Preparing & Uploading Tax Taking Notices

This process assumes you don't have to paste any text from the GDS Core Tax Program into the
STF 6053 or 6053A—see the Appendix if you need to. This process also assumes that you have a

smallpdf.com account.

PART 1
Prepare all the individual tax taking documents for uploading to your Town webpage

A. Use three smallpdf tools Merge, Compress, and Splitto (1) Merge the Final Notice of Tax Taking, STF
6053, and STF 6053A into a single file, (2) Compress that merged file, (3) Split it to remove blank
pages. Once these steps are done you need to rename the file.

Steps:
Open smallpdf.

1. MERGE the PDFs

1.1 Click on Merge to bring up the Select Files box and use the drop down caret to select From
device to open the file list.

1.2 While pressing the CTRL key, use the mouse to click on the 3 files for the person you are
preparing and press Open to bring them into the smallpdf Merge box shown below.

Y  Merge

Dfies Birages @as~ Ut v Dlet g =

D

Gudell1X-pages-1 Gudelll X-pages-2.. GudelllX-pages-3...

1.3 When the Merge completes the button will appear in the upper right of the screen
or below the Merge box depending on your screen width. Select Finish to go onto compress
the file.
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2. COMPRESS the PDF

Selecting Finish in step 1.3 brings up a Done box (which appears after each action).
2.1 Choose Compress which is highlighted in the image below.

Done

GudelllX-pages-1-merged .pdf
6 MB - 4 pages

4, Download

(1] ExportAs «

9 = ir
Smart tip! |
Woah, that’s a big document! Here’s what you can
do:
Compress >
Delete Pages >
LContinua in

This brings up the options for the compression type .

2.20nthe Compress screen, accept the default choice of Basic and click on the blue Compress
button.

Compress

@ Basic

Medium file size, standard resolution

Strong

Small file size, lower resolution

Note: The next Done box on the following page

shows how much the file has been compressed.
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3. SPLIT the PDF

The next step is to use the Split tool to remove blank pages if you have any.

3.1 The Split tool is not visible, so you will need to select the Show more down caret ( which is at

the bottom of the image to the left)

3.2 After selecting the show more down caret, scroll down until you find Split.

3.2 Selecting Split brings up all the pages in the file where you can now individually delete blank

pages by clicking on the trash can.

=3

Done

Gudell1X-pages-1-merged-compressed .pdf

J, Download

(7] ExportAs v

=

Or continue in
Merge
Annotate
PDF Converter
@ Sign

Rotate

Show more

6. SAVE THE FILE

Right click on the printer icon highlighted in the image R
wn v
to the right which brings up a list that includes the Zis

Save as ... option where you can save the file in the

Tax Collector FY 26 folder.

7. Repeat this process for all your other parcels. This o3 (=] i
takes about 1 to 2 minutes per set of parcels each,

once you get going.

4. RENAME THE FILE

The dotted line on the image to the left shows
the smallpdf file name, in the example itis,
Gudell1X-pages-1-merged-compressed-
pages.pdf.

4.1 Click anywhere in that file name to bring up
the Rename your file box

4.2 Change this name to
FY26_ParcelOwnerName.pdf.

Example: FY26_Gudelll.pdf or whatever system
you have

Rename your file

Gudell1X-merged-compressed-pages-deleted-compresset

Done

FY26_Gudelll .pdf
0 MB— 1 MB {884 smaller

(1] ExportAs »

Or continue in

mPfDP >
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PART 2

Uploading the files to the Tax Collector Webpage

Steps:

1. Loginto your Town page to create a new file category for your current year files

2. Scroll down to see the sections in yellow for your previous years titled Tax Collector FY25 Files and
Tax Collector FY24 Files.

3. You will now need to create a new Files page for Tax Collector FY26 Files
3.1 Inthe upper left corner of the page click on the rocket icon to see the menu options. E
3.2 Under Modules, select Manage Files which brings up the Manage File Categories menu bar

shown in the image below.

View All Files @ Upload [l Create Category [V ELE] [

Manage File Categories

3.3 On the Manage Files Categories menu bar select NOGEEIENOE = =(o]aA.

3.4 This brings up the Add New Category box where you can name the category. Enter your new
category Name, Tax Collector FY26 Files and leave the Sort By and Display fields as shown.

3.5 Click on the REICEIERNEWASEIE (61 Button to finish the process of creating the category.

Add New Category

Basic Info:

Name

Sort By sortorder, filename v
Display Display ~

L |

Create New Category

4. Insert this new Files category on your Town home page
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4.1 On your home page scroll down to the section for the previous year, Tax Collector FY25 Files

O, Remove This Section | Modify This Section Re-arrange Sections

Tax Collector FY25 Files

4.2 On the top menu bar select . This will bring up the Add New Section box.

4.3 Inthe Add New Section box, in the Module field, use the Pick a Module drop down to select
Files. Inthe Category drop down scroll down to find your newly created section. Tax Collector

FY26 Files
Leave the Display and Style fields as they are

Click Add Module

Add New Section 0

Module Content Static Content External Content Embed Code Copy Section =

idd existing Module Content such as new

Module Pick a Module ~
Category waiting for module.. ~
Display waiting for module.. ~

Style waiting for module.. ~

+ entries Search
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5. Upload all the files for each homeowner’s parcel into your new files section

5.1 The new section for Tax Collector FY26 Files will now be visible

Tax Collector FY26 Files
Manage -

Show 1n 2  entries Coarch:

5.2 In this new section choose [UlallesElRFIEE from the menu bar and upload all the files for each
homeowner’s parcel. | believe this can be done by selecting them all and dragging them into the
Select Files box.

5.3 Stay on this page as you will need to copy the hyperlinks for each parcel in PART 3
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PART 3
Adding hyperlinks for each parcel in the Recorder Ad DOCX file.

The links must be done on your local PC in MS Word.

Steps:

1.

Open your Word file for the Recorder Ad and have it beside the Tax Taking FY26 Files section. You will

want to go back and forth between the files and the Recorder Ad.

On your Town main page,

3.1 scroll down until you get the Tax Collector FY 26 Files

3.2 Place the cursor on the file for the parcel that you want to link to the ad. Do not double click. The
file name should become underlined. Now right click on the file and select Copy Clean Link or

Copy Link whichever comes up.

3. Go to the Word doc

3.1 Select the whole name of the person whose file you are working on

3.2 From the top menu bar select Insert.

3.3 From the submenu that comes up click Links, and then Insert Link.

3.4 The selected name should already be in the Text to Display box. Paste the copied link into the
Address box.

3.5 Save your file periodically.

3.6 After all the names are linked, save the Word doc, and then save it as a PDF or Exportit as a PDF.

3.6 Upload the Recorder Ad PDF file to the Tax Collector FY26 Files page in the same way as in Part 2,
Step 5.
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Part4

Modify the FY25 Tax Taking 2025 Property Information page for the new tax year.
In this section you will (1) update the FY25 page with FY26 information, update the link from the FY25
Recorder Ad to the FY26 Recorder Ad, and (3) rename the link from FY 2025 TAX TAKING PROPERTY
INFORMATION to FY 2026 TAX TAKING PROPERTY INFORMATION

1. Update the FY25 page with FY26 information

Rather than create a new page for every tax year, you may choose to simply update the existing page
for the current year, partially shown below, and rename it for the current year.

The link, FY 2025 TAX TAKING PROPERTY INFORMATION, found on your home screen will
bring up the page, Tax Taking FY25, which contains

(1) the text for the previous year and (2) the link to that year’'s Recorder ad.
4.1 Update the text in the page to reflect the current year.

Tax Taking FY25

CHANGES TO THE COLLECTION OF DELINQUENT TAXES EFFECTIVE JULY
1, 2025

The Heath Selectboard has voted the following changes to the collection of
delinquent taxes effective July 1, 2025:

The Demand fee will increase from $10.00 to $25.00 on all delinquent
taxes. Please remember that taxes are due in the Collector's Office on the due
date, postmarks are not considered. So mail your payments early to avoid demand
fees on small interest charges, or pay on line where any additional interest is
calculated.

Liens on delinquent Real Estate will be placed four months following the
fourth quarter due date. This means that liens will generally be placed in
September in the same year as the May 1st due date. You will have less time and
receive fewer notices than in the past. Please note that it is less expensive to pay
the tax balance before the property has been advertised for Tax Title.

TAX TITLE PAYMENT INFORMATION
Tax Title Fiscal Year 2025

TO FIND YOUR INFORMATION

Click on TAX TAKING LEGAL AD to view the Notice of Tax Taking that was published
in the Greenfield Recorder on September 5, 2025.
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2. Getthe link for the current Recorder Ad.
2.1 Scroll down to the Files section for the current/latest tax year, Tax Collector FY26 Files.
2.2 Putthe cursor on the Recorder Ad and right click to bring up the option box.
2.3 Select Copy Clean Link to copy the link to the new Recorder Ad to the clipboard.

3. Update the link for the Recorder Ad
3.1 While in the new Tax Taking FY26 page, click the red button in the upper left of the page
3.2 Place the cursorin TAX TAKING LEGAL AD and Right click.
3.3 From the resulting drop down, select Edit Link to bring up the Link box shown below.
3.4 Under Protocol select https:// from the drop down
3.5 In the URL box, paste the link for the new Ad that you just copied
3.6 The Display Tex box should already be filled in.
3.7 Click on the Target tab and from the target drop down, select New Window (_blank).
3.8 Click on OK.

Link X

Link Info Target Advanced

Display Text
TAX TAKING LEGAL AD

Link Type
URL b

Protocol URL
=<other> + ffiles/FY26 RecorderAdLinks. pdf
Select File

This completes all the tasks that need to be done. Note: There are some short cuts you may discover as

you become more familiar with the Town web page functionality so trust yourself to try other methods.
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APENDIX A

This is only necessary if you have to cut and paste text from the GDS program into a state form.

Steps

1. Convert the STF 6053 to a Word doc.

2. Copy the text needed from the GDS output and paste it into the STF 6053 as text by clicking on the
highlighted icon.

3. Save the updated STF 6053 as a PDF using the naming

convention FY26_Gudel_6053_1 (the 1 is for for parcel 1) File . Home Insert Draw
4. Export the updated STF 6053 as a PDF using the naming R
— s |Aptus{EDd}-,
convention above. ]
@™ B I U~
5. Gobackto Part 1. Paste
> 'L\:_'ﬁ) & W £ v i v
Paste Options: Font
L - - - i, P
7 B (& [A
i Paste Special... 4
i Set Default Paste..  Ate @ si

Steps
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