
Welcome



How Does Electronic Listing Service Work?

Step 1 – Listings are mailed or emailed to the Taxpayers 

Step 2 – Inserts are put into the outgoing printed listings introducing the option of 
completing the listing electronically

Step 3 – The Taxpayer or Agent (CPA) of the Taxpayer signs up as a user of the system 

Step 4 – The prepopulated listing is available online for the Taxpayer or Agent to amend, 
sign or request extensions

Step 5 – Once completed the Taxpayer or Agent submits the listing form

Step 6 – County receives the PDF of the completed form

Step 7 – Return next year 
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Features 

• Security, User creates their own User Name & Password

• Multiple Listings – One Taxpayer, Easy access in one list

• Multiple Accounts – One Agent/CPA 

• Multiple Counties 

• Print/Preview Drafts Before Submission

• Extension Filing, Multiple accounts, one submission 

• Auto Extensions  via Email notifications

• County Administration Portal, “quick view” of Extensions & Submittals

• FileZilla, FTP site for County to view Extension/Submissions 
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Taxpayer Benefits
• Modern Way of Listing 

• Accuracy

• Previous Years Prepopulated   

• “Shopping Cart” Technology 

• Simplicity

• Status Updates

• Easy Extension Request

• Edit Screen

• Upload PDF Attachments – PDF for security reasons

• Improved Efficiency 

• Extensions Auto Approved via Email 

• Notifies County of extensions via FTP and/or email, if requested

• Merging multiple services for County delivery

• Single Data Load – Print/Mail & Electronic Listings

• Status Updates

• Upload Capabilities  

County Benefits

Ease of Use!
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County Uploads Data to SouthData 

SouthData Processes and Converts Listing 
Data 

SouthData Prints & Mails 
Listing Forms with Insert 

Taxpayer or Agent Completes the Form 
and Mails

Forms are Scanned to PDF and 
Indexed 

Forms are Scanned to PDF and 
Indexed 

PDF is Published to FTP Site 

Forms are Returned to the 
County

Data is Adjusted for Online 
Form 

Prepopulated Form is Published to the 
Online Listing Site 

Taxpayer or Agent Completes the Form 
and Submits 

Form is Converted to PDF 

PDF is Published to FTP Site 

Print & Mail Online

Scan

Single data 
upload

If the printed 
form mirrors the 

state form, no 
adjustment is 

necessary

With attachments, 
If needed
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Registration Screen for New Users
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Add/Edit Registered Accounts
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Account Profile



Schedules/Edits/ Instructions 
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Attach/Upload External PDF’s to Listing



User MUST Type Their 
Name for Electronic 
Signature or it Will NOT be 
Accepted.
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Submit Form



Email is sent to Taxpayer with submitted 
PDF attached & PDF is now available to the 
County via FileZilla.
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Confirmation to Taxpayer 



FileZilla Main Screen
FileZilla
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FileZilla
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FileZilla - Extensions
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County Administration Portal – Submittals & Extensions



SouthData
Lora Southard
(336)719.5000
(336) 688-5385
lhsouthard@southdata.com

Questions? 

County Tax Services, Inc. (CTSI)
Tonia Price (Bowen)
(919) 781.4666
1.866.316.CTSI (2874)
tbowen@ctsinc.us

For More Information Contact:
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