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Preface

This manual provides the information necessary for using BTExpress.

Section Contents

This manual contains the sections outlined in the following table.

Account

Section Description
Welcome to BTExpress This section describes BTExpress and helps you get
started using BTExpress.
Getting a New Business Tax This section describes how to apply for a new Business

Tax account.

Account

Updating Your Business Tax | This section describes how to request a change to your

Business Tax account.

Document Conventions

This manual assumes you have a working knowledge of the internet browser
application and are familiar with its basic functions.

As with most applications, there are often several ways to perform the same
function in BTExpress. For example, it may be possible to use the shortcut
keys, keyboard keys, or mouse to select an item or to indicate the action you
want to take. The instructions in this manual do not assume any one of these
methods. When the instructions use the term “select,” you can use whichever
method you prefer for choosing the specified item.

To help you locate and understand information easily, this manual uses the
following convention:

Text Convention

Description

Bold text

Indicates tab names, page names, field names, button names,

link names, and keys to be pressed.







Topics:

+  Getting Started
After Using BTExpress

Using BTExpress

You can use BTExpress to apply for a new Business Tax account
and to request a change to your existing Business Tax account.
The following sections explain how to use BTExpress.

« Ifyou have never used BTExpress before, you can get an
overview of how it works.

« If you do not have an existing Business Tax account with
the county Tax Collector's office or you have another
business to register, you will need to apply for a Business
Tax account.

« Ifyouhave an existing Business Tax account with the county
Tax Collector's office and something has changed for your
account, you will need to request a change to your account.
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USING BTEXPRESS
GETTING STARTED

Getting Started

Related Links

You must have a business located in the county in order to use BTExpress.
You will need to know information about the business to answer the questions
in BTExpress. For example, BTExpress will ask you to review a list of
statements that apply to the business and select “True” or “False”. BTExpress
will also ask for information such as the Federal Employer Identification
Number (EIN) or Social Security Number (SSN) associated with the Business
Tax account, and for an email address that BTExpress will use to send you
confirmation and application status emails.

Please note that you cannot save your application in BTExpress and return
to it later. If you abandon your application before submitting it and your
browser session expires before you return to the application, you will lose
all the information you have entered and you will have to start over.

You can only use BTExpress to request a new Business Tax account or modify
specific information for an existing Business Tax account. If you need
additional assistance with your account, please contact the county Tax
Collector’s office.

After Using BTExpress on page 2

After Using BTExpress

Once you have applied for a new Business Tax account or have requested a
change to an existing Business Tax account, you will receive an email from
BTExpress asking you to confirm the application. You must confirm the
application by clicking the provided link in the email before the application
can be reviewed by the county.

BTExpress will send you an email once the county has approved or rejected
your application. If your application was rejected, the email will explain why
the county rejected it. If your application was approved, the email will list
the required documentation you need to submit to the county (if you did
not already submit the documents through BTExpress). You will also need
to pay any fees to the county; you can pay in the Tax Collector’s office or
online by accessing your Business Tax account at

https://hillsborough.county-taxes.com/public.
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AFTER USING BTEXPRESS

Once you have submitted the required documentation and paid the balance
on your Business Tax account, the county will print a new Business Tax
Receipt for you. You will receive your Receipt in person if you completed all
the requirements and made your payment (if necessary) in the Tax Collector’s
office; otherwise, you will receive your Receipt through the mail after you
have submitted all necessary documents and payment. If you submitted a
request for a change to an existing Business Tax account, the county will
only print a new Business Tax Receipt if the change you submitted affects
something on the printed Receipt. For example, if the business name or
address changed, then the county would print a new Business Tax Receipt
to reflect that change.
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Getting a New
Business Tax Account

Topics: You can get a new Business Tax account by applying through
BTExpress. The following section explains the process of

Applying for a New Business Tax . .
applying for a new Business Tax account.

Account
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APPLYING FOR A NEW BUSINESS TAX ACCOUNT

Applying for a New Business Tax Account

PREREQUISITE

You must have a business that has not been registered with the county in
order to apply for a new Business Tax account.

OVERVIEW

You can apply for a new Business Tax account using BTExpress. You need
to apply for an account in order to get a Business Tax Receipt.

NOTE: If something has changed for your existing Business Tax account, you
do not have to apply for a new Business Tax account. You can request a change
to your Business Tax account.

Use the following steps to apply for a new Business Tax account.

TASK

1.  Using your web browser, go to BTExpress using the following URL:
https://hillsborough.county-taxes.com/btexpress

STEP RESULT: BTExpress displays a screen similar to the following:

Welcome To W i County BTExpress™!

Use the butons below o 9ply fr 3 new Business, e ceip or request 2 change Taxaccount

Figure 2-1: BTExpress displays the county BTExpress home page. The
screen you see may vary from the screenshot displayed here.

2. Click Apply for a new Business Tax account.

STEP RESULT: BTExpress displays a screen similar to the following:

Tax Collector Home  Search  Reports  Shopping Cart

I County BTExpress ™! - Required Documentation
We need o gather some information about your bUSINess in orter 1o determine what dOCUMENtation s reguired or ths appication. Please mark all of the statements below that apply to the business as "True"
45 Thisbusiness uses a registered ficttious name. -Tiue/ @ -Faise Click here for more information.
2 T business is a comoration -True/ @ -False Click here for more information.
& Tnsbusiesscpertes asa ightad Inthe unncorporad ares of -True/ @ -False Click here for more information.
4 Tl business is one Of te folowing. auto repalr servie, travel sgency, -True/ @ -False Click here for more information.
telemarketing, exertise studio, balloom dancing studio, pest cortrol service.
5 This business operates vending, amusement or service machines in mutiple. - Tiue/ @ -Faise Click here for more information.
Iocations in county
6 The profession or type of business taking place s regulated by the Florida -Tue/  -Faise Click here for more information.
Department of Business and Professional Regulation
7 Tne profession ortype of busines taking place s egulated by the Flrda ~True/ @ - False Click here for more information.
partment of Heall
& This business is a child care, day care or nursery vith more than § children -True/ @ - False Click here for more information.
s lama County certfied contractor. ~True/ @ - Faise Click here for more information.
10 Thisbusiness s arestauranttake ot foo, o mobie vendor of prepared -True/ @ -False Click here for more information.
11 Are you a professional working under anather business? T/ @ - Faise
Gancel ] [[Next
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GETTING A NEW BUSINESS TAX ACCOUNT
APPLYING FOR A NEW BUSINESS TAX ACCOUNT

Figure 2-2: BTExpress displays the Required Documentation page,
where BTExpress determines what documentation is required for this
application. The screen you see may vary from the screenshot displayed
here.

Select True or False for each statement about your business. For more
information about a specific statement, click Click here for more
information (a new browser tab or window will open). When you are
finished, click Next.

STEP RESULT: BTExpress displays a screen similar to the following:

TouristExpress™ BTExpre

%
§
W‘-‘"‘/
Figure 2-3: BTExpress displays the Required Documentation page,

where BTExpress lists the required documentation for this application.
The screen you see may vary from the screenshot displayed here.

Review the list of required documents for this application. You will
need to submit these documents through BTExpress (this option is
provided later on in the process) or through mail, fax, or in person at
the county Tax Collector’s office. For more information about a specific
required document, click Click here for more information (a new
browser tab or window will open). When you are finished, click Next.

STEP RESULT: BTExpress displays a screen similar to the following:
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Tax Collector Home ~ Search  Reports  Shopping Cart

Please il n fleids below, Fields marked witn a * are reguired,

Business Name and Location:

Name*.
Adress”

Ciy, State, Zip"
Country us
Phone Numaer

Fax
Mabik:

Alternate:

Owner NamefAddress

] - Same 25 Business Name/Location
Name®.

Address”

City, State, Zip™
Province®
Country”
Phone Number®
Fax
Mabike:

Alterate.

Maiing NamefAddress:

| - Same as Business Name/Location
| - Same as Owner/Address
Name*

cro:

Adress”

Ciy, State, Zip".
Province”.
Cauntry”

Other Information

Presidents Name

Emall Address”

website:

Physical Business Location”

Real estate account number for
perty

Tangible account number for property.

Federal Employer dentiication Number
(FEID) or Social Securty Number
(5N

NAICS core
Business start date. e
Applicant's name".

Applicantstte”.

‘Applicant's driver's license number:

Back

[Beck]

Cancsl | [ Next

JFL,
Enter your company name in the c/o

" County BTExpress ™! - Business And Owner Information

field for your mailing adoress.

Choose your business lacation

What's this?

Figure 2-4: BTExpress displays the Business And Owner page, where
BTExpress asks for name and address information, as well as other

information, for this business. The screen you see may vary from the
screenshot displayed here.

Enter the business name and location, owner name and address, mailing

name and address, and other required information. When you are
finished, click Next.

STEP RESULT: BTExpress displays a screen similar to the following:

Tax Collecfor Home  Search Reports  Shopping Cart

" County BTExpress ™I - Fictitious (DBA) Name
To comply with Florida Statute 865 09 (Fictitious Name Act), please indicate which of the following applies to this busingss:

& - This business has registered a fictitious name with the Florida Department of State Division of Corparations

Fictitious Mame:

Fictitious Name Registration Number:

{

% - This business does not require a registered fictitious name because: | am doing business under my full legal name +
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GETTING A NEW BUSINESS TAX ACCOUNT
APPLYING FOR A NEW BUSINESS TAX ACCOUNT

Figure 2-5: BTExpress displays the Fictitious (DBA) page, where
BTExpress asks you to specify whether this business operates under a
fictitious name. The screen you see may vary from the screenshot
displayed here.

Indicate whether the business has a registered fictitious name and
fictitious name registration number, or if the business does not require
a fictitious name. A fictitious name is a name assumed by a business
that operates under a name other than their own; a fictitious registration
number is a number assigned to the business’ fictitious name. When
you are finished, click Next.

STEP RESULT: BTExpress displays a screen similar to the following:

Tax Collector Home  Search Reports  Shopping Cart

0 County BTExpress ™! - Occupation Information
Please answer the following questions about your business

Describe the type of business or primary function of the business:

Does the business oparate vendinq machines?
5

Is this busine ss a re staurant, bar, or other eating establishment?
) - No

How many EMPIDYEES does this business have?

Is thliEI;uslnEss a hotel, motel, or other lodging establishment?

) - No

Biack Next |

Figure 2-6: BTExpress displays the Occupation Information page,
where BTExpress asks you to provide information about the primary
function of this business and other details. The screen you see may
vary from the screenshot displayed here.

Enter the business information.

Click Next.
STEP RESULT: BTExpress displays a screen similar to the following:
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GETTING A NEW BUSINESS TAX ACCOUNT
APPLYING FOR A NEW BUSINESS TAX ACCOUNT

Tax Collector Home  Search Reports  Shopping Cart

W County BTExpress ™! - Submit Documentation

The fallawing items must be submitted to complete this business tax application
If you 6o not have electronic copies of the required documentation, you will need to mail or fax the documents to the tax callectar's office, or bring them to the office in persan
Note: Only image files may be uploaded at this time. File types accepted: joeg, png, i, tif, bmp, %-png

Ei;{!&?ﬁa“””s with rvu(r:nnb‘?r:;nd type of vending machines [ Upload |
State or County contractor certificate: @ [(Upload |
Fictitious Name Registration Number: [ Upload |
g’%‘%“eﬁgﬁaﬁ[ Eenr't“\f'\“:‘astsnfrrvnm the Flarida Department of Hotel @ [ Uplosd |
E:ljg\étggt;iryvnéfrgg':\it;gnm Florida Departrnent of Agricutture: [Upload |
gﬂug;gtmz”ugnggp?m;nr{mt from County Planning @ \m
Corporate Docurnents (first page) [Upload |
tats leense Eranme”rvwmate from the Florida Department of [ Browse.. | [ Upioad | t
ateaatﬁhucense or certificate from the Florida Department of ["Upioad |
B AL a2 Ceparmentof [Brovse. | [Unloed |
ggg&n&s;ﬂcy;gwdera\ Ernplayer Identification/Tax ID or Sacial [Upload |

The Tax Collector collects Social Security numbers
solely for compliance purposes vith Florida Statute 205 0535
"A (Local Busine ss Tax) receipt may not be issUed uniess the
federal employer identification nUmber or social security
numberis obtained from the person to be taxed "

Back | [ Concel | [ Next

Figure 2-7: BTExpress displays the Submit Documentation page.
BTExpress lists the documents required for this application. Only
image files of the documents can be uploaded through BTExpress. If
you do not have electronic copies of the documents, you must mail,
fax, or bring the documents to the county Tax Collector’s office. The
screen you see may vary from the screenshot displayed here.

If you have an electronic copy of a document listed on the Submit
Documentation page, and the document is saved as an image file, then
you can upload the document to your application by clicking Browse.
Select the document. Click Upload next to the document on the Submit
Documentation page. If you have additional documents to upload,
you must repeat these steps for each document you want to upload
through BTExpress. If you want to delete an uploaded document, click
Delete next to the document to remove it from your application. When
you are finished, click Next.

ADDITIONAL INFORMATION: Uploading documents through BTExpress is
optional; however, if you choose not to or cannot upload the required
documents for your application through BTExpress, you must submit
them through mail, fax, or in person in order to receive your new
Business Tax Receipt.

STEP RESULT: BTExpress displays a screen similar to the following:

Tax Collector Home  Search  Reports  Shopping Cart

W0 County BTExpress ™I - Affidavit

Figure 2-8: BTExpress displays the Affidavit page. You must agree to
this affidavit in order to submit your application to the county. The
screen you see may vary from the screenshot displayed here.

10
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10.

11.

Read the affidavit and choose one of the following options:

o IAgree- Youagree to the affidavit. This will submit your application
to the county.

o Back - You need to revise information on your application before
agreeing to the affidavit and submitting your application.

« Cancel - You do not agree to the affidavit or you do not want to
submit your application to the county. BTExpress confirms you
want to cancel this Business Tax application. Click OK. This will
cancel your application.

STEP RESULT:If you click I Agree, BTExpress displays a screen similar
to the following:

e col

dress. This
i1 contirmation

P Pt el ot sl Pl el el ™ b P P\ e [ O O i o s

Figure 2-9: BTExpress displays the Completed page, confirming that
your application has been submitted to the county and explaining the
next steps. The screen you see may vary from the screenshot displayed
here.

Remain on the Completed page until you receive an email from
BTExpress containing instructions on how to confirm your Business
Tax application (you should receive this email after a few minutes);
you may need to open your email client in a separate browser tab or
window. Please review the information in the email and then click on
the enclosed link to confirm your email address and allow the county
to review your application for approval.

ADDITIONAL INFORMATION: If you have anti-spam software, you may need
to check your “junk mail” folder. If you have still not received this
email after a few hours, you may request a new email confirmation by
clicking request a new email confirmation on the Completed page.
If you have navigated away from the Completed page or need
additional assistance, contact the county Tax Collector’s office.

RESULT

The county will review your confirmed application and approve or reject it.
You will receive an email from BTExpress with the status of your application.
If the county rejected your application, the email will include the reason the
county chose to reject the application.

BTEXPRESS™ USER GUIDE
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APPLYING FOR A NEW BUSINESS TAX ACCOUNT

Related Links

If the county approved your application, the email will ask you to review
your new Business Tax account online at
https://hillsborough.county-taxes.com/public. You should review your
account to make sure all the information is correct. If there is any incorrect
information, please contact the county Tax Collector’s office. The email will
also list the required documents that you must submit before the county will
give you a new Business Tax Receipt. These items must be submitted through
mail, fax, or in person at the county Tax Collector’s office.

You will also need to pay for your new Business Tax Receipt. You can pay
the amount due at the county Tax Collector’s office or by accessing your

Business Tax account online at https://hillsborough.county-taxes.com/public.

AFTER COMPLETING THIS TASK

Once you have submitted all of the required documentation and have paid
the balance due on your account, the county will give you a Business Tax
Receipt to display at your place of business.

Updating Your Business Tax Account on page 13

12
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Updating Your
Business Tax Account

Topics: You can update your Business Tax account by applying through
BTExpress. The following section explains the process of

Requesting a Change to Your
d J g applying for a change to your Business Tax account.

Business Tax Account

BTEXPRESS™ USER GUIDE 13
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Requesting a Change to Your Business Tax
Account

PREREQUISITE

You must have a Business Tax account registered with the county in order
to request a change to your account.

OVERVIEW

You can request a change to your existing Business Tax account using
BTExpress. If the change to the account also requires an update on the printed
Business Tax Receipt (for example, a change to the business name or location),
the county will print a new Business Tax Receipt for you.

Use the following steps to request a change to your Business Tax account.

TASK

1.  Using your web browser, go to BTExpress using the following URL:
https://hillsborough.county-taxes.com/btexpress

STEP RESULT: BTExpress displays a screen similar to the following:

Welcome To %/ /" County BTExpress ™!
Use tne twatons below o 39l o & new Business Ta secor

ly for 2 new Business T account an ootain your ‘County Business Tax receipt o raquest 3 change o your 4sting EUsiness Tax aecourt

@ BTExpress User Guide

! -~ > s e At I g e o ot P i

Figure 3-1: BTExpress displays the county BTExpress home page. The
screen you see may vary from the screenshot displayed here.

2. Click Request a change to my Business Tax account.

STEP RESULT: BTExpress displays a screen similar to the following:

Tax Collector Home ~ Search  Reports  Shopping Cart

0 County BTExpress™ - Search

Search for your ousiness tax account

TaxSys' Search
Enter a name, or address, or account number, efc. [ search

14 BTEXPRESS™ USER GUIDE
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Figure 3-2: BTExpress displays the Search page, where you can search
for your Business Tax account. The screen you see may vary from the
screenshot displayed here.

Enter information associated with your Business Tax account, such as
a name, address, or account number, in the TaxSys Search box. Click
Search.

STEP RESULT: BTExpress displays a screen similar to the following:

Tax Collector Home ~ Search  Reports  Shopping Cart

W County BTExpress™ - Search
Search foryour business tax accourt
TaxSys' Search

smith  Search

C TANKS OF HOMESTEAD INC — Business Tax at 15105 SW 305 TERR, MIAMI, FL 330:

SMITH SEPTIC TANKS OF HOMESTEAD INC [ Account | ‘SPECIALTY PLUMBING CONTRACTOR
15105 SW 305 TERR

MIAMI, FL 33033

Account number 4080404 / Recelpt number 2197507

SMITH & PLAZA DISABILITY REPRESENTATIVES INC — Busiriess Tax at 2103 CORAL WAY 805, MIAMI, FL 33145
SMITH & PLAZA DISABILITY REPRESENTATIVES INC [ i ocour SERVICE BUSINESS
2103 CORAL WAY 805

Account number 7016256 / Recelpt number 7292071

SMITH A LILIA PHD PA — Business Tax at 1501 VENERA AVE 22

RAL GABLES, FL 33146

SMITH A LILIA PHD PA PA/CORPIPARTNERSHIPIFIRM
1501 VENERA AVE 2254

Figure 3-3: BTExpress displays the Search page, where you can view
the results of your search criteria. The screen you see may vary from
the screenshot displayed here.

Find your Business Tax account and click Edit this Account.

STEP RESULT: BTExpress displays the following dialog box.

Requesting changes to your business tax account may resultin additional fees being charged. Da you wantto continue with this request?

Figure 3-4: BTExpress confirms that you want to make a change to
your Business Tax account even if the county may charge you a fee for
making the change.

The county may charge you a fee for changing any of the following
information for your Business Tax account:

o Business name/address

o Owner name/address

o Mailing name/address

ADDITIONAL INFORMATION: If you want to know how much you may be

charged for the changes you want to make to your account, please
contact the county Tax Collector’s office.

Click OK.
STEP RESULT: BTExpress displays a screen similar to the following:

BTEXPRESS™ USER GUIDE
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REQUESTING A CHANGE TO YOUR BUSINESS TAX ACCOUNT

Tax Collector Home ~ Search  Reports  Shopping Cart

Figure 3-5: BTExpress displays the Verify Your Identity page, where
you must prove (by having access to the SSN/EIN associated with this
account) that you are allowed to request a change to this Business Tax
account. The screen you see may vary from the screenshot displayed
here.

Enter the Social Security Number (SSN) or Federal Employer
Identification Number (EIN) associated with this Business Tax account.
Please note that this information is protected under confidentiality
laws of the State of Florida. When you are finished, click Next.

STEP RESULT: BTExpress displays a screen similar to the following:

Figure 3-6: BTExpress displays the Required Documentation page,
where BTExpress determines what new documentation is now required
for this Business Tax account due to any change to the business. The
screen you see may vary from the screenshot displayed here.

Select True or False for each statement about the change to your
business. For more information about a specific statement, click Click
here for more information (a new browser tab or window will open).
When you are finished, click Next.

STEP RESULT: BTExpress displays a screen similar to the following:

nty BTExpress ™! - Required Documentation
or m

Figure 3-7: BTExpress displays the Required Documentation page,
where BTExpress lists the additional required documentation for this
Business Tax account due to a change to the account. The screen you
see may vary from the screenshot displayed here.

Review the list of required documents for this application. You will
need to submit these documents through BTExpress (this option is
provided later on in the process) or through mail, fax, or in person at
the county Tax Collector’s office. For more information about a specific

16
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required document, click Click here for more information (a new
browser tab or window will open). When you are finished, click Next.

STEP RESULT: BTExpress displays a screen similar to the following:

Tax Collector Home ~ Search  Reports  Shopping Cart

[ " County BTExpress ™! - Business And Owner Information

Please fil in fizids below. Fields marked with a * are required.

Business Name and Location
Name SMITH SEPTIC TANK!
Agoress” 15105 Sw 305 TERR.
City, State, Zip™ MIAMI FL. 33033
Country® us
Phone Number
Fax
Mo
Atemate:
Owner NamefAddress:
11 - Same as Business Name/Location
Name: SMITH SEPTIC TANK!
Agoress 15105 Sw/ 305 TERR.
City, State, Zip™ MIAMI FL L 33033
Province*
Country”
Phone Number
Fax
Mobie
Altermate
Mailng NarmefAddress:
£] - Same as Business Name/Location
[ - Saime as Owner/Address
Name?: SMITH SEPTIC TANKS
cio: Enter your company name in the c/o
leld for your mailing acoress
ABvese 15105 5w 305 TERR
City, State, Zip™ MIAMI FL L 33033
Province®
Country”
Other Information
President's Name:
Email Address™
website:
Physical Business Lacation”. UNIN DADE COUNTY -
Real estate account numaer for
property:
Tangible account number for pragerty.
Federal Employer Identfication Number
(FEID) or Social Security Number
(5SN)"

NAICS code What's this?

Applcant’s name.

Applcant’s e

Applicant's orver's icense number

(Bas] (Gancer ] (]
r—\'—\M’\,—q e si

Figure 3-8: BTExpress displays the Business And Owner page, where
BTExpress asks for any updates to the name and address information,
as well as other information, for this business. The screen you see may
vary from the screenshot displayed here.

10. Enter any updates to the business name and location, owner name and
address, mailing name and address, and other required information.
Make sure all of the information on the page is correct and there is
nothing missing. Even if you do not need to enter any changes to this
section, you must enter the following information: Email address,
Applicant’s name, Applicant’s title. When you are finished, click Next.

STEP RESULT: BTExpress displays a screen similar to the following:

BTEXPRESS™ USER GUIDE 17
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Tax Collecfor Home  Search Reports  Shopping Cart

" County BTExpress ™! - Fictitious (DBA) Name
To comply with Florida Statute 865 09 (Fictitious Name Act), please indicate which of the following applies to this busingss:

& - This business has registered a fictitious name with the Florida Department of State Division of Corparations

Fictitious Mame:
Fictitious Name Registration Number:
% - This business does not require a registered fictitious name because: | am doing business under my full legal name +

(o) [Gonee ] [iet)

Figure 3-9: BTExpress displays the Fictitious (DBA) page, where
BTExpress asks you to specify whether this business operates under a
fictitious name. The screen you see may vary from the screenshot
displayed here.

11. Click Next.
STEP RESULT: BTExpress displays a screen similar to the following:

Tax Collector Home ~ Search Reports  Shopping Cart

' County BTExpress ™! - Submit Documentation

The fallawing items must be submitted to complete this business tax application
If you do nat have electronic capies of the required documentation, yau will need to mail or fax the documents to the tax callectar's office, or bring ther to the office in persan

Note: Only irmage files may he uplaaded at this tine. File types accepted: jpeg, png, oif, 1F, bimp, x-png

‘angtatnerd\c:;aunns with nuénnnﬁénu type of vending machines [ Upload |
State or County contractor certificate: [(Browse. | [ Upload |
Fictitious Name Registration Number: [ Upload |
Q%ERME:S?;S%% %Enrrln‘fr‘n:\astsemfrrvm the Flarida Department of Hotel @ [Upload |
Eﬁg‘é‘éﬁ‘s‘ﬂ%éﬁ’é‘gfjﬁg”” Flarida Department of Agriculture [ Upload |
2#5’33%5583,]“;%5;’{““ from Caunty Planning [ Browse.. | [ Upload |
Carporate Documnents first page). [(Upioad |
<
gtha”tsr\é:neggs Era:me”rym:ate from the Flarida Department of [ Browse.. | [ Upload |
ateaatﬁhu:ense or certificate from the Flarida Department of [[Upioad |
Bliness and Fraessanal Reguaarn, oo et [Browse. | (Unloed |
Phutn:{\?py n;FEdEra\ Employer Identification/Tax ID or Sacial [ Upload |

Security Car
The Tax Collector collects Social Security numbers
solely for compliance purposes with Florida Statute 205 0535
"4 (Local Business Tax) receipt may not be issued unless the
federal employer identification nUmber or social security
number is obtained from the person to be taxed

Back | [ Cancel | [ Next

Figure 3-10: BTExpress displays the Submit Documentation page.
BTExpress lists the documents required for this application. Only
image files of the documents can be uploaded through BTExpress. If
you do not have electronic copies of the documents, you must mail,
fax, or bring the documents to the county Tax Collector’s office. The
screen you see may vary from the screenshot displayed here.

12. Ifyou have an electronic copy of a document listed on the Submit
Documentation page, and the document is saved as an image file, then
you can upload the document to your application by clicking Browse.
Select the document. Click Upload next to the document on the Submit
Documentation page. If you have additional documents to upload,
you must repeat these steps for each document you want to upload
through BTExpress. If you want to delete an uploaded document, click
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13.

14.

Delete next to the document to remove it from your application. When
you are finished, click Next.

ADDITIONAL INFORMATION: Uploading documents through BTExpress is
optional; however, if you choose not to or cannot upload the required
documents for your application through BTExpress, you must submit
them through mail, fax, or in person in order to receive your new
Business Tax Receipt.

STEP RESULT: BTExpress displays a screen similar to the following:

Figure 3-11: BTExpress displays the Affidavit page. You must agree
to this affidavit in order to submit your application to the county. The
screen you see may vary from the screenshot displayed here.

Read the affidavit and choose one of the following options:

o IAgree- Youagree to the affidavit. This will submit your application
to the county.

o Back - You need to revise information on your application before
agreeing to the affidavit and submitting your application.

« Cancel - You do not agree to the affidavit or you do not want to
submit your application to the county. BTExpress confirms you
want to cancel this Business Tax application. Click OK. This will
cancel your application.

STEP RESULT:If you click I Agree, BTExpress displays a screen similar
to the following:

Figure 3-12: BTExpress displays the Completed page, confirming that
your application has been submitted to the county and explaining the
next steps. The screen you see may vary from the screenshot displayed
here.

Remain on the Completed page until you receive an email from
BTExpress containing instructions on how to confirm your Business
Tax application (you should receive this email after a few minutes);
you may need to open your email client in a separate browser tab or
window. Please review the information in the email and then click on
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the enclosed link to confirm your email address and allow the county
to review your application for approval.

ADDITIONAL INFORMATION:If you have anti-spam software, you may need
to check your “junk mail” folder. If you have still not received this
email after a few hours, you may request a new email confirmation by
clicking request a new email confirmation on the Completed page.
If you have navigated away from the Completed page or need
additional assistance, contact the county Tax Collector’s office.

RESULT

The county will review your confirmed application and approve or reject it.
You will receive an email from BTExpress with the status of your application.
If the county rejected your application, the email will include the reason why
your application was rejected.

If the county approved your application, the email will ask you to review
your updated Business Tax account online at
https://hillsborough.county-taxes.com/public. You should review your
account to make sure all the information is correct. If there is any incorrect
information, please contact the county Tax Collector’s office. The email will
also list the required documents that you must submit to the county. These
items must be submitted through mail, fax, or in person at the county Tax
Collector’s office.

If the county charged you for the change to your Business Tax account, you
will also need to pay a fee. You can pay the amount due at the county Tax
Collector’s office or by accessing your Business Tax account online at

https://hillsborough.county-taxes.com/public.

AFTER COMPLETING THIS TASK

If the change to your account meant that the county had to print a new
Business Tax Receipt, then once you have submitted all of the required
documentation and have paid the balance due on your account, the county
will give you a new Business Tax Receipt to display at your place of business.
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