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Before You Begin

== Deparrment oF Revenue

FLORID

» Please note:

DEBIT BLOCKS - Some financial institutions impose a block on Automated
Clearing House (ACH) debits (e-checks). If you have a debit block on your bank
account, you will need to provide a company identification number to your
financial institution before using this system.

The company identification number for Property Tax Oversight Certification &
Training payments is V59600 1874.



Department 0F Revenue

Step 1 - Getting Started

» To access the online payment system please click on the
following link: https://taxapps.floridarevenue.com/PtoRegPublic/

» Check the box “I’'m not a robot” and complete the
reCAPTCHA instruction

Property Tax Oversight
Certification and Training
Online Registration

[] mnctaromt

Register and Pay for a Course

Submit and Pay for Initial Certification Application, Recertification or

Click below fo:

Certification Reinstatement Application

Submit an Application for Approval of a Certification or Recertification
Course

Helpful Hints:

A guide to using the online registration site is available for viewing and may be downloaded by clicking on the link below.
Property Tax Oversight Certification and Training Online Regi: ion Guide

Session Limit: There is a 30-minute session limit. After 30 minutes, the system will time out and all information will be lost

Accepled Payments: Mastercard, Visa, Discover, American Express, or electronic check.

Fees: There are no fees when making a payment by electronic check. Fees may apply per payment when making a payment by credit card
Processing times: Payments made through this payment site may take several days fo appear on your bank or credit card statement.

Debit Blocks: Seme financial insiitufions impose a block on Automated Clearing House (AGH) debits (e-checks). If you have a debit block on your bank

account, you will need to provide a company identification number to your financial institution before using this system. The company identification
number for Property Tax Oversight Cerfification & Training payments is V596001874

TOC
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Step 2 - Select Category

=2 Department o RevenuE

FLORID

The application has four options.

Property Tax Oversight
Certification and Training
Online Registration

|. Register and Pay for a Course— for
registering for courses

2. Initial Certification Application, " Gate
Recertification or Certification
Reinstatement — for submitting an initial
certification application, annual
recertification, or an application for =~ ===
reinstatement of a certification

3. Application for Approval of a
Certification or Recertification Course
— for applying a course to be approved
for certification or recertification credit

4. Other — for transactions not listed in
other tabs

Select the category and complete the
information requested. See pages 6-20 for
examples of completing each category type.

D I'm not & robot
reCAPTEHA

Register and Pay for a Course

Submit and Pay for Initial Certification Application, Recertification or

Certification Reinstatement Application

Submit an Application for Approval of a Certification or Recertification
Course

TOC



Step 3a — Registering for Courses

=2 Department o RevenuE

FLORID

Select your transaction type.

You must choose either
Property appraisal or Tax
collection to continue.

Please select transaction type: *

. Property appraisal

|| Tax collection

Course Registration
S € I eCt th € course fro m 12D0-10.005{2){b). Florida Administrative Code
th e d rop- d own I ist. Cepartment-sponsored approved courses will be announced at least 60 days prior to the course start date and published on the Certification and Training webpage

Registration is open to all interested parties but is subject to space availability.

Cancellations and Refunds

Enter the registrant’s
information. S

*Course:

* Full Mame: |

To go back to the main page, click - s Tt
Home button.To clear all orders B—— B e Yo
and start over, click the Clear All S Ep——
button. To add additional registrants,
click the Add Another Order
button and repeat this process;
otherwise click Next to continue.

Add Another Order Clear All

TOC



Options
FLORIDA

» Skip to Step 4 to for how to place the order
for course registration.

» The next page will review the process for
submitting annual recertifications.

TOC



Step 3b — Annual Recertifications

E
o
=
i
H

FLORIDA

Select your transaction
type.

You must choose either
Property appraisal
or Tax collection to
continue.

Download Form DR-
4001.

Select Annual
Recertification.

Please select transaction type: *
() Property appraisal

[ Tax collection

[ Bainstat=ment of Cartfication
Annual Recertification

| Home [ Add Another Qrder Clear Al

TOC



Step 3b — Annual Recertifications

=2 Department o RevenuE

FLORID

Complete Form Ferm DR-4001 and ssve to your computer. Then complete the fields below and sttach the completed DR-4001 and certificate copies using the
“Choose File” button. f you are submitting multiple applications, dick “Add Anather Order.” If you are submitting a single spplicstion, click “MNext.” All sttachments

must be in pdf format.

Select your county.

Application Type: Annual Recertification

Select the name from e e i Fos Evaiaisr ] [esptesieam
the drop-down list and B i Corts e N
enter an email address. [test name O Dontt Rencw
r any name change s below and the resason for any "Don’t Renew” hox being selected in the comment section below.
Enter the contact's name * Comments 4

and check the Renew or
Don’t Renew bOX. * Mo file chosen

If you are submitting
pflaze mame|i5;c.:ir-_.,-crgrges-;eg.,re—_iremeqz. name chang multiple renewa|s’
e click on Add
Another Order. If
you are submitting a
single renewal, click
on Next.

A TCOTMning@floriderevenue.com. A reply will be received within 48 hours, Mg

If Don’t Renew is checked, enter the
reason (i.e.., Retired, No longer
employed) in the comments box. If
the person selected has had a name
change, include the new name in the
comments box.

Add Aniner Order Clear Al

Attach the completed DR-4001.

All attachments must be
submitted as a PDF.




Opt]‘OnS Fl.('.'l!llflti'nE

» Skip to Step 4 to for how to complete the
transaction for annual recertifications.

» The next page will review the process for
submitting applications for certification.

TOC



Step 3¢ — Submitting Certification
Applications FLORID

=2 Department o RevenuE

Select your transaction
type.

You must choose either
Property appraisal
or Tax collection to
continue.

Please select transaction type: *
) Property appraisal

() Tax collection

Download Form DR-
4001.

() Reinstatement of Certification

Select Certification. .

[ Home | Add Another Order Clear Al
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Step 3¢ — Submitting Certification
Applications FLORID

=2 Department o RevenuE

Property Tax Oversight
Certification and Training
Online Registration

Please select transaction type: *

® Property appraisal

Answer Question | with
the date the application
began qualifying
employment

\ Question 1: To qualify for any of the certficstions, an applicant must have at least 2 years experience in 3 Florida property appraiser’s office, a Flonida tax collector’'s
office, or with the Department of Revenue (120-18.003(1), Florida Administrative Code). What date did you begin your qualifying employment?

Answer Question 2 by

Question 2: Applicants for a certification as a Certified Florida Appraiser, Certified Florida Evaluator, Certified Florida Collector, or Certified Florida Collector Assistant

verifyi ng that the courses must attend a minimum of 120 hours of approved courses and pass monitored examinations. Applicants for a certification as a Certified Cadastralist of Florida must
. . attend a minimum of 150 howrs of approved courses and pass monitored examinations (120-18.003(2). Flornda Administrative Code). Have you reviewed the
su bm Itted Wlth th e approved course lists and verified that the courses you are submitting are approved?

aPPIication are approved. é Ces [ Ne

[ Submit |

Click Submit.

£dd Another Order Clear Al

TOC



Step 3¢ — Submitting Certification
Applications FLORID
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Choose the appropriate
designation from the drop-down
list.

must be in pdf format.

Choose the county where the
applicant works from the o
. > = Application Fee: 25.00
Cll’OP-dOWI’] list. * Email: [test@test com |

"[ Choose File |N0 filz chosen ] (Complete application must be sttached.)

Br technical issuss, contact PTOTraining@floridarevenucg®m. A reply will be received within 48 hours, Mondsy-Fridsy, & am to 5em ET (excludes national holidays).

Enter the applicant’s name and
email address.

Add Anofher Order Clear All

If you are submitting multiple applications,
click on Add Another Order after
attaching each application. If you are
submitting a single application, click on
Next.

Attach completed DR-4001 and

supporting documents using the
Choose File button. All attachments
must be submitted as a PDF.

TOC
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» Skip to Step 4 for how to complete the
submission of certification applications.

» The next page will review the process for
submitting applications for reinstatement of
certification.

TOC



Step 3d — Submitting Reinstatement

:
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Applications FLORIDA
i Property Tax Oversight

Select your transaction = rti%cgt)i,on ik Traiﬁing

type. Online Registration

You must choose either
Property appraisal
or Tax collection to
continue.

Download Form DR-
DR-4001: Application for Florida Professional Certification
400 I . 120-10.004(1)(v). 12D-12.007(1) and (1)(b), FA.C.

Select Reinstatement
of Certification.

[____Home il AddAnoter Order Jll __ ClearAl |

TOC



Step 3d — Submitting Reinstatement
Applications Rinm
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Choose the appropriate
designation from the drop-down
list.

Mcte Form Ferm DR-4001 and ssve to your computer. Then complete the fields below and sttech the completed DR-4007 and certificate copies using the

"Choo=8ile” button. i you are submitting multiple applications, dick “Add Another Order.” If you are submitting a single application, click "Next.” All attachments

must be in pdf format.

Choose the county where the Application Wie: Reinstatement
app|icant WOFkS from the * Designation: | Cerfified Florida Evaluator v |
q : = Application Fee: 5.00
Cll"OP-dOWI’] IISt' * Full Name: | test name * Email: | test@test.com

*| Choose File | Mo file chosen [Complete application must be sttached.)

r techmical issues, contact PTOTraining@floridarevenygsom. A reply will be recetved within 48 hours, Monday-Friday, 8 am to 5em ET (excludes national holidays).

Enter the applicant’s name and
email address.

Add Another Ordaggss Clear Al

If you are submitting multiple applications,
click on Add Another Order after
attaching each application. If you are
submitting a single application, click on
Next.

Attach completed DR-4001 and

supporting documents using the
Choose File button. All attachments
must be submitted as a PDF.

TOC
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» Skip to Step 4 for how to complete the
transaction for submitting a reinstatement
application.

» The next page will review the process for
submitting other requests.

TOC



Step 3e — Submitting Application
for Approval of a Course or Continuing
Education Credit Hours FLORID

=2 Department o RevenuE

Property Tax Oversight

Select your transaction Certification and Training
Online Registration

type.

Please select transaction type: *

You must choose either
Property appraisal
or Tax collection to
continue.

() Property appraisal

[ Tax colection

DR-4002: Application for a Approval of a Course or Continuing Education Credit Hours
120-19.004(1)(B), FAC.

Download Form DR-
4002.

12D- A full text

C-19.004(1)(k), F.AC. —Approval of Courses
I o k h (1) Any course approved for credit towards certification, recertification, or reinstatement must be approved by the Department through one of the two methods
C IC on t e gray bar to provided in paragraphs {a) and (b) before the course is taken for credit. The courses must impart expertise in one of the following areas, as it relates to the

professional designation of the requesting individual: professionally accepted appraisal practices, appropriate appraizal methodologies, cadastral mapping, tax
see the full text of 12D-

19.004, FA.C.

administration, assessment. or collection in Florida. To be approved as 3 course for inifisl certification, the course must contain a monitored examination.

TOC



Step 3e — Submitting Application !
for Approval of a Course or Continuing i
Education Credit Hours FLORIDA

Complete Form Form DR-4002 snd save to your computer. Then complete the fields below and attach the completed DR-4002 using the “Choose Rle” button.

f you ere submitting multiple applications, click “Add Another Order.” [f you are submitting a single spplication, click "Next.” All sttachments must be in pdf format.

Enter applicant information.

Check this box to confirm
you'’ve included all the
required information for the
course description (course
hours, instructor qualifications,

and agenda (If appllcable)). 7| Choose File | No file chosen
Check this box to confirm you
are submitting at least 20 days

in advance of the course start
date

If you are submitting multiple applications, click on
Add Another Order after attaching each
application. If you are submitting a single application,
click on Next.

Attach completed DR-4002 and
supporting documents using the
Choose File button. All attachments

must be submitted as a PDF.
TOC
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» Skip to Step 4 for how to submit an application
for approval of a course or continuing
education credit hours.

» The next page will review the process for
submitting other requests.

TOC



Step 3f — Purchasing Other Items
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FLORID

Select your transaction type.

You must choose either Property
appraisal or Tax collection to
continue.

Please select transaction type: *

) Property appraisal

|| Tax collection

Enter your name, county or office,
and email address. Other

ggse complete the fields below. describe the item you are purchasing and the cost. Attach additional documentation using the "choose file"
button.

* Full Mame * Office |

Then enter the cost of the e e[|

item or service. St

If you are submitting multiple
applications, click on Add

Then enter the description of

the item or service. e=reese. Another Order after

“Required Fislds

attaching each application. If
you are submitting a single

Attach documents using the Choose application, click on Next.

File button. All attachments must be
submitted as a PDF.

Add Angther Order Clear All



DeparTaiesT 0F Revenue

Step 4 — Placing Transaction Orders iﬁ
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Add Another Order Ciear Al

T

When you have entered all the information, you can choose one of
four options:

I. Home —to return to the main page and select a category

2. Add Another Order — to add multiple orders to one single
payment

3. Clear All - to clear all orders you have entered to that point

4. Next — to move forward to payment screen

TOC



Step 4a - Adding Orders

=3 DeparTmenT oF ReVENUE

FLORID

| . To add a second order, click Add Another Order after you've entered the first order.

Add Another Order Clear Al

2.To add three or more orders, click Add Another Order again each time after you've
entered the previous order.

Add Another Order Clear Al

3. Click Next after you’ve entered your last order. This will bring you to the Payment
Summary page.

Add Anotner Order Ciear Al

TOC



Step 5 - Finalizing Order
--------------------------------------------

Review your order information
on the Payment Summary
Print this page for a detailed summary of your order.

page, Do not use the browser's back button.
Using the back button may result in an incorrect total charged to your account.
If you wish to add another order,
please click the "Add Another Order™ button.

h DeparTaiesT 0F Revenue

If changes are necessary, select =~
Edit or Remove from the
appropriate order.

Registration 1: Tax Collector Course

If you need to add another

Order, CIiCk the Add Another Otl—!:ﬁIrName: test name
Order button. Email; test@test.com 20.00
Description: enter description here
\ File Uploaded:
Sel hod b
elect your payment method. 20.00

\§

20.00

() Credit Card
) E-Check

If everything is correct, click

Next to move forward. [P

TOC
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» Skip to Step 7 for paying with a credit card.

» The next page will review the process for
paying with e-check.

TOC



Step 6a - Paying with an e-Check

h DeparTaiesT 0F Revenue

FLORID

Enter Payment Info

Payment Amount: 20.00

For e-check payments, enter Name on Bank Account:  *| |
. . (Enter the full name associated with this account)
your payment information. All Contact Name: -] |
Contact Telephone: = (| |} | | | | Ext: | |

fields must be complete to move
forward with the payment.

Contact Email: = | |

| |

Need help finding the routing and account numhers?@

Bank Routing Number:

Bank Account Number: *| |

Verify Bank Account Number: *| |

*= () personal Checking () personal Savings () Business Checking () Business Savings

Account Type:

When you have entered your
information, click Next to move
forward.

DEBIT BLOCKS - Some financial institutions impose a block on
Automated Clearing House (ACH) debits (e-checks). If you have a debit
block on your bank account, you will need to provide a company
identification number to your financial institution before using this
system. The company identification number for Property Tax Oversight
Certification & Training payments is V596001874.

N\ J

TOC




Step 6b - Paying with an e-Check

Confirm Payment
—

Now you come to the Confirm
Payment page.

Review all your information and
then click on the box indicating
you have read the terms and
conditions for the transaction.

h DeparTaiesT 0F Revenue

FLORID

Payment Amount: $30.00

Mame on Bank Account: test test

Contact Name: test
Contact Telephone: (850) 555-1111 x
Contact Email: test@test.com

Bank Routing Number: ()
Bank Account Mumber: :

Account Type: Business Checking
Payment Authorization

I, test, hereby authorize the Florida Department of Revenue to process this ACH transaction and to debit the bank account with account
number ending in . I understand this payment will be debited from this account within two business days of the payment date but no earlier
than the payment date, depending on my financial institution’s procedures.

M1 have read the terms and conditions specified above, and I autherize this transaction.

When you are ready, click on the Submit button to make your payment.

TOC



Step 6c¢ - Paying with an e-Check

h DeparTaiesT 0F Revenue

FLORID

Confirmation Number: 370595431316
Confirmation Date: 11/8/2016 10:20:47 AM

refund is requested a copy of this confirmation will be necessary.

Payment Amount Authorized: $30.00

Contact Mame: test

Contact Telephone: 8505551111 x
Contact Email: test@test.com
Mame on Bank Account: test test

Bank Routing Mumber: 061000104

Bank Account Number: **£3456

Account Type: Business Checking

E-Check Confirmation

Successful Submission
Payment Details Payment Amount:

Please print for your records! Please keep a copy of the payment confirmation for your records. In the event that a

confirmation page.

‘ T \

When the system has successfully received your payment, you will see the E-Check
Confirmation page. Please remember to print this page for your records. If you
require a refund, you will need to supply the Department with a copy of this

TOC
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Step 7a - Paying with a Credit Card
FLORID

AV o [« A/
FLORIDA DEPARTMENT OF,R,EVENUE
yrrne h |/ —~

CREDIT CARD I:A{\;IYIENT SYSTEM

For credit card payments, To schedule your payment, enter your information in the fields below and select Continue to proceed.
enter your payment
information as directed. e Aceount et

Select New Card Account Business Partner Humber ponsezEe

Enter Payment Review Thank You

from the Payment methOd Funding Source Details
drop-down. Payment Method: *
-Select- w
A POP_UP box WI” aPPear Payment Amount *
(See n eXt Pa'ge) . - ;;ﬁlfjl ?If:r;S;L’:tzzbo:Etinclud'ng the credit card convenience 53000

Enter Additional Payment Details

Payment Amount: $30.00
Convenience Fee: 50.00

Contact Name: *

l ]

Email Address: ™

l ]

Day Phone: *

l ]

Your Account will not be charged until the Payment is confirmed on the next page

TOC
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Step 7b - Paying with a Credit Card

Add New Card Details "‘
Mameon Card: * Card Number: *

[ TEST NAME ] l EHE-:]
Expiry Date: * Card CVV Mos ™ What iz thiz?

| | l

O click here if address is out of country.

Enter your payment
information. All fields must
be complete to move
forward with the payment.

Address Line 1:

Address Line 2: City: ™

| | l

State: Fip: *

seect a8 |

When you have entered your
information, click Save
changes to move forward
(the pop-up box will close).

TOC



Step 7c - Paying with a Credit Card

Funding Source Details

Payment Method: ™

-Select- A4

Payment Amount *

@® Total Payment Amount 530,00
;I'his is the payment amount including the credit card convenience
=4

Under Enter Additional

Enter Additional Payment Details

Payment Details, enter Payment Amount: $30.00
your contact information. All Conventence Fee: 50.00
fields must be complete to Contact Name: *

move forward with the | ]

payment. lEmﬂ“Addresa - |

Day Phone: ™

| |

When you ha've ente red YOU r Your Account will not be charged until the Payment is confirmed on the next pags

information, click Continue continse IR
to move forward. /

=2 Department o RevenuE

FLORID

TOC



Step 7d — Paylng with a Credlt Card

Now you come to the
Review Payment page.

Review all your information.
Click Confirm to continue
or Edit if you need to make
changes.

{ g« A1/
- FLORIDA DEPARTMENT OF/REVENUE

CREDIT CARD I;A,Yf'l\"'IENT SYSTEM

Please review the information entered below. Select Confirm to submit or Edit to make a correction.

Enter Payment Review Thank You

one

Please review your payment :

Account Details

Account Number: 0004282846
Payment Details —
Payment Method: Visa Card ending in 9990
Expiry Date: 1221
Card Address: 123 Main Street,
Tallahassee, FL 32399, USA
Payment Effective Date: 03/03/2021
Payment Processing Date: 03/02/2021
Payment Date: 03/02/2021
Payment Amount: 430,00

Additional Payment Details

Payment Amount : 430,00
Convenience Fee: 50.00

Contact Name: Test Name
Email Address: test@test.com
Day Phone: 8505551111

By clicking Confirm to confirm your payment, you authorize us to initiate a debit from the Payment Method Account to make a

cment to the Account, as detailed above. The payment to your account will be made on the Payment Date detailed above, and
the
financiall

it from your account will occur within two business days of that date, but no earlier than that date. You also authorize your

ution (and its successors or assigns), to process this debit to your account.

Edit Cancel

&
=
i
5

FLORIDA

TOC



Step 7e — Paying with a Credit Card

=3 DeparTmenT oF ReVENUE

FLORID

Florida Department of Revenue
Child Support [t e

Credit Card Confirmation

Successful Submission

onfirmation Number: 360018531316
onfirmation Date: 11/8/2016 2:43:20 PM

Payment Details Payment Amount:

Please print for your records! Please keep a copy of the payment confirmation for your records. In the event that a
refund is requested a copy of this confirmation will be necessary.

Note: The bill amount paid and convenience fee will be charged to your card and listed on your statement separately. It may take
up to 72 hours for this payment to be credited to your tax account.

)

When the system has successfully received your payment, you will see the Credit Card
Confirmation page. Please remember to print this page for your records. If you
require a refund, you will need to supply the Department with a copy of this
confirmation page.

TOC



Helpful Hints
FLORIDA

» There is a 30-minute session limit. After 30 minutes,
the system will time out and all information will be
lost.

» If you need to purchase an IAAO supplemental
textbook, order through IAAQO directly.

» To be sure the system processes your registration in
a free course or workshop, click Next on the
Payment Summary page to receive your confirmation.

» Contact PTOTraining@floridarevenue.com for any
issues with the online registration site.

TOC
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