 Property Appraiser 2 Principal Authority 3 Principal Authority 4 Property Appraiser 5 Principal Authority 6 Status Placeholder
Certified Initial Values Certified Proposed Millage Certified Maximum Millage Certified Final Values Certified Final Millage

1

Property appraiser |

Please Select a Principal Authority: —~ALL - -

D lorg 2 L fil [ Certify to Principal Authorities | Mok g certifies ALL forms
ownloal xcel fie erty Appraiser Must Provide Electronic Signature
(Principal Authority=-- ALL --)
TA Type Description Category | Status 420X  Status 422 | PA-TA-Levy ID

LAFAYETTE COUNTY BCC County Principal Authority | GENERAL FUND* | Local 3 1 335-335-417

LAFAYETTE CO SCHOOL DIST School Principal Authority LOCAL BOARD School 3 1 336-336-418

TOWN OF MAYO City Principal Authority GENERAL FUND | Local 3 1 337-337-420
<4 11 »

@ Internet | Protected Mode: On v R150% v
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