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Copyright
Copyright © 2017 Province of British Columbia. All rights reserved.

This user’s guide is for users of the BC OnL.ine services who have accepted the
"BC OnLine Terms and Conditions of Agreement” only as necessary in connection with
such services (the "Purpose").

The Government of British Columbia hereby grants to users of the BC OnLine services the
right to use, reproduce and store in electronic format a copy of this user’s guide provided
that such use, reproduction and storage is consistent with the Purpose. No part of this
user’s guide may be used by users for any other purpose. Any distribution of this user’s
guide, whether free of charge or for commercial purposes, will require the prior written
consent of the Government of British Columbia.

If you have any questions, please contact:

BC OnLine Help Desk and Administration:

Toll-free: 1-800-663-6102
Fax: 250-952-6115

BC OnLine Mailing Address:

BC OnLine Partnership Office
E161, 4000 Seymour Place
PO Box 9412, Stn Prov Govt
Victoria, BC V8W 9V1

BC OnLine Physical Address:
BC OnLine Partnership Office
E161, 4000 Seymour Place
Victoria, BC V8X 4S8


https://www.bconline.gov.bc.ca/terms_conditions.html
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Typographic Conventions
Typographic conventions are used with the following meanings:

Screen names and field names are capitalized. For example:
In the Transaction screen, move to the Search field.

Buttons and other “clickable” items appear in bold. For example:
Click Submit.

Required input (that you enter exactly as shown) appears in Courier font. For example:
Type: BC OnLine

Variable input (that you provide) appears in italic Courier font. For example:
Type your Password

System messages (and other screen output) appear in bold Courier font. For example:
PASSWORD CHANGE COMPLETED

Tips, Notes, Important Notes, Cautions, and Warnings appear as shown below:

Tip
A way to make your work easier.

Note
Further information about the current subject.

Important
An emphatic note about the current subject.

Caution
An important point that could prevent an inconvenience.

Warning
An important point that could prevent a financial loss, or loss of data.
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BC OnLine Mailbox

In the BC OnLine Mailbox, you can view, print, save, and email messages. A message can
contain a "Product” in the form of a text file or a PDF file (e.g., a product may be the result
of a search you requested from a BC OnLine service).

Important
Check your BC OnLine mailbox regularly to make sure you receive critically
important messages. The mailbox icon changes color to indicate that

you have new messages.

BC OnL.ine services identify messages using product codes. For example:

BC Assessment:
e BCASSESS (BCA search results).

Landcor Property Valuator:
e LANDCOR (Property Valuator search results)
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User Mailbox and Account Mailbox

Each user in your BC OnLine account has their own "User Mailbox™ which only they can
view. Your BC OnLine account has a central "Account Mailbox" which anyone in your
organization can view.

You can set up Product Delivery Options (see page 10) for each BC OnLine service (e.g.,
Personal Property Registry or BC Assessment). This lets you determine whether messages
go to your User Mailbox, to your Account Mailbox, or to an external email address that
you specify.

Note

Product Delivery Options are mutually exclusive. Your User Mailbox will not
contain messages sent to your Account Mailbox (or to other User Mailboxes). Your
organization’s Account Mailbox will not contain messages sent to individual User
Mailboxes.

To get to the BC OnLine Mailbox, click the BC OnLine Mailbox button
which will appear either in the BC OnLine button bar, or in the menu bar at the left of
some application screens.

In the top left of the mailbox screen, two pairs of buttons let you switch between your User
Mailbox or your Account Mailbox, and between New Messages and All Messages. By
default, these buttons are set to "User Mailbox" and "New Messages."

Mailbox

PAGT357 | 793709

Mailbox Type

@ User

Account

Message View

® New

All
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New Messages and All Messages

The New Messages view shows new messages and "same-day viewed" messages. A same-
day viewed message is one that has been waiting in your mailbox for some time, which

you opened today.
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The All Messages view shows new messages, same-day viewed messages, and messages
that you have handled, but are still retained by the system. Different messages are retained
for different lengths of time. Click Important File Retention Information in the

navigation sidebar for details.
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Each row shows a priority status (red exclamation mark,) a product code, the date and time
of delivery, and a brief description under the Subject heading. To view, print, or save a
product, click one of the links under the Subject heading (see View, Print, and Save

Products on page 7).

Certain messages may appear with a red exclamation mark. By default, these priority
products appear at the top of the screen, followed by non-priority products. You can sort
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the message list by clicking any of the four column headings (!, Subject, Delivered, or
Subject).

The paper-clip icon = appears beside any message that includes an attachment. The
icon appears beside any message you have not yet “handled” by viewing, printing, saving,
or emailing it. After you handle a message, the system removes the icon. The icon
appears beside any message that you have emailed.

If there are more messages than will fit on a single page, you can use the four arrow
buttons 14 _«J rserers (2 ) 21 to go to the first, previous, next, or last page. You can also
select a number from the Per Page field to control how many messages appear on a page.

Click Refresh to refresh the screen rather than wait for regular email updates. Some
images and documents take a while to be processed, so if you are in a hurry, you can use
this button to check for their arrival.

Click Reset to erase any text in the Email address box and de-select any checked boxes.
Click Return to return to the previous screen.
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Sending Messages by Email

You can send messages from the BC OnLine Mailbox to any email address (yours or
someone else's). Check the selection boxes to the right of the messages that you want to
send. Click All if you want to select all of the messages, or click None if you want to de-
select all of the messages.

In the Email field, type the email address you want to send the messages to.

Important

Because email features can vary from one system to another, we recommend that
you test email delivery before you rely on it for sending critical information.

BC OnLine is not responsible for lost or undelivered emails.
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When you click Email, the selected messages will be sent to the address you specified.

The icon will appear beside each message that you emailed, and a confirmation
message will appear at the top of the screen.

To erase any text in the Email address box and de-select any checked boxes, click the
Reset button.
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View, Print, and Save Products
To view details about a particular message, click its link under the Subject heading.

The system delivers "products” (e.g. search results, reports) as message attachments. A
product can be a text file or a PDF file. Text files will display in your browser. PDF files
require viewer software such as Adobe Acrobat or Adobe Acrobat Reader. See the
following topics for details.
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Text Products

The subject, delivery date/time, product code, and priority level are listed, followed by the
product attachment. The example below (from the Site Registry) has a search report as a

text attachment.
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You can:
e Click Printer-Friendly Version to format this screen for your local printer.

e Click Save to save the text product as a file. You will see a dialog message asking
if you want to open or save the file. Choose Save As... and specify a location and a
name for the file.

o Click the attachment link or View to view the product in your browser.
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Tip
Make sure that you print or save your files. BC OnLine is not responsible for lost or
undelivered emails.

Click Return to return to the previous screen.
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PDF Products

The subject, delivery date/time, product code, and priority level are listed, followed by the
product attachment. The example below (a Landcor report) has a PDF attachment.

Viewing and printing requires a PDF viewer such as Adobe Acrobat or Adobe Acrobat
Reader.

fug 7, 2014

Help (2)
Pnnter-Fnendly Version j

Subject 781 MEAFORD AVE V9B2P7 ,018-041-965 2009 AVP Reference: for Greg
Delivered 2014-08-07 14:36:17
Product LANDCOR
Priority  Normal
Attachment(s) £ AVPI009-18390-018041965.pdf (57.743 KB) Save | View

Flease find attached your Landcor reports for the following properties:
[781 MEAFORD AVE VOB2ZP7 fO1B-041-965/000000000005952010]

You can:
e Click Printer-Friendly Version to format this screen for your local printer.

e Click Save to save the PDF as a file. You will see a dialog message asking if you
want to open or save the file. Choose Save As... and specify a location and a name
for the file.

e Click the attachment link or View to view the product in your PDF software.

L AVP2005-18390-018041965-1.pd - Adabe Acrobat
File Edit View Window Help

Flome- | B pEH| oD EB 5
1[N | =@ -] 5 Tools = Comment | Share

Adjusted Value Profiler L

e LanO00r_ 00T

Mlarket Adpustment Samrimary

Property IDPIDE  D18-D4%-965
Fioll Mumber DONOCONN000SSS2010

Tip
Make sure that you print or save your files. BC OnLine is not responsible for lost or
undelivered emails.

Click Return to return to the previous screen.
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Product Delivery Options

In the Account Management menu, select Product Delivery Options. The Product Delivery
Options screen lists every product that you can order through BC OnLine, and lets you
specify where each one should be sent. By default, everything will go to the User Mailbox
of the person who placed the order, but you can change any or all of these options so that a
product will go to an email address or to your account mailbox.

Product Delivery Options
—_— D €D
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RURPROP - Rural Property Tax
Deliver to: User Mailbox -

SITEREG - Site Registry
Deliver to: User Maillbox -

You can select one delivery option for each BC OnLine product.

Email
Account Mailbox *
User Mailbox

Click Submit to update your delivery options.
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Products can be delivered to your:

e Firm’s Office Email Account
You can set your delivery options so that products go to an office email account.

Warning

If you choose Email, the system will send a test message to the email
address that you specify. Note that emails can "go missing" due to internet
provider problems and other issues beyond BC OnLine's control. Please
check that the test email goes to your email account before you rely on this
delivery method.

e Firm's BC OnLine Account Mailbox
Your BC OnLine account has a central "Account Mailbox™ which anyone in your
firm can view. If you set your delivery options so that products go here, anyone in
your firm can see them.

e Personal BC OnLine User Mailbox
Each user in your BC OnLine account has a "User Mailbox" which only they can
view. This is the default delivery option.

If you choose User Mailbox or Account Mailbox, the BC OnLine Mailbox button will
turn yellow to alert you when new products arrive.

[- BC OnLine Mailbox ]

If you choose an office Email account, the BC OnLine Mailbox button will not change
colour. Make sure to check your email inbox frequently for new deliveries.
Whichever option you choose, make sure to check the mailbox regularly.

e If you select Email, you must go to your email inbox to view products.

e If you select Account Mailbox, you must go to your Account Mailbox to view
products.

e If you select User Mailbox, you must go to your User Mailbox to view products.
BC OnLine procedures for the retention of delivered products vary depending upon which

service generated the product. For detailed information, click Important File Retention
Information in the BC OnLine Mailbox navigation sidebar.
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