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Online Tax Management Portfolio System, Continued 

 

 
Overview The Manatee County Tax Collector now offers the ability for TaxCollector.com users 

to create a personalized, online Tax Management Portfolio.   
 
In the coming months, online visitors to TaxCollector.com will be able to organize a 
number of their Manatee County tax related items into an easy to use portfolio 
system.  Tax Related items will include: 
 
• Parcels subject to property tax – now available 
• Vehicle and Vessel registrations – coming soon 
• Tax Certificates (for registered bidders) – coming soon 
•  Resort tax accounts – coming soon 

  
Features By registering to utilize the Online Tax Management Portfolio System users will have 

a number of useful tools at their fingertips.  Some features of the Tax Management 
Portfolio System will include: 
 
• Monitor the payment status of multiple Property ID's/Accounts from one screen. 
• View prior years’ tax history. 
• Pay property taxes online via electronic debit of checking account or credit card. 
• Monitor the status of vehicle registrations. 
• Renew vehicle registrations online via electronic debit of checking account or 

credit card. 
• Monitor the status of tax certificates and the related parcels. 
• Receive e-mail alerts and reminders. 
• Submit feature requests for development consideration.  

  
Release Dates 11/22/2004 - release date for the first phase of the Online Tax Management 

Portfolio System.  The first phase consists of the Property Tax module. 
 
Additional modules and features will be released in the coming months.  Our goal is 
to continuously provide new features and services as the Online Tax Management 
Portfolio System evolves. 
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Register to use the Online Tax Management Portfolio 
System 

  
Where do I 
begin? 

To utilize the Online Tax Management Portfolio System, users must first register and 
establish a User ID and Password.  
 
To register, simply click on the “Register” link in the “Member’s Area” menu and 
follow the directions that follow. 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Click on the “Register” link
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Updating Your Profile 

  
Overview Upon the completion of your registration, you will be able to access and update the 

following elements of your profile at any time: 
 
• Name 
• Address 
• Phone Number 
• Password 

  
To Update 
your Profile 

The diagram below illustrates how you may update the elements of your Online Tax 
Management Portfolio System profile. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

  
 

Update your profile 
from the “My Info” tab. 

Click on the 
pencil icon to 
edit the 
corresponding 
section of your 
profile 

Click on the plus 
icon to add an 
address or phone 
number to your 
profile. 
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Property Tax Module 

  
Overview The Manatee County Tax Collector now offers the ability for users to monitor 

Manatee County Property ID's/Accounts. 
 
By registering for a Management Portfolio and adding property ID’s to the Property 
Tax Module area of the portfolio. Users may: 
 
• Monitor the payment status of the Property ID's/Accounts 
• View prior years tax history 
• Pay property taxes online via electronic debit of checking account or credit card. 
• Receive e-mail alerts and reminders. * 
 
*Coming soon 

   
Activating the 
Property Tax 
Module 

Upon completing the registration process, the Property Tax Module will automatically 
be active. 
 
You may click on the “Property Taxes” tab to view it’s appearance and begin adding 
properties to your Portfolio, (see image below). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

Property Taxes tab 
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Property Tax Module, Continued 

 

   
Adding 
Properties to 
your Portfolio 

Follow the steps below to add properties to your Online Tax Management Portfolio 
System. 

 
Step Action 

1 From the Property Tax Module of your portfolio, click on the “Add Properties” button, 
(See diagram PT-1).  This will take you to the Property Tax Search.  

2 On the Property Tax Search screen input your search criteria and click the “Search” 
button to locate a property, (See diagram PT-2). 
 
Note:  You may access a number of different searching options by clicking on the 
links located on the left side of the screen. Searches include: 
• By Property ID 
• By Owner Name 
• By Property Address 
• By Escrow Company 

3 Upon submitting a search, a search results page will be shown with applicable 
properties, (See diagram PT-3) 

  IF… THEN… 
  Your search returned multiple 

properties, 
Click on the Property ID # of the 
property you wish to add to your 
portfolio.  Go to step 4. 

  Your search returned only one result, 
(typically this occurs when searching by 
a Property ID) 

Go to step 4. 

  Your search yielded no results, Go to step 2 and try a new search. 
  
4 You should now be on a page that displays the tax history for a particular Property ID. 

(See diagram PT-4) 
  IF… THEN… 
  This is the property you wish to add to 

your portfolio, 
Go to step 5.  

  This is not the property you wish to add 
to your portfolio, 

Go to step 2 and try a new search. 

  
5 Hover over the “Add to Portfolio” button and a menu that consists of the property 

groups in your portfolio will appear (See diagram PT-4) 
6 Click on the property group that you would like to add the property to.  Now you have 

added the property to your portfolio! 
 
Note:  Don’t worry; you can change the group the property is in at anytime.  We’ll 
cover adding and changing groups later in this document. 

  
Continued on next page 
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Property Tax Module, Continued 

  
Diagram PT-1 The diagram below illustrates where to find the “Add Properties” button in the 

Property Tax Module of your portfolio. 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

Add Properties 
button 
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Property Tax Module, Continued 

  
Diagram PT-2 The diagram below illustrates how the property search screen may appear and the 

links to access alternate searches. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Continued on next page 

Links to searches 
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Property Tax Module, Continued 

  
Diagram PT-3 The diagram below illustrates how the property search results screen may appear. 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

Search Results 
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Property Tax Module, Continued 

  
Diagram PT-4 The diagram below illustrates how the “Add to Portfolio” button may appear on the 

History screen for a property.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Continued on next page 

Property ID 

Tax History 

Add to  
Portfolio button 
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Property Tax Module, Continued 

   
Grouping 
Properties 

The Property Tax Module will allow you to organize the properties in your portfolio 
into groups.  You may group properties however you like.  By default, your Property 
Tax Module will have the following two groups: 
  
• My Personal 
• My Business 
 
You may add as many groups as you like and edit the names of any existing groups.  
This section will show you how to add new groups and edit existing groups. 

  
Adding Groups  Follow the steps below to add a new group to your Property Tax Module. 
 

Step Action 
1 From the Property Tax Module of your portfolio, click on the add button (   ( ) 

under the “My Property Tax Portfolio Groups:” heading, (See diagram PG-1).   
2 Enter the name of the new group in the text box provided and click on the save 

button,  (See diagram PG-2).   
 
The new group has been added!  You can now add new properties to the group. 

  
Diagram PG-1 The diagram below illustrates how the add button for Tax Portfolio Groups may 

appear in the Property Tax module. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Continued on next page 

Tax Portfolio  
Groups Add button 
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Property Tax Module, Continued 

  
Diagram PG-2 The diagram below illustrates how the “New Group” textbox may appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Continued on next page 

Group name 
goes here 
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Property Tax Module, Continued 

  
Edit an 
Existing Group 

Follow the steps below to edit an existing group in your Property Tax Module. 

 
Step Action 

1 From the Property Tax Module of your portfolio, click on the edit button ( ) 
under the “My Property Tax Portfolio Groups:” heading, (See diagram PG-3).   

2 Enter the new name of the group in the textbox provided and click om the save 
button,  (See diagram PG-4).   
 
The new name has been added! 

  
Diagram PG-3 The diagram below illustrates how the edit button for Tax Portfolio Groups may 

appear in the Property Tax module. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

Tax Portfolio  
Groups Edit button 
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Property Tax Module, Continued 

   
Diagram PG-4 The diagram below illustrates how the Group Name textbox may appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Continued on next page 

Save Button 

Group Name textbox 
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Property Tax Module, Continued 

  
Managing 
Properties 

After adding properties to the Property Tax Module of your portfolio, you may utilize 
the “Manage Properties” feature to perform the following tasks. 
 
• Edit/assign a descriptive name 
• Delete and account from your portfolio 
• Move account to a different group 
 
To utilize the Manage Properties feature, click on the “Manage Properties” button on 
the top portion of the Property Tax Module, (see diagram MP-1).  Important:  This 
will enable you to edit all the properties to the group you were in when the Manage 
Properties button was clicked.   

  
Diagram MP-1 The diagram below illustrates how the Manage Properties button may appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

Manage Properties 
Button 



Manatee County Tax Collector  Page 16 of 19 

Property Tax Module, Continued 

  
Move a 
property to a 
different group 

Follow the steps below to move a property in your Tax Management Portfolio from 
one group to another. 

 
Step Action 

1 From the Property Tax Module of your portfolio, click on the “Manage Properties” 
button on the top portion of the Property Tax Module, (see diagram MP-1). 
Note: Ensure that the property you wish to edit is in the active group prior to 
clicking the “Manage Properties” button. 

2 Locate the applicable property in the Edit Mode grid and click the corresponding 
edit link.  (See diagram MG-1) 

3 Select the group you would like to assign the property to from the drop-down 
menu and click the Update link. (See diagram MG-2) 

4 Click the “Exit edit mode” button to exit the edit mode. 

  
Diagram MG-1 The diagram below illustrates how the Edit Mode grid may appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

Locate the applicable 
property and click the 
corresponding edit link 
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Property Tax Module, Continued 

  
Diagram MG-2 The diagram below illustrates how the group drop-down menu and Update link may 

appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

Select the applicable group and click the Update link.

Group 
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Property Tax Module, Continued 

  
Edit/assign a 
descriptive 
name 

Follow the steps below to Edit/assign a descriptive name to a property 

 
Step Action 

1 From the Property Tax Module of your portfolio, click on the “Manage Properties” 
button on the top portion of the Property Tax Module, (see diagram MP-1). 
Note: Ensure that the property you wish to edit is in the active group prior to 
clicking the “Manage Properties” button. 

2 Locate the applicable property in the Edit Mode grid and click the corresponding 
edit link.  (See diagram MG-1) 

3 In the text area provided, type in the decriptive name for the property and click 
the Update link. (See diagram MD-1) 

4 Click the “Exit edit mode” button to exit the edit mode. 

  
Diagram MG-2 The diagram below illustrates how the text area for the properties descriptive name 

may appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 

In the text area provided, type in the decriptive name for the 
property and click the Update link. 

Group 
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Property Tax Module, Continued 

Delete a 
Property 

Follow the steps below to delete a property in your Tax Management Portfolio. 

 
Step Action 

1 From the Property Tax Module of your portfolio, click on the “Manage Properties” 
button on the top portion of the Property Tax Module, (see diagram MP-1). 
Note: Ensure that the property you wish to edit is in the active group prior to 
clicking the “Manage Properties” button. 

2 Locate the applicable property in the Edit Mode grid and click the corresponding 
delete link.  (See diagram MD-1) 

3 Click the “Exit edit mode” button to exit the edit mode. 

  
Diagram MD-1 The diagram below illustrates how the text area for the properties descriptive name 

may appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 

Locate the applicable property in the Edit Mode 
grid and click the corresponding delete  link.   


