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1. Introduction

The OASYS ePortal is Property Tax Oversight’s (PTO) new online workspace and platform for
communication with county offices, including property appraisers and tax collectors. OASYS
ePortal is an abbreviation for: Oversight and Assistance System electronic portal.

The purpose of the OASYS ePortal is to provide a single internet location where elected officials

and their staffs can access PTO applications and important messages. The general functions of
the OASYS ePortal are illustrated below.

Functions of the OASYS ePortal

/f Sales
| Qualification
Access and h [ Stm:!\.r {SQSI
[ Contact E
Refunds {RACS}

‘ﬁ.ﬁ_ ‘ Management Access to Applications
By County | i

County User
Accessing .
External OASYS User Profile

Portal \

eTRIM (2022)

Secure Messages Future Apps

| Accessing OASYS with Information and
Internal Portal Applications

PTO Staff m Assisting County Partners

The OASYS ePortal enables users to:

— Access all PTO applications with a single sign-on.
— Receive and store messages from PTO in a central, secure location.

This user guide is intended to help OASYS ePortal users understand how to subscribe to, view,
and manage messages received in the OASYS ePortal and how to access applications. Details for
managing contacts and establishing user access is also provided. Functionality and features of

each OASYS ePortal application are provided in separate user guides available within each
application.

The best web browser to use with the OASYS ePortal is Google Chrome.



User Guide OASYS ePortal 2022

2. Initial Account Setup

The following diagram provides an overview of the account setup process.

Receive ;?1‘\

account \
creation email
from PTC/

Click the
OASYS
ePortal URL
in email.

Click First-
Time User

Enter your name,
email, and
username

(provided in
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i

Click Send
Code.

.
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from email and

paste in Enter
Code box.

.

Create and
confirm
password.

!

Your
account is |
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2.1  You will receive an account creation email from PTO. This email will notify you that an
OASYS ePortal account has been opened for you. The email will also provide instructions
on how to finish setting up the account.

Jane Rinehart,

An account has been created for you in the Florida Department of Revenue (Department)
Property Tax Oversight (PTO) ePortal by PTO. To complete your account creation, please
complete the following steps in order.

1. Verify the spelling of the name (Jane Rinehart) on your account. If the spelling is not
correct, please reach out to PTO (SD-PTO@floridarevenue.com) to have this corrected
before proceeding with account setup.

2. Browse to http://ptoportal floridarevenue.com

Click on the “First Time User” link under the Login button.

4. When prompted, enter the email address where you received the email and your
unique username (tyrpa-rinehartj).

w

You will then follow the prompts to create a password so that you can gain access to the PTO
ePortal.

***Note: This message was sent from an unmonitored email address. Please do NOT reply to
this message.

2.2 Browse to https://ptoportal.floridarevenue.com then click the First-Time User link
under the Login button.

Qii an official Florida gﬂvemmem website]

(o

W e
DEPARTMENT OF RJE%V}E' _

CHILD SUPPORT PROPERTY TAX OVERSIGHT GENERAL TAX

——
&, Forgot Password

A f Y f @ Important Information
The OASYS ePortal has been rolled out
to county Property Appraiser and Tax
Collector office staff. It will be rolled out to
e O r a Taxing Authorities and Clerks of Court in

the future.

DASYS is an abbreviation for Oversight and Assistance System;
ePortal is an abbreviation of ¢lectronic portal.

/ Upcoming Maintenance

The OASYS ePortal may be down for
maintenance each Sunday between 4-
10pm
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2.3 You will arrive at the Welcome to the OASYS ePortal screen. Here, you will enter the
following fields under Step 1: Enter Email and Username.

— Enter your First Name (a). Make sure that the spelling of your name is correct as this
cannot be undone after an account is created.

Enter your Last Name (b). Make sure that the spelling of your name is correct as this
cannot be undone after an account is created.

Enter your Email (c). This can be modified later if needed.

— Enter the Username (d) that was provided for you in your account creation email.

Welcome to the OASYS ePortal

Step 1: Enter Email & Username

First-Time Users: Username was provided in your account creation email

As spelled in account creation email

d First Mame: =
As spelled in account création email

b Last Mame: =

C Email: =

d Username: -]

Send Code

24 After entering the necessary information, click Send Code. If the data entered is not
found in the system, you will receive a message to review and re-enter your credentials.
This message should also include a contact for help if you continue to receive this
message. If the data entered is found in the system, you will receive an email with a
Verification Code.
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2.5 Enter this Verification Code in the box titled Step 2: Enter Code. Then, click Submit.

Step 2: Enter Code

An email has been sent 1o above address with a code. Code will only be good for 15 minuies.

Code:

Fiaasa allow at laast 1 minude afer clicking the Send Code bution to receive email. For the secunty of your accound, your ability fo
cregatiraset your password will disabled Sor ang hour after § Sode reguests within 20 minuies

2.6 You will arrive at Step 3: Create Password where you will create and confirm your
password. After confirming your password, click Update Password.

Step 3: Create Password

Password requirements:
« 3 ofthe 4 character types
e Lowercase character (a-z)
¢ Lippercase character (A-Z)
e Mumber (0-9)
e Symbol (@#S % &"-_I=7)
» B-64 characters

Password:

Confirm Password:

Update Password

2.7 You will receive a confirmation message. Click OK. You are now finished setting up your
account.

ptoportal.floridarevenue.com says

Your password was successiully set. When you click OK, you will be

redirected to the ePortal Landing Page to legin.
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3. Login

3.1 Browse to https://ptoportal.floridarevenue.com and click the Login button.

@AsYs-ePortal

|

2 Forgot Usemame
&, Forgot Password

© Important Information

The OASYS ePortal has been rolled out to county

Property Appraiser and Tax Collector office staff. it

will be rolled out fo Taxing Authorities and Clerks of
Court in the future

/ Upcoming Maintenance

The QASYS ePortal may be down for maintenance
each Sunday between 4-10pm

3.2 You will arrive at the Florida Department of Revenue sign in screen. Here, you will enter
the following information:

— Enter the Username (a) that was provided to you in the account creation email
mentioned in the Initial Account Setup section of this document.

— Enter the Password (b) that you created.

— After entering the necessary information, click Log in. You will arrive at your OASYS
ePortal Dashboard, which will be discussed in the Dashboard (Home) section of this
document.

@®Asys-ePortal

Log in with your username

Loty in
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4. Forgot Username

4.1 Browse to https://ptoportal.floridarevenue.com and Click Forgot Username.

@AsYs-ePortal

=

2 Forgot Usemame

s orgot Fassword

© Important Information

The OASYS ePortal has been rolled out to county

Property Appraiser and Tax Collector office staff. it

will be rolled out fo Taxing Authorities and Clerks of
Court in the future

/7 Upcoming Maintenance

The OASYS ePortal may be down for maintenance
each Sunday between 4-10pm

4.2 You will arrive at the Forgot Username screen. Here, you will enter or select the
following information:

— Select the name of your office from the Office Name (a) dropdown list.
— Enter the Email Address (b) associated with your OASYS ePortal account.

— After selecting or entering the necessary information, click Submit. If the system
locates a matching profile, you will receive an email with your Username.

Forgot Username

Please select your office name, enter your wark email address and click the
Submit button. If 3 matching profile is located then you will receive an email
with your username.

Ctice Nama: Alachua County Clerk of Court -

b Email Address:
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4.3 If the system does not locate a matching profile, you will receive this message:

ptoportal.floridarevenue.com says

This email address does not match any records for the selected office in

the system.

4.4 Click OK. You may reach out to the Contact Manager in your office or send an email to
pto-oasys@floridarevenue.com for additional assistance.
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5. Forgot Password

5.1 Browse to https://ptoportal.floridarevenue.com and click Forgot Password.

@AsYs-ePortal

Login
" First-Time User

I &, Forgot Password I

© Important information

The OASYS ePortal has been rolled out to county

Property Appraiser and Tax Collector office staff. it

will be rolled out to Taxing Authorities and Clerks of
Court in the future

/ Upcoming Maintenance

The OASYS ePortal may be down for maintenance
gach Sunday between 4-10pm

5.2 You will arrive at the Welcome to the OASYS ePortal screen. Enter the following fields
under Step 1: Enter Email & Username:

— Enter the Email (a) address that is associated with your OASYS ePortal account.

Enter the Username (b) that was provided for you in your account creation email.

Click Send Code.

You will receive an email with a Verification Code.

Welcome to the OASYS ePortal.

S5tep 1: Enlar Email & Usarmnmame

a [E il =

b e :
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5.3 Enter the Verification Code under Step 2: Enter Code. Then, click Submit.

Step 2: Enter Code

An emal has been sent 1o above address with a code. Code will only be good far 15 minutes.

Code:

Plaase allow al least 1 minute after clicking the Send Code button bo receive email For the security of your account, your abiity to
createimesel your password will disabled for one hour after 5 code requests within 20 minutes

5.4 You will arrive at Step 3: Create Password, where you will create and confirm your
password. After confirming your password, click Update Password.

Step 3: Create Password

Password requirements:
» 3 of the 4 characler types
o Lowercase character (a-2)
o Uppercase character (A-2)
e Number (0-9)
e Symbol (@#S% & -_1=7)
» 8-64 characters

Password:

Confirm Password:

Update Password

5.5 You will receive a confirmation message. Click OK. You are now finished updating your
password.

ptoportal.floridarevenue.com says

Your password was successfully set. When you click OK, you will be

redirected to the ePortal Landing Page to login.
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6. Dashboard (Home)

6.1 When you successfully log in, you will arrive at your OASYS ePortal Dashboard. Here,
you will see several features.

— The Messages (a) feature alerts you to messages from PTO. Detailed information
about Messages is provided in the Accessing OASYS ePortal Messages section of
this user guide.

— The Your Applications (b) feature contains applications and functionality to which
you currently have access. A brief description of Your Applications is provided in the
Accessing OASYS ePortal Applications section of this user guide. Detailed
information about each application is provided in the application’s user guide (found
under the resources tab within the application).

— The Your Important Dates (c) feature displays dates that are important to your
office type as well as any links to applicable Florida Statutes. This feature shows
important dates for the next 30 days. Detailed information on Your Important Dates
is provided in the Important Dates section of this user guide.

— The Contact PTO (d) feature contains links to key contacts within PTO to reach out
to with specific questions.

— The My Office (e) feature contains information about the office in which you work.

— The References (f) feature contains links to information that are closely linked with
tasks you might perform for PTO.

@ASYS-ePortal

Please use Chrome as your browser to have the best experience using ePortal.

Contact PTO

d General Questions

Public Records Requests Your Applications
Cerfification and Training

You have 3 unread messages - click o view

Q

PTO Key Contacts

Refunds and Certificates System

Access Management b

The Honorable John Power

Alachua County Tax Collector
Contact Management
12 Southeast 1st Street

County Administration Building
Gainesville, FL 32601

Office Website To request 2 change o your application aceess, please contact Angela Omelas or Kasondra Day or Cassi McAllister or John Power or Jennifer Kawakami or Kathryn Ziewitz from your
office.

Manage Office Gontacts

Manage Office Access

Your Important Dates Search Calendar

References Date Responsible Party item References
April 24 Collector Give information to mortgagee or lien halder of personal property
Find a County Official if asked for by May 1 of last year (before April 25).
Find a Clerk of Court c
f Florida Adminisirative Code April 29 Collector Prepare warrants for levy on and seizure of tangible personal
Florida Statutes property that became delinquent last year (before April 30)
Local Government Property Tax
Process April 30 Taxpayer File initial application to prepay taxes by installment for the current
Revenue Law Library year. After receiving an application for prepayment, the collector
Doc Stamp Tax will gend the taxpayer a quarerly tax notice
Estate Tax
April 30 Collector Send a second tax nofice to taxpayers whose taxes have not been
R

11
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6.2 Several useful tabs are available in the blue ribbon at the top of your OASYS ePortal
Dashboard. The ribbon, with the same four tabs, appears on all screens within the
OASYS ePortal. The function of each tab is described below:

— The HOME (a) tab returns you to your OASYS ePortal Dashboard from other screens
with the portal.

— The PROFILE (b) tab brings you to your user profile. Detailed information about the
Profile page is provided in the Accessing OASYS ePortal Applications section of this
document.

— The HELP (c) tab brings you to the Report Technical Problems screen. Detailed
information about this screen is provided in the Reporting Technical Problems
section of this document.

— The RESOURCES (d) tab provides useful links, including a link to this user guide.

a b C d

HOME PROFILE HELP RESOURCES-

12
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7. Accessing OASYS ePortal Messages

7.1 You can access your messages from your OASYS ePortal Dashboard. Click the Click to
View link in the Messages section to access your messages. You will arrive at the Your
Messages screen.

HOME PROFILE HELP RESOURCES~
@ASYS-eDorta |
Please use Chrome as your browser to have the best experience using ePortal.
You have 3 unread messag 2s - click to view
General Questions —
o
PTO Key Contacts
m Refunds and Certificates System
Access Management
The Honorable John Power
Alachua County Tax Collector
Contact Management
12 Southeast 1st Street
County Administration Building
7.2

Messages will appear in your list based on your subscription categories, the type of
office that you work for (i.e., Property Appraiser, Tax Collector, etc.), and the
applications to which you have access. As mentioned in the Manage Subscription

Categories section of this document, you can update your subscriptions on your User
Profile.

On the Your Messages screen, you will notice your inbox in a data table with several
columns. Note that you can export your inbox to CSV and can sort on any column.

@AsYs-cPortal

Your Messages

Mattages appear in your kst basad on your subscription categanes. the type of office type that you wark for (ie Proparty Appraiser. Tax Collectar). and tha applications 16 which you have access. Unraad messages will appear in bold Archived messages will appaar in
iafies. You can update your Subseription Categores from yeur Profile paga

[Whari as Read | [ Mark as Uneead || Archive
cav |Show[25 v |enties Search |
I View Sent Subject Category
L] NN 4:32 PM 2020 PTO Informational Bulletin 20.01 Forms | Updates
-] MNARZE 4:27 PM Total and Pesmanent Disability: 2020 Income Limitation ive Forms | Legislation | ing | Emergency
Owders
® MA2021 427 PM o Notica of Developement of Rulemaking Ruleenaking
Showing 1 ta 3 of 3 entries First Pravious 1 Bt Last
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7.3 The Your Messages screen features several action links and data for each message row
in the data table:

— The Select (a) column allows you to select an individual message. Click the toggle
box (71)to select the message shown on that line of data.

— Click the @ icon in the View (b) column to pull the message up in a pop-up window.

— The Sent (c) column shows the date and time that the message was sent. Messages
are automatically sorted newest to oldest.

— The Subject (d) column lists the subject line or title of the message.

— The Category (e) column shows the category with which the message was tagged.

a b c d e
1k View Sem Subect Calegony
-] B 2:75PM Tax Redl Apgaoval 55 . CM Tax Rall Approval
- BSR0G 211 PR Budgen Test 679 - CM eondiet
- GG 155 PW Leghslation Tesd &9 . CM Legislabiom
Frowing 16 3 of J sntdas Fesl Pt

7.4 Notice the three buttons above the inbox.

— After selecting one or multiple messages, click Mark as Read (a) to indicate that you
have read the message. Messages that are marked as read will appear without bold
text.

— After selecting one or multiple messages, click Mark as Unread (b) to indicate that
the message is unread. Messages that are marked as unread will appear in bold text.

— After selecting one or multiple messages, click Archive (c) to archive the message.
This will send the message(s) to your Archived Inbox. Messages that are archived
will appear in italics.

@ASYS-{;— Portal

Your Messages

Vsinngen iyt in (s Barbunid on | oud tabacrgmion camagarias T tvpk of ofos 1Es o ok b {8 Progen, App a b C

- Mark as Read '|' Mark as Unread | [ Archive

Seasaeth

e St Saect Cagory

L UG 12 P FU0FT0 eborrratoral Bulletin # 47 ForrmiAurnates | crem | Solrear s Webste Uipdasa

b - TR &7 P Bl g Prrraeas [inaislety 05 b grrm Listston Foeess Ly g o ¢ Eemrguecy
. Crdary

- YL 42T P & hutics of Dsloprasnt o Fussmuling Feermaing

14



User Guide OASYS ePortal 2022

7.5 You may also search the message table contents by entering any word, phrase, or
number into the Search box above the inbox data table.

@ASYS*-’.?:-'J rta

Your Midages

MArULE A P RS EIED B RS R g, Ty P Ry By
By o o apdat e Sebnorpiion Cxivgoems o s

(=

L magry

- TR 4 0N A T wdemwssbacrsal Pasleien i 01 R e e e e T

= TR 4 T | ST S N T — pa— [ NSy (T YT —

Cebmn

L] VAN A # Somii o Uil of Hamaning -y

7.6 By clicking the icon in the View column next to a message, you will arrive at the View
Message pop-up window. After reading the message, you can click one of two buttons.

— Click Mark as Read (a) if you wish to indicate that the message has been read upon
closing the message window. This option will not be available if you are reading a
message that is already marked as read.

— Click Close Message (b) if you wish to close the message without indicating that the

message has been read. This is the only option available for messages that have
already been marked as read.

View Message

Ta open an afiachment in 8 new (ab right click on the attachment Bnk and sefiect “Open Erik in nevw tab”

&

Subject Ermor Tasting

Sent Date: TVS2021 123502 PM

Teafing bo see if | get an ermor again

Work 2= Read

7.7 Messages that contain an attachment will have the @Paperclip icon next to the Subject
of the message like the message below.

(] @ 8/16/2021 8:18 AM & 2020 Complete Submission and Roll Annual Changes / Tax Roll Approval
Evaluation Standards

15
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7.8 When viewing a message with an attachment, right click on the attachment link to open
the attachment documents in a new window tab as shown in the image below.

View Message
To open an attachment in a new tab, right click on the attachment link and select "Open link in new tab™

Subject:  Malice of Development of Rulemaking

Sent Date: TM/2021 427:02 PM

NOTE: THIS IS FOR TESTING PURPOSES ONLY

The Department of Revenue has added to its website for Proposed Rules 2 Notice of Development of Rulemaling published i the
Florida Administrative Register on August 24, 2020 (Vol. 46, No. 163, 1), proposing an amendment to Rule 12D-7.004(4)(c),
Flerida Administretive Code, removing the Florida residency requirement for this exemption from he rule based on @ decision by the
Florida Second District Court of Appeal, in Dap't of Revenus v. Bell, 290 So0.3d 1060 (Fla. 2d DCA Feb. 19, 2020).

The Department of Revenue has added to its website for Props
Florida Administrative Register on August 26, 2020 (Vol. 46, No, 167,
5014, DR-501TS, and DR-502 to remove the notarization requi unless specifically required by Florida law and te provide for
verification using sworn statements. The proposed amendment to Form DR-486POA incorporate updates to provide for online
notarization based on Chapter 2019-71, Laws of Florida. Proposed revisions to Form DR-432 are necessary to remove the requirement

2 Notice of Development of Rulemaking published m the
3390), propesing revisions to Forms DR-432, DR-

that the claiment must cccupy the property in order to establish adverse possession of the property as provided in 5. 93.18, Florida
Statutes.

If requested in writing and not deemed wnnecessary by the agency head, 2 rule development workshop will be noticed in the next
available Flonda Admimistrative Register, for the following rule sections:

Rule

_C.. Exemption for Certain Permanently and Totally Disabled Veterans and Surviving Spouses of Certain Veterans
Rule 12D-16.002

otarization), F A C.. Index to Forms

Please send your comments to DORPTO@ floridarevenue com

Attachments: Test File pdf .

| To open an attachment in a new tab, right click on the attachment link and select Open fink in new tab

S |

7.9 The Filters box next to the inbox data table allows you to apply filters to your inbox.

— The filters under Categories are populated based on the contents of each user’s
messages. This means that you will not see a category filter for a message category
that is not present in your inbox.

— You can access your archived messages by clicking the Archived link in the Filters
box.

— You can also clear your filters by clicking the Clear Filters link in the Filters box.

Clear Fillars

Unread (4]

& Tax Roll Approval

16
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7.10 Important features of OASYS ePortal messages to note:

— Messages within the OASYS ePortal are one-way. This means that PTO can send
messages to county users through the OASYS ePortal, but county users cannot reply
to these messages through the OASYS ePortal.

— Messages will also appear in the county user’s email inbox associated with their
OASYS ePortal account. This means it is not necessary to log into your OASYS ePortal
to view messages sent from the portal.

— Depending on the message content, the message may contain specific information
for reply emails outside of the OASYS ePortal.

17
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8. Accessing OASYS ePortal Applications

8.1 You can access PTO applications from your OASYS ePortal Dashboard. All applications
for which you are an authorized user will be listed in the Your Applications box on your
dashboard.

8.2 To access an application, click the application name. You will arrive at the home page for
that application and will leave the OASYS ePortal.

Your Applications

Contact Management

Access Management

Refunds and Certificates System

Sale Qualification Study

8.3 You will also see a message at the bottom of the Your Applications box informing you to
contact the Access Manager for your office to request a change to your application
access.

Your Applications

Contact Management

Access Management

Refunds and Certificates Systam

Sale Qualification Study

@ change 1o your applcabon socess. pleass contscl Caws MoAllinter or Kristen Vera hu-nwa

e e —
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9. Important Dates

9.1

9.2

The Your Important Dates feature on your OASYS ePortal Dashboard will display
important dates for your office type that occur within the next 30 days.

Click Search Calendar to access and view a full list of important dates.

Date

Your Important Dates Search Calendar

Responsible Party ltem References

9.3

You will arrive at the Important Dates screen. Here, you will select the following fields:

— Use the Office Type (a) dropdown list to select the type of office for which you wish
to see important dates.

— Use the Select Date Range (b) calendar to select the beginning and end date range
for which you wish to see important dates.

— After selecting the necessary information, click Search.

Important Dates
Plaase salect the desired office typais) and then seled the dasied date range using the predaterminad ranges of the calendar date picker and click Search
a Office Type:

Mone selecied =

b Select Date Range:

19
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9.4 For example, if you wish to see important dates for tax collectors for November 1
through December 31, 2021, you will first select Tax Collector in the Office Type
dropdown list.

@Asys-cPortal

Important Dates

Plaass sebact the desirad office typa(s) and then select the desired date range using the predetermined ranges or the calendar date picker and dick Search
Office Type: Tae Collector -

Select Date Range: =1
Select all

O Proparty Appraiser
Seard . Tax Colleclor

Value Aduestment Board

Next click in the Select Date Range box to open the calendar tool. Select November 1,
2021 as the start date and December 31, 2021 as the end date.

@ASYS-eDortal

Important Dates
Pleisa select the desired ofice type(s) and then saled the desined date rangas using the predeterminad ranges or the calendar date picker and dick Search
Difice Type:

Tan Colisctor =

Select Date Range: 12021 - 12012021

Fimat 30 Guryn & [mor ~ | [ v Dec w | w| F

Fiexi 50 Darys

Fiexi 30 Darys
2 ] 4 5 & i 3 i 4

Fiewl 132 Dy

This will populate the Select Date Range box with the appropriate date range selected.
After selecting the necessary information, click Search.

@ASYS-E‘DDI'PH|

Important Dates

Pl vt o Sl ol fypa o ool Baten naiect Fon Ssaael S aroge sy ot pacitarral 1o o Pa e daim pechar sl ook e

Ol Ty

Rl § | i g

20
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9.5 Once Search is clicked, search results will be displayed in a table with the following
fields:

— The Date (a) column displays the actual deadline/date for the important date.
— The Office Type (b) column displays the office to which this important date applies.

— The Responsible Party (c) column displays the party responsible for performing an
action by a specific date.

— The Item (d) column describes the important date in detail.

— The Florida Statute(s) (e) column lists any applicable Florida Statute(s) related to
that important date.

— The References (f) column contains links to information relevant to that important

date.
e
a , C d i ¥
iy Tyga btk Pamy e Lt bt

9.6 There are several additional features for search results:

— Every column can be sorted ascending or descending by clicking the respective
Arrow to the right of the column heading.

— The table results can be filtered by entering text in the Filter text box (upper right
corner of the table results).

— The number of entries can be modified by selecting the preferred count in the Show
Entries menu (near upper left corner of the table results).

— The resulting table can be exported to as a comma delimited file by clicking the CSV
action button (far upper left corner of the table results).
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10. User Profile
10.1 From your OASYS ePortal Dashboard click the PROFILE tab.

10.2 You will arrive at your User Profile. Here, you will see several features.

— The My Credentials (a) feature allows you to change your password by clicking
Change Password.

— The My Picture (b) feature allows you to upload a profile image by click Upload
Profile Image.

— The My Contact Information (c) feature allows you to change select pieces of your
contact information. You can click Update Nickname to update your nickname. You
can also click Add/Update next to Certification(s) to modify any certifications that
you hold.

— The My Application Access (d) feature allows you to view the level of access that
you have for PTO applications and/or office functionalities.

— The My Subscription Categories (e) feature allows you to manage the types of
communications you receive from PTO. This is discussed in further detail in
the Manage Subscription Categories section of this document.

_ sl pnbion s
Thes & TN e L 0
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- -
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11. Manage Subscription Categories

11.1 From the User Profile screen, you can also manage your subscription categories under
My Subscription Categories.

11.2 Select/unselect the checkboxes as appropriate and click Save.

My Subscription Categories

fou choose which types of messages to
receive from PTO by subscribing to the
sulbjects you prefer. The categories below list
the topics of routine messages that may be of
interest to you and your office.

To receive meszages about any categarny.
s=lact the checkboo next to it and press Save.
Choose as many categones as you like. To
unsubscribe from 3 category, de-select the
checkbaox for that category and press Save.

Category Subscriptions

Budget

Fiscally Constrained
Formfalternative
Forms

Leqgizlation

Annual Changes
Rulemaking

Tax Roll Approval
Sale Qualification
Study

TRIM

WAE

Gl3Mapping
Emergency Crders
Matural Disasziers
Software/\Website
Updates

[ < <

[ <. < I <.

ooo@aoa

11.3 This will control what messages you receive.
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12. Reporting Technical Problems
12.1 From your OASYS ePortal Dashboard click the HELP tab.

HOME PROFILE RESOURCES -

12.2 You will arrive at the Report Technical Problems screen (shown on the next page). Here,
you will see many fields.

— Input the first and last name of the person experiencing the technical problem in the
Name (a) field.

— Input the portal username of the person experiencing the technical problem in the
PTO Portal Username (b) field.

— Input the email address of the person experiencing the technical problem in the
Email (c) field.

— Input the direct phone line of the person experiencing the technical problem in the
Phone Direct Line (d) field.

— Input an additional phone number for the person experiencing the technical
problem in the Other Phone (e) field if applicable.

— The Date (f) field should be automatically populated with the current date.

— The Time (g) field should be automatically time stamped.

— Input the URL where the technical problem is occurring in the URL (h) field.

— Select the browser that you are using from the Browser Type (i) dropdown list.

Options include Chrome, Edge (79 or above), Firefox, Safari, Edge (78 or below),
Internet Explorer, Other.

— Select the application where the technical problem was experienced from the
Application (j) dropdown list. The options will include the currently available
applications.

— Select the type of problem experienced from the Category of Problem (k) dropdown

list. The options include Error received, Locked out of account, Unsure of what to
do, Other.

— Input detailed text of the technical problem that occurred in the Description (I) box.
Be as thorough as possible, as this will help provide additional clarity to the technical
problem being experienced.

— Upload an image in the Screen Shot (m) field. Please try to include the URL in the
image and make sure that the image is not blurry.

— Select your county in the County (n) dropdown list.

— Input the record # in the Record # (o) field. This is an optional field that might apply
to problems experienced in VPI, RACS, or ATS where there are record numbers that
would be useful for troubleshooting.
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12.3 Above these fields, you will notice two buttons.

Report Technical Problems

3 b
om reporing i o (KRR

— Click the Self (a) button to automatically populate the Name, PTO Portal Username,
Email, Phone Direct Line, and County fields mentioned above with your information.

— Click the Someone Else (b) button to manually enter all required fields.
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— After entering the necessary information, click Submit.

Application * :

Fefunds and Certificates System v
Category of Problem * : Emor received -
Description * : Testing for User Guide
P
Screen Shot* : | Choose Files | Access lcon PNG
County: 19 Citrus »
Record #:

Submit

12.4 The user associated with the technical problem will receive a confirmation email like the
one below detailing the technical problem.

Technical Problem Report (Quality Assurance)

® PTO EXTERNAL Motifications <pto-apps-no-reply@floridarevenue.cor
To @ pto-oas) Kristen Vera

Access [con.PNG
q‘ 1KB

Application: Refunds and Certificates System

Category of Problem: Error received
Mame: Kristen Vera

PTO Portal Username: ctspa-verak
Email: kri @flori

Phone Direct Line: (828) 888-8888

Description: Testing for User Guide
County: Citrus

Browser Type: Chrome

Date: 10/15/2021
Time: 11:57:29 AM

Attachments: Please Review the Attachment(s).
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13. Contact and Access Management

The OASYS ePortal allows for county offices to manage their own contact list. Additionally,
county offices can manage staff access to applications and functionalities within the OASYS
ePortal. Sections 13 through 17 of this user guide are intended for those individuals who are
designated as Contact and/or Access Managers within their county office. This functionality
allows county offices to manage contact lists, request application access, and designate other
Contact and Access Managers within their office. The following diagrams provide an overview
of the Contact Management and Access Management process.

Contact Management

./’-Lngin to ™
' OASYS
\H ePortal P

Click Contact
Management
in Your
Applications
Update Add New Edit Delete
Office Info Contact Contact Contact
Enter and Enter and ) Select and
Edit and save )
SHVE MEW SEVE MEW et submit end
office contact ) fccl : " date for
information. information. B contact.
. v
g ™~
N\
[ Office information \ [ Office contact list
\ updated. .a' \ updated. /
Y ¢ '\ ¥,
. S . S
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Access Management

Login to
DASYS
ePortal

Click Portal
Management

h 4

Click PTO
Access
Management

v
Select office
or
application
criteria and
click Search.

— — )

. Edit
Update Add New Edit Delete Contact
onta
Office Info Contact Contact Contact
Access
Enter and Select contact’s
o .new L 2 v v level of access
iof OH:'EE - J et and for application
information. nter an elect an N
- or function.
SAVE New Edit and save submit end
contact . contac_t date for
information. information. contact.
i PTO approves
Office No—» application
information Contact or Access access
updated. Management?
Office contact list Yes
updated.
Contact's level
of access is

updated.
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14. Contact Management

14.1 If you are designated as a Contact Manager for your office, you will see a Contact

Management link in the Your Applications section of your OASYS ePortal Dashboard.
14.2 Click Contact Management.

*Application and functionality access
depends on access selected for you by
the Access Manager. Not everyone will
see the same links here.

Contact Managemeant

Access Management

Refunds and Certificates System

Sale Qualification Study

Ta sequedl 3 change 1o your AppRCalon Sooeid. please contact Casas MoAliater of Miisten Viera from your offce

14.3 You will arrive at the Contact Management screen. Here, you will see contact

information for your office along with a data table containing the list of contacts.
This data table can be exported to CSV and can be sorted on all columns.

e Rl Pl ity Paopery AQDr e
E=and e i - i gt
=n s L
us AEZepik FEpaesyl BAErLE
Line 1 taor T Bt St Line 1
L T Sl 208 L
CHy R T Gy
Lz Lo
| wemomens. | simwcoma |
B - L
P
Lt ] Curpin PRord
Wi [ H Fury Mg Eerey (L] W g
drtse g Bz " R s Trea Fanztan Ermasi ] L1238 LiTE Call
o
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14.4 Beneath the office information, you will notice two buttons.
— Select Update Office Info (a) to update address information for a specific office.

— Select Add New Contact (b) to add a new contact to your office.

Office: Alachua County Propery Appraiser
Chiet Officer: The Honorabie
Office URL:
Mailing Address Physical Address

Line 1: 515 Morth Main Street Line 1:
Line 2: Suite 200 Lime 2:

City:  Ganesvile City:

Zip: 32601

Update Office info

14.5 Under the Action column on the data table, you will notice two icons:
(% Editand x Delete
— Select the Edit (a) icon to edit an individual’s contact information.

— Select the Delete (b) icon to delete an individual contact.

Action

Gx

ab

14.6 Itis important to note that only a few individuals in your office will have Contact
Management capabilities. You should reach out to the Access Manager in your office to
request any changes to your access.
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15. Updating, Adding, and Modifying Contact Information Examples

15.1 If you wish to update your office’s contact information, click Update Office Info on the
Contact Management screen.

15.2 You will arrive at the Update Office Information pop-up window shown below. Here,
you will select or enter information for the following fields:

— Select the Chief Officer (a) from a dropdown list of contacts. Only the OASYS ePortal
Manager can update the Chief Officer.

— Optionally, enter an Office Alias (b).
— Enter the website URL in the Office URL (c) field.
— For the office Mailing Address, enter Line 1, Line 2, City, and Zip code (d).

— Check the box next to Physical address is the same as mailing address (e) if the
office’s physical address is the same as the mailing address. If checked, then the
Physical Address fields will gray out. If unchecked, then the user will have to enter
information in the Physical Address fields.

— For the office Physical Address, enter Line 1, Line 2, City, and Zip code (f).

— After selecting or entering all appropriate information, click Submit.

Update Office Information

d  cChief Officer: Gy Asondia -

b Office Alias:

Office URL: www.acpafl.org

C
d  Mailing Address

Eine:i 515 North Main Street

Line 2, Suite 200

CIt‘v: Gainesville
Zip: 32601
@ [  Physical address is the same as mailing

address

f Physical Address

Line 1:
Line 2:
City:

Zip:

[ .
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15.3 If you wish to add a new contact, click Add New Contact on the Contact Management
screen. You will arrive at the Add New Contact pop-up window. Here, you will enter
information for the following fields:

— Enter the First Name (a) of the contact. Please confirm that the first name is spelled
correctly before submitting. This field cannot be updated once submitted. This field
is required.

— Enter the Last Name (b) of the contact. Please confirm that the last name is spelled
correctly before submitting. This field cannot be updated once submitted. This field
is required.

— Enter the Nickname (c) of the contact if applicable. This field is optional and can be
updated by the contact later.

— Enter the Title (d) of the contact’s job position. This field is required and can be
updated by the Contact Manager later.

— Enter the Email (e) for the contact. This field is required and can be updated by the
Contact Manager later.

— Enter the Phone Direct Line (f) for the contact. This field is required and can be
updated by the Contact Manager later.

— Enter the Ext (g) number to the Phone Direct Line if applicable. This field is optional
and can be updated by the Contact Manager later.

— Enter the Phone Main Line (h) if applicable. This field is optional and can be updated
by the Contact Manager later.

— Enter the Phone Cell (i) if applicable. This field is optional and can be updated by the
Contact Manager later.

— Enter the Fax (j) if
applicable. This field is Add New Contact
optional and can be updated

by the Contact Manager 2 Fetten:
later. b vLastName: [
C Nickname:
d moe: | oo reger
f Pnone pirect Line: [ A

h Phone Main Line:
i Phone Cell:

.
J Fax:

s
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15.4 After entering all appropriate information, click Submit. Once you click Submit, an email
is sent to the new contact requesting that they complete their account setup. The
Contact Management page will also update to show the newly added contact.

cov | Shew [ ] enirias Files

Phone
Phons Dlirect Phone
Lser First Harme Direct Line Wun Phane Last
Ahetion image Lanst Haims “Hickmname™ Usarlid Title Emall Line Est Line Cell Fax Cenifications Uipeated

B 1P Tasher
miallisters

B DO& PTD
seipiofiorid Halp

rinchar] Cumitact

15.5 If you wish to edit an existing contact, click the G Edit icon on the Contact
Management page.

15.6 You will arrive at the Update Contact pop-up window. Here, you can edit the Nickname,
Title, Email, Phone Direct Line, Ext, Phone Main Line, Phone Cell, and Fax fields
mentioned in the previous example of adding a new contact.

— After editing a contact’s information, click Submit. Once you click Submit, the
Contact Management page will update to show the newly edited information for
the contact.

— ltisimportant to note that the First Name and the Last Name fields cannot be
edited via this method. To edit the name of the contact, you must delete the current
contact and add them as a new contact.

Fowi
[ e

ol A

]

]
e
Penlnciee: | o
Phons Main Use: | N

PR (ol

Fan
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15.7 If you wish to delete an existing contact, click the Delete icon ( %) on the Contact
Management page. You will arrive at the Remove Contact pop-up window. Here, you
will enter the Remove Date before clicking Submit. Be sure to select the date on which
to remove the individual from the office contact list. All access for this user will be
disabled as of the selected date.

Remove Contact

Name: |

Title: ISP Contact

enoi

Select date on which to remove individual from office contact
list. All of this user's access will be disabled as of this day

Remove Date: 04/19/2021 -

— After clicking Submit, a confirmation message should appear. Click OK.

ptoportal. floridarevenue.com says

The removal date for [ h2s been submitted

— The Contact Management page will update and no longer show the removed
contact if the removal date has passed.

— The Contact Manager and Access Manager for your office should receive an email
like the one below confirming that the contact has been removed.

PTO ePortal access was removed by Jane for || 2nd is effective on 4/19/2021 12:00:00 AM. If you believe this
contact's PTO ePortal access was removed in error, please contact Jane Rinehart for assistance.
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16. Access Management

16.1 If you are designated as an Access Manager for your office, you will have an Access
Management link in the Your Applications section of your OASYS ePortal Dashboard.

16.2 Click Access Management. You will arrive at the Access Management screen.

*Application and functionality access depends

on access selected for you by the Access
Contact Management . .
Manager. Not everyone will see the same links

Access Management here.

Refunds and Certificates System

Sale Qualification Study

To requesi 2 charge 1o your applicabion access, piease conacl Cassi McAllisfer or Kristen Vera from your office

16.3 Here, you will see contact and access information for your office in a data table. Note
that this data table can be exported to CSV and that it can be sorted on all columns.

csv |Show|5 ~ | entnes
Refunds
and Sale Truth
User Last First Name Access Central Contact Cartificates Quafcation n

Action Image Hame “Hickname™ Usarid Titte Fungiion Management Assessment Management System Study Millage
a.cx 152 Mot Recorded Lsexr Primary Liser Prirmary Wiew Dty User Primary

Conta
S _ il s
aox PTO Wot Recoeded

Tesier
Lox =] PTO Mot Recoeged i Omily

Tester
Q.o PTO Mot Recoetied Wi ity

Tester
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16.4 Under the Action column on the data table, you will notice three icons:
@:Access (% Edit X Delete

— Select the Access (a) icon to modify contact access to OASYS ePortal applications
and/or functionalities.

— Select the Edit (b) icon to edit an individual’s contact information.

— Select the Delete (c) icon to delete an individual contact.

Action |:
&G %
abc

16.5 Itis important to note that only one or a few individuals in your office will have Access
Management capabilities. You should reach out to the Access Manager in your office to
request any changes to your access.
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17. Requesting and Removing Access Examples

17.1 If you wish to request access to an application for a contact, click the Q. Access icon on
the Access Management screen next to that individual contact’s name.

17.2 You will arrive at the Manage Access pop-up window. Here, you can modify a contact’s
access to specific OASYS ePortal applications. You can also designate a contact as a
Contact Manager or Access Manager from this pop-up window.

— For example, this contact currently has No Access to Central Assessment.

— If this contact should have View Only access to Central Assessment, select the
appropriate option from the dropdown list next to that application.

— Click Submit.
Manage Access
Mame: Kristen Vera
Office: Osceoia County Propeny Appraiser
Refunds and Certificates o gt
i AL S -
System:
Central Assessment: Mo ACCEss 5
Mo ACcess
Contact Management: [T Lo
Sale Qualification Study: Mo ACCess -
Access Management: User Primary .
Truth in Millage: NO ACCESS -
=
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17.3 Itis important to note access to an OASYS ePortal application requires the application
owner within PTO to approve the request. Therefore, a status of Requested: View Only
in the column for that specific application.

User Last First Name Access Central Contact
Action Image Hame “Hickname™ Userid Title Function Managemaent Assessment Management
aEx Viera Kreshen “Kns" ascpa- FTO Mot Reconded User Frimary Requested. View Uiser Primary
verak Conmact by

17.4 Once access is approved, the status of the contact’s access will update to show the level

of access.
Refunds
and
User Last First Name Access Central Contact Ceriificates
Action Iﬂlm Mame "Hicknamea™ Userid Tl Funstion Ma.l“ﬂlmlﬂl ASSESSMENt “IHIHIM!HI B?illl'ﬂ
Q& f Vera Kirsten "Kns” O5Cpa- FTO Mat Recorded Uiser Primany View Onilty Usar Primary

werak Confact

17.5 If you are requesting that someone be an Access Manager or a Contact Manager, the
request will not go through an approval process.

— For example, the contact below currently has No Access to Contact Management.

— I this contact should have Primary Access to Contact Management, select the
appropriate option from the dropdown list next to Contact Management.

— Click Submit.

Manage Access
Mame: Lizette Keily

Office: Osceola County Property Appraiser

Refunds and Certificates Mo Access -
System:

Central Assessment:

MO ACCESS w

Contact Management:

Sale Qualification Study:

Access Management:

Truth in Millage:

[ |
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17.6 After clicking Submit, the contact’s level of access for Contact Management will update
without further approval.

Uiser Last First Narme Arceis Central Contact
Action Image Name "Mickname” Userid Title Function Management Assessment Management
Q. Cx welhy Lizetle osCpa- Sr Mot Recorded Utser Frimary
EElyi2 Program

Admin

17.7 If you wish to remove access to application for a contact, click the Q. Access icon on
the Access Management screen next to a specific contact. You will arrive at the Manage
Access pop-up window. Here, you can modify a contact’s access to specific OASYS
ePortal applications and Contact and Access Management functions

— For example, this contact currently has View Only access to Central Assessment.

— If this contact should have No Access to Central Assessment, select the appropriate
option from the dropdown list next to that application.

— Click Submit.

— After clicking Submit, the contact’s access to that application will be removed
without going through an approval process.

— The Access Manager in the office will receive emails when access is approved and
removed for a contact.

Manage Access
Name: Kristen Vera

Office: Osceola County Property Appraiser

Refunds and Certificates

System:
Central Assessment: View Onl i
No Access
Contact Management: View Only
Sale Qualification Study: NoO AcCess 3

Access Management:

Truth in Millage:

—
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