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Introduction

In this tutorial you will learn how to manage a Property Bulk Administration (PBA)
Account, with respect to Financial Institutions.

Financial Institutions who remit tax payments on behalf of property owners will
receive a PBA Outreach letter explaining the new procedures to administer and pay

annual rural property taxes.
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Enrolling for eTaxBC

1. From the eTaxBC, select the Individual/Business hyperlink.

e il | €TaxBC Need Help?

=T oo

[m —
a LOG ON 3 ENROL [ACCESS AN EXISTING ACCOUNT) CONTINUE A SAVED APPLICATION

Username Individual / Business Continue a Saved Applic ation
Third-Party Accountant/Bockkespsr

AT E APPLY FOR A NEW PROGRAM ACCOUNT FOR

Provincial Sales Tax

IFTA (ntrmationalFuel Tax Agreemen)

Forgot Password? Tobacco Retail Authorization

Forgot Username? Logging Tax
Unlicensed Insurance
Fuel Tax Refund for Persons with Disabilties
Liguefied Matural Gas Income Tax

Property Tax Bulk Administration

Freedom of Information and Protection of Privacy Act (FOIPPA)

nt and all its activities under the authority of section 24(a)
ontact Ministry of Finance Privacy Officer af 250 387-
W ZB7 CANADA.

ted by this system is for the purpose of administering your accol
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2. Complete the Account Type, Business Number and Account Number - this
information is located within the letter that was sent to all Financial Institutions.
Once completed select the Next button.

= Menu 4 Home » Enrol in eTaxBC

Enrol for eTaxBC access

Convenient and secure way to interact with the BC Ministry of Finance and access a varigty of online services.
“ou can quickly and easily file tax returns, make payments, view letters, manage your accounts, and conduct
other comman transactions with the ministry.

INDIVIDUAL / BUSINES 5

Select your account type and enter the numbers reguested.

Apcount Type Property Tax - Bulk Admin H
Business Mumber (9 digits) 11111 1118
Or Reference Mumber

Account Mumber PBEA-1050-02599
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3. On the PBA Outreach Letter an Enrolment Code will be listed, this code must
be entered, once entered select the Next button.

= Menu 4 Home » Enrol in eTaxBC

Enrol for eTaxBC access

Convenient and secure way to interact with the BC Ministry of Finance and access a varigty of online services.
You can quickly and easily file tax returns, make payments, view letters, manage your accounts, and conduct
other commaon transactions with the ministry.

INDIVIDUAL / BUSINESS

Select your account type and enter the numbers reguested.

Account Type Property Tax - Bulk Admin H
Business Mumber (9 digits) 11111 1118
Or Reference Mumber

Account Number PBEA-1050-02599

ENROLMENT CODE

ou received an enrclment code for this account. If you have this enrolment code please enter it below to create your eTaxBC logon.

Please enter your enrolment code GGDJPHNOW
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4. To finalize the Enrolment complete “CREATE USER NAME AND PASSWORD”
and then select the Submit button.

CREATE USER NAME AND PASSWORD

User Mame * TEST

Your password must be 8 to 13 characters in length, must inciude both letters and numbers, and must contain both upper-case and
lower-case letters. Example password. myexamp1E

Password * annnnnnn

Confirm Password * srarases
Remember your user name and password so you can log on to eTaxBC.

CREATE ETAXBEC FROFILE

Full Mams Test Account

This email address will receive an access code for you to use the first time you log on to your account.

Email Address * gmail@gmail.com

Confirm Email Address * gmail@gmail.c om

Phone Country CAMADA H

Phone Mumber Ext. Type =
Alt. Phone Mumber Ext. Type H
Security Question * What is your favorite animal? =

Your Security Answer must have at least 6 characters
Security Answer *

Confirm Answer * senee

Remember your security question and answer so you can change your password in eTaxBC.
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Once the Submit button has been selected a CONFIRMATION page will be
displayed. The confirmation indicates that the request has been submitted and an
email will be sent with your access code. This page will give you a Confirmation
Number. If you would like your confirmation printed, select the Print
Confirmation button. Select the OK button.

@ 4 Home » Enrolin eTaxBC » Confirmation

-
B4 CONFIRMATION

Confirmation

“four request to enrol in eTaxBC has been submitted and your confirmation number is 1-968-496-640. Once your reguest has been proc essed, you will receive an email with your access
code.

Request Information

Status Completed
Confirmation Mumber 1-8968-456-840
Status Date 24-Jan-2017 12:12:38
Completed 24-Jan-2017

“ Print Confirmation

If you have any question please contact the Surveyor of Taxes office in Victoria at
(250) 356-5495 or toll free 1 888 355-2700 and request a transfer to
(250) 356-5495.
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Logging into eTaxBC

1. From the eTaxBC LOG ON screen, log in to your eTaxBC Profile.

e il | €TaxBC Need Help?

=T oo

2 N\ & @
a LOG ON 3 ENROL [ACCESS AN EXISTING ACCOUNT) CONTINUE A SAVED APPLICATION

Usernams Individual / Business Continue a Saved Application

Third-Party Accountant/Bockkespsr

Password

-E AFPFLY FOR A NEW PROGRAM ACCOUNT FOR

Provincial Sales Tax

IFTA (International Fuel Tax Agreement)

Forgot Password? Tobacco Retail Authorization

Forgot Username? Logging Tax
Unlicensed Insurance
Fuel Tax Refund for Persons with Disabilties
Liguefied Matural Gas Income Tax

Property Tax Bulk Administration

Freedom of Information and Protection of Privacy Act (FOIPPA)

d all its activities under the authority of section 24[a)
ct Ministry of Finance Privacy Officer af 250 387-
W ZB7 CANADA.
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2. Select the Already received an access code? hyperlink.

4 Home » Access Code Authentication

Starting in December 2015, the first time you log in to your eTaxBC acc ount you'll be prompted to enter a temporary
atcess code, which will be sent to the email address you provided when you created your username.

E ACCESS CODE REGUIRED

An access code will be sent to the email address below to comply with the newly enhanced security featurs. If you do not receive this email please check your junk/spam folder.

Send Access Code Email

An access code will be emailed to:
g™ l@gmail.com

[ Already received an access code? ]

0 WHEN 15 THIS REQUIRED?

* First time logging into €TaxBC sinc e the new security feature was implemented
* fou're using a different computer that hasn't legged into your account before
* You have switched browsers or deleted your cockies

3. Enter the access code within the field, select Yes, Trust This Browser, and
then select Logon button.

= Menu 4 Home » Access Code Authentication

(]
ACCE S5 CODE
[ 1]

An access code was sent to you.

Access Code
LM |

Trust This Browser
| Mo

Didn't receive an access code?
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Account Level

1. From the Home window, select the Property Tax — Bulk Admin account
hyperlink. In this example, it's account PBA-1050-0299.

Profile Settings
Last logon 24-Jan-2017 12:41

= -
- ALERTS E | WANT TO
1111 1118

Add Access to Additional Account

Contact the Ministry
Balance: 50.00

Llesell g HISTORY NOTIFICATIONS MAMES AND ADDRESSES

D/‘ MY ACCOUNTS

' Property Tax - Bulk Admin ' FPEA-1050-0288 TESTING TAXPAYER 50.00

2. On the Account window, you can see the active Periods for this account.
Under the 1| WANT TO panel there are four hyperlinks: Make a payment,
Contact the Ministry, Update Folios and Mail Codes and Close This

Account.
= Menu 4 Home » Account: PBA-1050-0299 & Log Off
D/\ ACCOUNT \- ACCOUNT ALERTS | WANT TO
Property Tax - Bulk Admin & There are no alerts Make a payment
PE&-1050-0288

Contact the Ministry
Update Folios and Mail Codes

Balance: $0.00 Close This Account

=z lelil HISTORY MOTIFICATIONS MAMES AND ADDRESSES LOGONS FOLIO LIST

If you want to specify the amount of tax you are paying for each folic, select the pericd and then click on Direct Payments on Felios in the top right corner.

The property tax due date is July 2nd or the next business day. Any amount cutstanding after the due date, including any unclaimed home cwner grant amounts, is subject to the following penalties:
- 5% penalty added after the July due date, and
- additional 5% penalty added after October 31,

If the folic has a farm land due date extension, & 10% penalty is applied to the unpaid account balanc e after the October 31 due date.

Period Balance Return Status
21-Dec-2017 50.00
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Folio List

1. Position on the FOLIO LIST tab on the Account level. If you want to Add or
Update select on the Update Folios and Mail Codes hyperlink within the |

WANT TO section.

= Menu 4 Home » Account: PBA-1050-0299 & Log Off
D/‘ ACCOUNT \- ACCOUNT ALERTS | WANT TO
Property Tax - Bulk Admin /" There are no alerts Make a payment
PBA-1050-0289 Contact the Ministry
Update Folios and Mail Codes
Balance: 30.00 Close This Account
PERIODS HISTORY MNOTIFICATIONS MAMES AND ADDRESSES LOGO
List of all folios associated with this Property Tax Bulk Administration (PBA) account.
Add to or update this list by clicking on Add/Update Folios listed under | Want To in the top right corner.
To specify the amount of tax you want to pay for each folio:
1. Go to the Periods tab
2. Click on the pericd
3. Click on Direct Payments on Folios in the top right corner.
ETAX - BULK PAYMENT FOLIO LISTING Export ||
Folic Owner Name Year (A) Gross Tax (B) Regular (C) Additional | Legal Description
739 000837.010 M7 283553 2,835.93 2,835.53
739 DDDB37.004 2017 2,192.30 1,622.30 1,347.30
739 DDDB37.001 M7 2,273.4% 1,703.4% 1,428.45
739 DDDB37.057 2017 214279 1,572.79 1,297.79
739 DDDES0.011 M7 877.32 350.00 100.00
739 000845.070 207 1,126.84 556.84 281.84
12 | Page

Updated: February 27, 2017
Published: February 3, 2017
Proprietary and Confidential — Do not disclose

ST

ENTERPRI

Y ES



BRITISH Ministry of
COLUMBIA | Finance

TACS updates may become outdated and are intended for Reference Use only. Please verify the publish date in the
footer and check with your TACS Ministry Team Lead to confirm any changes in processes or procedures.

Add/Update Folios

1. To Add a Folio Number click on the blank row at the bottom, and enter the
Folio and/or Parcel Identifier (PID) number, once completed select the
Submit button.

4 Home » Account: PBA-1050-0299 » PBA Manage Folios

Manage Folios

Changes will aute-save as you are working. Only click the Save button if you want to exit this screen and save your work to finish it later.

To add a row to include a folio, click on a blank row at the bottom of the screen. You MUST enter the folio number and/or PID number.

The owner name and address will populate automatic ally based on the folio number or PID entered. This information will appear when you click Submit.
[If the folic number or PID do net match a rural folio, you will not be able to Submit the list.

[To change a mortgage number, click on the mortgage number and enter the new cne.

To delete a row to remove & folio, click on the red X for that row.

| All errors must be corrected before you can submit your changes.

MANAGE FOLIOS

Fiiter
Folic Mumber Mortgage Number  PID Cwner Mame Address Legal Description
[ [%| 739 000837.010 D17-774-128
[ [%| 739 000837.004 D17-774-055
[ | 739 000837.001 017-774-021
[ [ 739 000837.057 017-774-534
[ [ 739 000850011 023-910-658

Q:'_ I 735 0D0845.070 023-255-817

o ] cance | T
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2. To change a Mortgage Number, select the mortgage number and enter a new
one and then select the Submit button.

# Home » Account: PBA-1050-0299 » PBA Manage Folios

Manage Folios

IChanges wil auto-save as you are working. Only click the Save button if you want to exit this screen and save your work to finish it later.

[To add a row to include a folio, click on a blank row at the bottom of the screen. You MUST enter the folio number and/or PID number.

[The owner name and address wil populate automatic ally based on the folio number or PID entered. This information will appear when you click Submit.
|If the folic number or PID do net match a rural folio, you will not be able to Submit the list.

[To changs & mortgage number, click on the mortgags number and enter the new cne.

[To delete & row to remove a folio, click on the red X for that row.

lall errors must be corrected before you can submit your changes.

MANAGE FOLIOS

Faolic Mumber Mertgage Number | PID Owner Name Address Legal Descripticn
[ [ 739 000837.010 Folie 73% 000837.010
I;E |5 | 735 000B37.004 Folio 739 DD0837.004
I;E |5 | 735 000B37.001 Folio 739 DD0837.001
[ | 739 000837.057 Folic 73% 000837.057
[ [ 739 000850.011 Folie 739 D00850.011
[ | 739 000345.07[3{ [EEEE Folio 739 DDDE45.070
& Rows

[ sove ] concer | (T suom |
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3. To delete a row click the red X for that row, once selected a Delete Row
modal window will appear; select Yes to delete the row and then select the
Submit button.

# Home » Account: PBA-1050-0299 » PBA Manage Folios

anage Folios

[Changes will autc-save as you are working. Only click the Save button if you want to exit this screen and save your work to finish it later.

To add a row to include a folio, click on a blank row at the bottom of the screen. You MUST enter the folic number and/or PID number.

[Mhe owner name and address wil populate automatic ally based on the folio number or PID entered. This information will appear when you click Submit.
f the folic number or PID do not match a rural folio, you will not be able to Submit the list.

[lo change a mortgage number, click on the mertgage number and enter the new cne.

To delete a row to remove a folio, click on the red X for that row.

8l errors must be corrected before you can submit your changes.

MANAGE FOLIOS

Export I

Fitter

Folio Mumber Mortgage Mumber | PID Delete Row N Legal Description

[ [ 739 000837.010 017-774-128

® [ 739 000837.004 017-774-055 @ Are you sure you want to delete this row?
Elf=.3 ! = 55

[ [¢| 739 DDDB37.001 017-774-021

[ | 739 000837.057 017-774-834

[ [ 739 000850.011 023-810-658

E, |5/ 739 DO0DB45.070 1234564 023-255-617
& Row2
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Once you select the Submit button after managing the PBA Folios, a
CONFIRMATION window will appear, explaining that your request has been
submitted. This page will give you an estimated time when the request will be
processed and a Confirmation Number. If you would like your confirmation printed,
select the Print Confirmation button. Select the OK button.

4 Home » Account: PBA-1050-0299 » PBA Manage Folios » Confirmation

a
o4 CONFIRMATION

Confirmation

“four PBA Manage Folios has been submitted and your confirmation number is 0-223-666-176. vou can review or change this reguest until it is processed. We estimate that this reguest will
be proc essed at the end of the next business day.

Request Information

Status Pending
Confirmation Mumber 0-223-888-176
Logeon TEST

MName

Property Tax - Bulk Admin PBA-1050-029%

Submitted Date 24-Jan-2017 12:00:38
0.00

“ Print Confirmation

If you have any question please contact the Surveyor of Taxes office in Victoria at
(250) 356-5495 or toll free 1 888 355-2700 and request a transfer to
(250) 356-5495.
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Direct Payments on Folios

1. From the Account level, click on the Period hyperlink.

= Menu 4 Home » Account: PBA-1050-0299 & Log Off
D/\ ACCOUNT \- ACCOUNT ALERTS | WANT TO

Property Tax - Bulk Admin /" There are no alerts Make a payment

PBEA-1050-028%

Contact the Ministry
Update Folios and Mail Codes

Balance: 50.00 Close This Account

=z eil- W HISTORY MOTIFICATIONS MNAMES AND ADDRESSES LOGONS FOLIO LIST

If you want to specify the amount of tax you are paying for each folio, select the pericd and then click on Direct Payments on Folios in the top right corner.

The property tax due date is July 2nd or the next business day. Any amount cutstanding after the due date, including any unclaimed home owner grant amounts, is subject to the following penalties:
- 5% penalty added after the July due date, and

- additional 5% penalty added after October 31,

If the folic has a farm land due date extension, a 10% penalty is applied to the unpaid account balanc e after the October 31 due date.

Period Balance Return Status

I 21-Dec-2017 l 50.00

2. Once positioned on the Period level, click on the Direct Payments on Folios
hyperlink within the 1 WANT TO section.

= Menu 4 Home » Account: PBA-1050-0299 » 31-Dec-2017 & Log Off
D" FERIOD \- FERIOD ALERTS | WANT TO
31-Dec-2017 /" There are no alerts Make a payment
Property Tax - Bulk Admin

Contact the Ministry

PEA-1050-0259 [ Direct Payments on Folios ]

Balance: 50.00

SUMMARY @D rerio acTiviTy

There has been no financ ial activity There has been no ac tivity
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3. The folios that you are responsible for paying will display in a list. Select (A)
Gross Tax, (B) Regular, (C) Additional or Other depending on the payment
amount for each folio. Once completed click the Submit button.

4 Home » Account: PBA-1050-0299 » 31-Dec-2017 » PBA Direct Payment

PAYMENT DIRECTIONS FOR THE PROPERTY TAX BULK ADMINISTRATION (FBA) ACCOUNT

[This list only displays folios with an amount due by the indic ated due date or the next business day.
[The amounts in columns A B and C may differ based on home owner grant eligibility.

lfour payment must match the Total Payment Due.

f your payment does not match, it may cause delays and penalties may apply.

‘our work will aute-save as you complete it.

Total Payment Due 7,54356
Export I

Fiiter
Folio Id Mortgage Mumber  Owner Name (A) Gross Tax (B) Regular  (C) Additional A B C | Other Payment | Legal Description
739 000837.010 2,835.93 2,835.93 283593 | (e 2,835.93
739 000837.004 2,192.30 1,622.30 1,347.30 . 1,622.30
739 000837.001 227349 1,703.49 1,428.49 [ 1,428.4%
739 000837.057 214279 1,572.79 1,297.79 . 750.00
739 000850.011 877.32 350.00 100.00 . 350.00
739 000845.070 1,126.84 556.84 281.84 . 555.84
5 Rows

[“Suom_] sove ana Fin Laer | Cancer
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Once you select the Submit button on the PAYMENT DIRECTIONS FOR THE
PROPERTY TAX BULK ADMINSTRATION (PBA) ACCOUNT window, a
CONFIRMATION window will appear explaining that your request has been
submitted. This page will give you an estimated time when the request will be
processed and a Confirmation Number. If you would like your confirmation printed,
select the Print Confirmation button. Select the OK button.

4 Home » Account PBA-1050-0299 » 31-Dec-2017 » PBA Direct Payment » Confirmation

-
Ed CONFIRMATION

Confirmation

“four PBA Payment Directions have been submitted and your confirmation number is 0-716-017-664. You ¢ an review or change this reguest until it is processed. We estimate that this
request will be precessed at the end of the next business day.

Please inc lude your PBA account number (shown below) when paying by chegue or EFT.

Request Information

Status Pending

Confirmation Mumber 0-716-017-664
Logeon TEST

Mame

Property Tax - Bulk Admin PBA-1050-025%
Period 31-Dec-2017
Submitted Date 24-Jan-2017 12:25:1
Total Payment Due 7,543.56

“ Print Confirmation

If you have any question please contact the Surveyor of Taxes office in Victoria at
(250) 356-5495 or toll free 1 888 355-2700 and request a transfer to
(250) 356-5495.
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Making a Payment with a PBA account
You can make a payment through eTaxBC for Property Tax Bulk Administration
accounts.

1. From the PBA Account window, under the 1 WANT TO section, select the
Make a payment hyperlink.

= Menu 4 Home » Account: PBA-1050-0299 & Log Off
D/‘ ACCOUNT \- ACCOUNT ALERTS | WANT TO

Property Tax - Bulk Admin ﬂ Reguest not submitted for 31-Dec-2017

PB&-1050-0299 Contact the Ministry

TESTING TAXPAYER Update Folios and Mail Codes

Balance: S0.00 Close This Account

g0kl HISTORY MNOTIFICATIONS MNAMES AND ADDRESSES LOGONS FOLIO LIST

If you want to specify the amount of tax you are paying for each folio, select the period and then click on Direct Payments on Folios in the top right corner.

The property tax due date is July 2nd or the next business day. Any amount cutstanding after the due date, including any unclaimed home owner grant amounts, is subject to the following penalties:
- 5% penalty added after the July due date, and

- additional 5% penalty added after October 31,

If the folic has a farm land due date extension, a 10% penalty is applied to the unpaid account balanc e after the October 31 due date.

Period Balance Return Status
21-Dec-2017 50.00
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footer and check with your TACS Ministry Team Lead to confirm any changes in processes or procedures.

2. Enter the Branch Number, Institution Number, and the Account Number.
The Bank Name will auto populate based on this information. Enter the
Amount of the payment and click Submit.

The first time you set up a Payment Channel, you will be prompted to sign the PAD
agreement. Please see the Ministry of Finance FAQs on the website to read more
about PAD payments. The information in the screenshot is fictitious data.

4 Home » Account: PBA-1050-0299 » 31-Dec-2017 » Period Payment

9 _DEC- = [/
= PERIOD 31-DEC-2017 471 PAYMENT CHANNEL §=§ PAYMENT
Property Tax - Bulk Admin See example Payment Type
PBA-1050-029% Account Payment ﬂ
Eranch Mumber
2699 BLANSHARD ST 99560 Payment Date
VICTORIA BC VBT 445 25-Jan-2017
Institution Mumber
004 Amount
754355
Eank Mame
Confirm Amount
7,543,565

Account Number
1234567

Confirm Account Number
1234567

Use default name
| Ne

Mame

PRE-AUTHORIZED DEBIT (PAD) AGREEMENT

‘When you created this payment channel you agreed to the terms and conditions of the Pre-Authorized Debit Agreement. You can review that agreement here:

Pre-Authorized Debit Agreement

PAYMENT PROCESSING

[‘ou have selected January 25, 2017 as the pay ment date for this payment. Per CPA rules, we cannot process this payment until January 30, 2017. Your payment will be pested to your account on
fthe payment date you have selected, January 25, 2017.

#| | hereby authorize the Ministry of Finance, British Columbia to debit my account for the amount of $7,543.56 on January 30, 2017.
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Once you have selected the Submit button, a CONFIRMATION window will
appear explaining that your request has been submitted. This page will give you an
estimated time when the request will be processed and a Confirmation Number. If

you would like your confirmation printed, select the Print Confirmation button.
Select the OK button.

4 Home » Account: PBA-1050-0299 » 31-Dec-2017 » Period Payment » Confirmation

a
=y CONFIRMATION

Confirmation

“four Pre-Authorized Debit Payment has been submitted and your confirmation number is 0-311-394-304. You can review or change this reguest until it is processed. We estimate that this
reguest will be processed at the end of the next business day.

“fou hawve selected January 25, 2017 as the payment date for this payment. Per CPA rules, we cannct process this payment until January 30, 2017. Your account will be credited with this
payment on the payment date you have selected, January 25, 2017.

Request Information

Status Pending

Confirmation Number 0-311-384-304

Logon TEST

Mame

Property Tax - Bulk Admin PBA-1050-029%
Period 31-Dec-2017
Submitted Date 25-Jan-2017 08:21:30
Payment Amount 8,000.00

Payment Date 25-Jan-2017

Bank

Bank Account Mumber

“ Print Confirmation

If you have any question please contact the Surveyor of Taxes office in Victoria at
(250) 356-5495 or toll free 1 888 355-2700 and request a transfer to
(250) 356-5495.

22 | Page
Updated: February 27, 2017
Published: February 3, 2017
Proprietary and Confidential — Do not disclose

(T

ENTERPRISES



	Introduction
	Enrolling for eTaxBC
	Logging into eTaxBC
	Account Level
	Folio List
	Add/Update Folios
	Direct Payments on Folios
	Making a Payment with a PBA account


