Access to Public Access Portal

All agencies are required to subscribe for access by completing the Agency Access Request form for access for the
agency only or the Agency Access Request with Consultant Authorization form for access for both agency and
consultant.

Auditor | Public Access

Home Assessor Auditor Tax Collector

AAUDITOR

Welcome! Your Solano County Auditor-Controller is Phyllis S. Taynton, CPA

= Agencies may apply for subscriber access by completing the Agency Access Request form.

= Alternatively, the Agency Access Request with Consultant Authorization should be used by
agencies employing a consultant.

Auditor-Controller Office Information

Office Hours: 8:00 a.m.- 5:00 p.m. Monday-Friday (excluding Holidays)
Telephone: T07-784-6283

Fax: 707-784-3420

GContact the Auditor-Controllers Office

Address:

675 Texas Street
Suite 2800
Fairfield, CA 84533

Please click on the appropriate link for access request. Once the form is submitted, allow 10 business days, to receive
an email as shown below with log in information. Please follow the link in the email to access the portal and reset
your password.

From: Aumentum Public Access <donotreply@publicaccessnow.com>
Date: Mon, Apr 10, 2023 at 3:59 PM

Subject: Solano County Public Access New User Registration
To: <rdelamora@solanocounty.com>

Dear Solano County,

We are pleased to advise that you have been added as a Registered User to Solanc County Public Access. Please read the following information carefully and be sure to save
this message in a safe location for future reference.

Portal Website Address: ca-solano.publicaccessnow.com
Username: Solano.County

If you do not know, or cannot remember, your password, please go to http://ca-solano.publicaccessnow.com/default.aspx?ctl=PasswordReset&resetToken=91d235e5-
044312-8 to reset it.
Thank you, we appreciate your support...

Solano County Public Acoess|

Page 1 of 11

S:\PROPTAX_GRANTS\Policies & Procedures\Property Tax\Accessing Public Access Portal.docx Updated 4/20/23



Uploading Special Assessments and Bonds

Click on the link to access the portal Public Access. You will need to log in to see the Fixed Charges option.
Please click on the FIXED CHARGES box to enter the application.

Auditor | Public Access

Home Assessor  Auditor  Tax Collector

AUDITOR

Welcome! Your Solano County Auditor-Controller is Phyllis S. Taynton, CPA

= Agencies may apply for subscriber access by completing the Agency Access Request form.

= Alternatively, the Agency Access Request with Consultant Authorization should be used by
agencies employing a consultant.

Subscriber Access:

FIXED CHARGES

Taxing authority users can submit
fixed charge data for validation
and final submission.

DEBT RATES

Select an agecy and submit
revised debt rate information for
the agency

The first step would be to validate the PINs (Property Identification Number, formerly known as APN — Assessor
Parcel Number). Click on the first link, Fixed Charges Submission.

Home Assessor Auditor Tax Collector

AUDITOR ) FIXED CHARGES

% Auditor-Controller Main

Please complete your fixed charges submission by August 10, 2023

Please download and review the Special Assessment submission guidelines.
After reviewing the submission guidelines, proceed to file the appropriate electronic forms below:

1 « Fixed Charges Submission
Enrolled agencies and their authorized consultants may use this form to file direct charges.

« Annual Fixed Charge - Corrections Only File Submission
Enrolled agencies may use this form to submit corrections for a fixed charges submission. Please note that consultants
are not authorized to submit corrections.

« Submit Supporting Documents
Charges submissions requiring supporting documentation can be supplemented via this form.
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Here you either browse or drag the file formatted as instructed on the document 23-24_CATS (AT) Format-Bond &
Non-Bonds or the File Format Requirements shown on the screen.

Home Assessor Auditor Tax Collector

AUDITOR ) FIXED CHARGES p VALIDATE FILE

4 Fixed Charges Main

How to validate your fixed charges file

This tool verifies your annual fixed charges file formatting. It will confirm that the file is in the correct format
and contains the proper fields within it. After your file passes format validation, you may proceed to the fixed
charges submission process where you will attach the file to your filing.

File Format Requirements:

+ The file type should be of comma-separated value format with an extension type of *.csv.

« Field 1should contain the ten-digit numeric Property ID (PIN) (e.g. 0123456789).

« Field 2 should contain the Special Assessment Number (e.g. 6000, 7599, 8999).

« Field 3 should contain the amount including decimals, but without dollar signs (e.g. 17.76, 100.00).

Drag a File Here or

BROWSE FOR FILE

Once your file is attached or dragged, you will see a Summary Results: Count Per Special Assessment and Dollar
Amounts Per Special Assessment (message at the bottom). If your submission has no errors, you can then click on
Continue to proceed with filing.

4 Fixed Charges Main

How to validate your fixed charges file

This tool verifies your annual fixed charges file formatting. It will confirm that the file is in the correct format
and contains the proper fields within it. After your file passes format validation, you may proceed to the fixed
charges submission process where you will attach the file to your filing.

File Format Requirements:

« The file type should be of comma-separated value format with an extension type of *.csv.

» Field 1should contain the ten-digit numeric Property ID (PIN) (e.g. 0123456789).

« Field 2 should contain the Special Assessment Number (e.g. 6000, 7599, 8999).

« Field 3 should contain the amount including decimals, but without dollar signs (e.g. 17.76, 100.00).

Drag a File Here or
BROWSE FOR FILE )

__3 ((T=stFizeachargesFile2023.04 10 cou (2398) X |

File Validation Successful. Select "Continue” to proceed with filing

Summary Results:

» Count Per Special Assessment

» Dollar Amounts Per Special Assessment

CONTINUE
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If your submission has errors, it will show red error messages as shown below and you will not be able to proceed.

AUDITOR ), FIXED CHARGES ) VALIDATE FILE

4 Fixed Charges Main

How to validate your fixed charges file

This tool verifies your annual fixed charges file formatting. It will confirm that the file is in the correct format
and contains the proper fields within it. After your file passes format validation, you may proceed to the fixed
charges submission process where you will attach the file to your filing.

File Format Requirements:

« The file type should be of comma-separated value format with an extension type of *.csv.

« Field 1 should contain the ten-digit numeric Property ID (PIN) (e.g. 0123456783).

= Field 2 should contain the Special Assessment Number (e.g. 6000, 7599, 8999).

« Field 3 should contain the amount including decimals, but without dollar signs (e.g. 17.76, 100.00).

Drag a File Here or

TestFixedChargasFile2023.04.20.csv (548) X

Currency was expected for column Amount
Column: 3 Row: 1

Value: 9999 is incorrect and does not match your special assessment numbers on file
Column: 2 Row: 1

PIN value 255400 rmatted incorrectly.
Column: 1 Row: 1

To remove the file, simply click on the green X next to the file name that appears in the center of the white box.
Open your previously saved file and fix any errors. Refer to the File Format Requirements message on the screen to
properly correct for the errors. Click on Browse for a file to upload your now corrected file and if no errors you can
then click on Continue.

The next screen will ask if your submission file contains Bonded, Non-Bonded or Both. Please select one from the
drop-down menu and click on Continue to proceed.

Home Assessor Auditor Tax Collector

AUDITOR ) FORMS ) VIEWER

Fixed Charges Submission

Choose a filing type.

‘ Both Bonded & Non-honded
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The next page will be the official authorization form. Fill out and sign at the bottom. The date will auto populate
with the actual submission date. Click Continue to go to the next screen to continue with the submission.

Home  Assessor  Audilor  Tax Colleclor
ALDITDR ), FORME ) VEWER
Page 1of 1 CONTINUE

OFFICE OF THE AUDITOR-CONTROLLER
PHYLLIS S. TRYNTON, CPA

SHEILA 0. TURGO

Fixed Charges Submission

Flllng 'I‘ype: Both Bonded & Non-bonded
Agency Name: |
Agency Contact Name:
Agency Contact Email:
Agency Contact Phone: [

Rosaiba De La Mora

rdslamora@solanccaunty.com

Agency Contact Mailing Address

1am a consultant acting on behall of the agency.

(]

Tax Year: iz

M wilh i Offce of e Audtor-Conlralr.

Expected Special Assessment Totals  []  see attechment
¥ adaitional lines are required, please complete a spreadshest instead and select "See attachment.”
- - reg —=

Additional Information:

‘Name of authorized person submiting this filing Title of authorized parson submitting this Hing.

fum s WMDDAYYY

Verification (Signature] of authorized person Date of submissian.
subemitting this filing

Document Revision: 2022
Page 10f 1

CONTINUE

After you click Continue it will bring you to the following screen. Here you will be asked to attach the validated Fixed
Charges file. Upload the file here by clicking the ADD FILES... button. You have not uploaded until you click START
UPLOAD. If you have added a file in error, you can click CANCEL, prior to clicking PREVIEW.

Home  Assessor  Auditor  Tax Collector
AUDITOR p FORMS p VIEVER

Flxed Charges Submission PREVIOUS PAGE PREVIEW

Please include your validated Fixed charges file. The file format must be comma-separated. ending in *.csv. If you checked “See aftachment" on the prior form, please
also include your Expected Special Assessment Totals. The lotals fils format must be = xis * xlsx * bt or * csv up to 5MB in size If you nesd fo include supporiing
documents in addition to your filing, please use the "Submit Supporting Documents"” link.

ADD FILES..

TestFixedChargesFile2023.04.10.csv START UPLOAD CAMNCEL
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If the file has been uploaded in error, you can click on DELETE to remove it.

Home  Assessor  Audilor  Tax Collector

AUDITOR p FORMS p VIEWER

Flxed Charges Submlssion PREVIOUS PAGE PREVIEW

Please include your validated Fixed charges file The file format must be comma-separated. ending in *.csv If you checked “See attachment” on the prior form, please
also include your Expected Special Assessment Totals. The fotals file format must be * xis * xisx * tet or * ¢sv up to SME in size If you need fo include supporting
documents in addition to your filing, please use the "Submit Supporting Documents” link.

ADD FILES..

TestFizedChargesFile2023.04.10.c5v DELETE

If you click on PREVIOUS PAGE, it will take you back to the form on the previous page and you will need to re-enter
all the information and sign again.

Home  Assessor  Audifor  Tax Collecior

AUDITOR § FORMS ) VEWER

Fixed Charges Submission PREVIOUS PAGE || EREVIEW
Flease include your vahdated Fixed charges fis. The fle format must be comma-separated, ending in *.csv If you checked "Se2 smachment’ on the prar form, plesse
alea includs your Expected Special Assess Tetals. The totals file format must be * xls * xisx *be or *.csv up to SMB in size. I you reed 16 include supporting
documents inaddition to your filing, please use the "Submit Supperting Documents" link

ADD FILES...

TestFinedCharpesFile2023 04 10 cav DELETE

If you click on PREVIEW, it will preview the form as shown here:

ALDITOR ) FORMS b VEWER

Preview Form: Fixed Charges Submission

Please review your flling prior ta submission. Select "correct form™ to retum to the form input to maks any changes

ab1af33f-7f84-439...

OFFICE OF THE AUDITOR-CONTROLLER

s SOLANO
ﬁ COUNTY e

Fixed Charges Submission

Filing Type: Both Bonded &amp; Non-bonded

Agency Name: Solano County

Agency Contact Name: Rosalba De La Mora

Agency Contact Email: rdelamorai@solanocounty.com

Agency Contact Phone: 707-784-6552

Agency Contact Mailing Address

675 Texas Streel

Fairfield, Ca 94533 I 8 a consulant acing on behall of the spency.

[ An soercy scoess rquect win consuram authoazason mus oe o
e W the OTfCE Of the ALcHOr-Contoier.

Tax Year: 2022
CORRECT FORM  DOWNLOAD PREVIEW
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You can CORRECT FORM by clicking that button at the bottom, DOWNLOAD PREVIEW to obtain a copy or SUBMIT

to continue with the submission.

Finally, once you have submitted you will see the screen below.

AUDITOR ) FORMS j VIEWER

FIXED CHARGES SUBMISSION

The form has been successfully submitted

You may now return to the Auditor-Controller main page or close this window.

SAVE A COPY

[Enter email SEND E

Thank you for filing your agency's fixed charges online. Please print a copy of this receipt for your records.

To receive an email with the information shown above, including the date and time of filing, please enter your email address below and click the "Email Confirmation”
button, At this time only a single email address may be entered. You may share the information with others by forwarding the email.

You can click on SAVE A COPY to obtain a receipt of submission as shown here:

'OFFICE OF THE AUDITOR-CONTROLLER

Fixed Charges Submission

Filing Type:

Agency Name:

Agency Contact Name:
Agency Contact Email:

Agency Contact Phone:

Both Bonded &amp; Non-bended

Solano County

Rosalba De La Mora

rdelamora@solanocounty.com

707-784-6552

Agency Contact Mailing Address

675 Texas Street
Fairfield, Ca 94533

I am a consultant acting on behalf of the agency.
ag: Jthor be
le with the Office of the Auditor-Contraller

Tax Year:

Special Assessment Number
9959

2022

on

Expected Special Assessment Totals []  see attachment
If additional lines are required, please complete a spreadsheet instead and select “See attachment *

Total Dollar Amount Tolal Assessment Count
4000.00

Additional Information:

Rosie De La Mora

Accountant-Auditor |

Document Revision: 2022
Page1of 1

Name of authorized person submitting this filing Title of authorized person submitting this filing
Rosie De La Mora 4/18/2023

Verification (Signature) of authorized person Date of submission.

submitting this filing.
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You can enter your email address to receive an email with receipt of submission (attachment shown above):

Receipt of Fixed Charges Submission -~ Message (Plain Text)

File Message Help Acrobat Attachments Q@ Tell me what you want to do

58 X (B R o e HB|[S

Open Quick Remove Save  SaveAll Upload Select Copy | Show
Print Attachment | As  Attachments - Al Message

Actions Save to Computer Save to Cloud Selection Message

Receipt of Fixed Charges Submission

: : <5 Reply | % ReplyAll | —3 Forward | | |
Aumentum Public Access <donotreply@publicaccessnow.com s D Reply | & Reply o [T
To @ DelaMora, Rosalba Tue 4/18/2023 2:05 PM

@A | Fixed_Charges Submission_133263254718417092,pdf -
|~ | 243KB

Thank you for filing online. Please print a copy of this receipt for your records.
[EXTERNAL Email Notice!] External communication is important to us. Be cautious of phishing attempts. Do not click or open suspicious links or attachments,

Once done uploading your fixed charges file and obtaining copies, you can click on Close at the bottom left corner.
(You are not done submitting. Remember, we need a copy of the Resolution, Summary Page with PIN count and
total amounts, Contact Information for taxpayer queries and a brief narrative of the special assessment charge).

Smeitting Supporting Documents (i.e., Resolution, Summary Form, Narrative, Contact

Information, etc.)

Go back to the main Auditor screen, click on FIXED CHARGES box, and then click on Submit Supporting Documents.

Home  Assessor  Auditor  Tax Collector

AUDITOR ) FIXED CHARGES

% Auditor-Controller Main

Please complete your fixed charges submission by August 10, 2023

Please download and review the Special Assessment submission guidelines.
After reviewing the submission guidelines, proceed to file the appropriate electronic forms below:

1 « Fixed Charges Submission
Enrolled agencies and their authorized consultants may use this form to file direct charges.

2 « Annual Fixed Charge - Corrections Only File Submission
Enrolled agencies may use this form to submit corrections for a fixed charges submission. Please note that consultants
are not authorized to submit corrections.

3 « Submit Supporting Documents
Charges submissions requiring supporting documentation can be supplemented via this form.
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The next page will ask you to enter a Special Assessment Number which is the same as the Project Number, Agency
Name and Agency Phone number. Enter all project numbers for which you are submitting supporting documents

AUDITOR ) FORMS ) VIEWER

Submit Supporting Documents

CONTINUE

Special Assessment Number
5999, 9998, 9997, 9996
Agency Name
Solano County
Agency Phone

‘ 7077846552

Click on Continue at the top to proceed. This will take you to the screen shown below:

AUDITOR p FORMS p VIEWER

CANCEL
Submit Supporting Documents eron 10

Page 1of 1 CONTINUE
Supporting Documentation for Direct Charges Submissions

Please review your entries and make any necessary changes before preceeding (o attach supporting documents.

Special Number [9gge. 9998, 9957, 9996 |

District Name [Solano County ]

District Phone 707-784-6552

Submitting User Rosalba De La Mora

Submitier Email rdelamora@solanocounty.com

Submission Date MM/DD/YYYY

Here you can click on CANCEL if you wish to go back to the previous screen or you can click on CONTINUE to proceed.
Be sure the information looks accurate before proceeding.

The next page allows you to attach all supporting documents in the specified formats as shown in the figure below.

Home  Assessor  Auditor  Tax Collecior

AUDITOR p FORMS ). VIEWER

Submit Supporting Documents.

PREVIOUS PAGE  SUBMIT
Include supplementary attachments up to 5M8 in size. Supported document formats: *.ixt, *.Csv, *.pdf, *.doc, *.xis, *.docx, * xisx

ADD FILES.. 0 of 1 Minimum Attachments
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Click on ADD FILES... button to begin browsing for files. Remember you must START UPLOAD to attach the file.

T
Home  Assessor  Auditor  Tax Collector

ALDITOR p FORMS p VEVER

Fixed Charges Submissfon

PREVIOUS PAGE

PREVIEW

Please include your validated Fixed charges file. The file formal must be comma-separated, ending in *.csv. If you checked "See attachment” an the prior form, please

also include your Expected Special Assessment Totals. The fotals file format must be *is * xlsx *.bat or * csv up to SMB in size. If you need to include supparting

documents in addition to your filing, please use the "Submit Supporting Documents” fink

ADD FILES

GChargesFile2023.04 10.c5v

Please attach the Contact Form, Summary Submission Form, Resolution and Brief Narrative.

AUDITOR ). FORMS ), VIEWER

Submit Supporting Documents

Include supplementary attachments up to 5MB in size. Supported document formats: * xt, *.csv, *.pdf, *.doc, *

ADD FILES
2023-24 Contact Formxisx
2023-24 Summary Submission Form xisx
Resolution pdf

9999_Solano County_Brief Narrative.docx

16.83 KB
2220KB
1.47 MB
1317 KB

START UPLOAD

START UPLOAD
START UPLOAD
START UPLOAD
START UPLOAD

xls, =.docx, * xisx

CANCEL

PREVIOUS PAGE

CANCEL
CANCEL
CANCEL

CANCEL

SuBMIT

If you have attached a document in error, you can remove it by clicking DELETE next to the incorrect file.

AUDITOR ) FORMS ), VIEWER

Submit Supporting Documents

Include supplementary attachments up to SME in size. Supported document formats: *.1xt, *.csv, *.pdf, *.doc, * xis, *.docx, *xisx

ADD FILES

2023-24 Contact Form xlsx

2023-24 Summary Submission Form.xisx

Resolution pdf

9999_Solano County_Brief Narrative.docx

1683 KB
2220 KB

1.47MB.

1317 KB
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When done, click on SUBMIT to finalize the submission. You will see the screen below where you can enter an email
address for a copy of the submission, or you can click on SAVE A COPY to save a copy for yourself.

AUDITOR ). FORMS ), VIEWER

SUBMIT SUPPORTING DOCUMENTS

The form has been successfully submitted

Thank you for your submission of supporting documents. Please print the copy of this fling for your records,
You may now return to the Auditor-Controller main page or close this window.

SAVE A COPY

To receive an email with the information shown above, including the date and time of ilng, please enter your email adaress below and click the "Email Confimation”
button. At this time only a single email address may be entered. You may share the information with others by forwarding the email

Enter email

Here is a copy of the receipt for Supporting Documentation submission.

Electronic Filing Receipt

Supporting Documentation for Direct Charges Submissions

Special Assessment Number & 9993
District Name :  Solano County
District Phone : TO7-T84-6283
Submitting User T Rosalba De La Mara
Submitter Email . rdelamora@solanccounty.com
Submission Date o 4/18/2023
Document Version 2021.08 /)Q
Avmentum’

Your submission is now complete! You will receive a confirmation email from Solano County - Property Tax Division
when your fixed charges have been added to the current fiscal year tax roll.

For questions, please contact Rosalba De La Mora at rdelamora@solanocounty.com or at 707-784-6552.

Thank you!
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