
Tax Sale List for News Paper

1. From the function key prompt select “F5” Delinquent reports, next select “F8” Tax Sale 
prep, then “F1” News Paper Advertizement and select “userfile” for your printer.

2. Select “L” for list

3. The year and date should be populated for you if your Municipal Information file was 
updated for the 50 day list, press <enter> for the year, and <enter> for the date next 
enter the amount waived as a whole number (10.00).



4. To access the news paper listing click <start> <my computer> look for your user name 
with a reference to the tax server, double click to access your files.

5. Look for the file “your_login_name.txt”



Next <right mouse click>, then <click> <open with>

You should select <word> or which ever word processor you are using in my case I'm 
using <openoffice writer>



6. You can edit this document like you would any other document and you can <copy> 
and <past> this data in to your own document or insert you own verbiage for the 
newspaper add.


