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HOW TO TURN ON ELECTRONIC TAX NOTICES.

This setting is determined by the user when they register for online services. Here is how to
change it to receive both a paper copy in the mail during the next tax season and a PDF
version via email. This is good to do in case there is another postal strike.

Go to www.sechelt.ca and click in the Online Services (green arrow below).
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Once there you will see this screen:
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WELCOME TO SECHELT CITIZEN SELF SERVICE

@ Property Tax

Business Licences

Manage your accounts online at any time. To most of the services we provide, you must register and
create a user account. To use the Online Services you will need your Access Code which is printed on
the top left of your Property Tax Notice and is included with your Business Licence and Pet Licence
renewal notices.

= You can also obtain your Access code by calling the District of Sechelt Finance Department at
604.885.1986.

e Pet Licence > = This a secure site as we are dedicated to protecting your privacy and safeguarding your personal
financial information.

= Upon successful login, you will be given access to the Online Services applicable to your account.

You must click on the login button top right (green arrow above). You will know you are
logged in as you will see your name at the top right.

& Logout - & Michelle

Next click on the account management at the top of the page (green arrow)
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WELCOME TO SECHELT CITIZEN SELF SERVICE

Now you should see you should see this:
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E Property Tax
If you have more than one account linked like pet licence, property taxes, business
licence, they would show in this window (green arrow above).

To turn on the Property tax PDF notice click on the Edit beside the one that says PT-
Property Tax (Orange Arrow above).

Next you will see this:

Edit PT Account

Enter your Folio (#####.###) without 570 & your Access/PIN (####) from the top of your tax notice
Jurisdiction: 570-DISTRICT OF SECHE ~

ROLL: It will have your roll number here:
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Access Code / Pin:

Please Notify me by Email that my Property e
Tax Notice is Ready:

I will View my Property Tax Notice Online: e

ification Email

Attach a PDF Copy of the Property Tax @ @
Notice to the Email:

Jerification Code ©
Email Address: @

m Please have your Account Number and Access Code ready
which can be found on the top of your Property Tax Notice or Business Licence Invoice. Contact
our office 604.885.1986 if you are unable to locate this information.

= Under Account Management below, please choose the Account Type from the drop down menu.
PT-Property Tax, BL-Business Licences and PL-Pet Licences are currently available..

m (lick on Add New Account and enter your Account Number and Access Code.

= (Click Save and you will see your Account Information (YOU MAY NEED TO PRESS TAB TO SEE THE
SAVE BUTTON)

= You can add more than one property or business account to your profile in the same manner.

= Proceed to Online Services and select the service to view your account details and submit a
payment.

You do not need to have your access code/pin to make the changes. You want to make
sure that you have both boxes checked above (Orange Arrows above) after both boxes
are ticked clicked the save box (Green arrow above).

That’s it! You will now get the property tax notice via email as a PDF and as a printed
notice in the mail. Unless of course there is a postal strike.





