
 

 

 

 

 

  

Fairfield County Auditor’s Office 
localgovsupport@fairfieldcountyohio.gov 

 

USER GUIDE 



Table of Contents 
What is DocLink? ......................................................................................................... 2 

DocLink Navigation ...................................................................................................... 2 

Home ....................................................................................................................... 2 

My Dashboard ........................................................................................................... 3 

Recent Submissions .................................................................................................. 3 

My Calendar .............................................................................................................. 4 

My Resources ............................................................................................................ 6 

Action Items .............................................................................................................. 6 

User Management ....................................................................................................... 7 

Adding a New User .................................................................................................... 7 

Editing an Existing User .............................................................................................. 9 

Changing a Password ............................................................................................... 10 

Understanding Role Types ........................................................................................ 11 

Creating a Certificate ................................................................................................ 12 

Entering Certificate Data ........................................................................................... 14 

Adding a new fund ................................................................................................... 16 

Add supporting documentation ................................................................................ 17 

Preview and Submit Certificates ................................................................................ 18 

Preview Certificates ................................................................................................. 19 

Submit to Reviewer .................................................................................................. 20 

Certificate Approval Process ..................................................................................... 21 

Certificate of Estimated Resources ........................................................................... 21 

Certificate of Appropriations .................................................................................... 22 

Certificate Process: Returned for Corrections ........................................................... 22 

Budget Commission Approval ...................................................................................... 23 

Notifications ............................................................................................................. 23 

Additional Resources & Training ................................................................................ 24 

Contact Us ................................................................................................................ 25 



 

What is DocLink? 
DocLink is a submission management system to simplify processes, automate workflows, 
and support organizational compliance, making it easier for you to work with the Auditor’s 
OƯice.  

DocLink Navigation 

Home 
Link to DocLink: https://doclink.fairfieldcountyohio.gov/home 

Once logged into DocLink, you land on the home page. On the Home page, you’ll see 
several items: 

1) Menu (top left corner) 
2) Your username and role (top middle) 
3) Change Password (top right corner) 
4) Logout (top right corner) 
5) Link to the Fairfield County Auditor’s oƯice website (bottom right corner) 

 

Click the  menu to see the navigation pane: 



 

NOTE: Depending on your role type, you may see more/less menu items.  

My Dashboard 
My Dashboard displays several navigation options: 

 

If there is a red bubble with a number in it by “Action Items”, this means there’s a certificate 
that either has not been submitted or has been returned and needs corrected. For more 
information on Action Items, refer to the Action Items section. 

Recent Submissions 
Recent Submissions displays all recently submitted certificates. Here, you can see the 
status of the certificates and view them as well. 



 

My Calendar 
My Calendar displays important submission and meeting dates. The Auditor’s OƯice is 
responsible for populating calendar events that are important notices for the taxing 
authorities. The calendar cannot be added/edited by anyone outside of the Auditor’s OƯice. 

In this example, certificate submissions are due by 12pm on March 26th in order to be 
included during the Budget Commission meeting on March 31st: 

 

To see more detail of a calendar item, select the item by clicking on it. Here, we’ve clicked 
on the entry for March 26th: 



 

Instructions and a list of All Events for the calendar can be accessed by clicking the : 

 

 



My Resources 
My Resources contains helpful links and downloadable resources. To expand a section, 

click the  dropdown arrow of whichever section you’d like to expand: 

 

 

Note: The Auditor’s OƯice will update/post new items to this section. If there’s something 
you’d like to see here, reach out and we’ll be happy to add it! 

Action Items 
Navigate to action items to find certificates that are currently in draft status (haven’t yet 
been submitted to the Auditor’s OƯice) or items that need corrections. 

In this example, the certificate hasn’t yet been submitted (hence “Draft” status). To 
complete the certificate and submit it, click “View”: 

 



This opens the certificate submission screen so that you can continue entering funds, 
adding documentation, preview, and eventually “Submit to Reviewer” 

 

 

User Management 

Adding a New User 
User management is an option available to tax authority admins only. This is where a tax 
authority administrator can add/edit new users. 

To add a user, navigate to the User Management section and click “Add User”: 

 

Once the “Add User” screen appears, there are several fields: 

1) Tax Authorities: Click on the “Tax Authorities” field and select the tax authority for 
the new user. If you are the tax authority admin for only one tax authority, you’ll only 
have that same tax authority as an option 



 
2) Once you select the tax authority, you may need to click in the white space next to 

Add User to collapse the tax authority box 
3) Roles: Select at least one role for the new user 

 
NOTE: For a more detailed understanding of roles, please see the “Understanding 
Role Types” section. 

4) UserName & Name: For simplicity, we recommend the first letter of the first name 
then the last name of the user. For example, the username for Bob Barker would be 
BBarker 

 
5) Position: Enter the title or position of the user 
6) Password & Confirm Password: Create a simple password when adding a user. 

Once the user has been added, we recommend them logging in and changing their 
password. 

7) Email Address: Enter the email address where the user would like to receive 
certificate notifications and correspondence with the Auditor’s OƯice.  



8) Primary Phone Number: Enter the phone number where the user would like to 
receive correspondence with the Auditor’s OƯice. 

9) Secondar Phone Number: This is not a required field, but feel free to add a second 
phone number here. 

10) Primary contact Method: We recommend selecting Email here as this is where 
DocLink notifications will be sent. (For more information on notifications, please 
refer to the notifications section). 

 

Once the user information has been completed, click the “Save” Button. 

To see the new user on the Users screen, you may need to refresh the screen and navigate 
back to the User Management section. 

 

Editing an Existing User 
The tax authority admin role also has the ability to edit existing users. To edit an existing 
user, navigate to the User Management screen and click anywhere in the row of the contact 
you want to edit: 

 

This will open the Edit User screen 



 

Make the necessary changes and click “Save”. 

Changing a Password 
Users are advised to change their password when they first log in. After that, users can 
change their password however frequent (or infrequent) they’d like to change it. 

To change the password, click “Change Password” in the upper right corner 

 

Enter the current password and a new password, then click Submit” 

 

A small message will appear at the bottom of the screen stating the password change was 
successful: 

 



NOTE: If you’re entering an incorrect password, or duplicating the same password, 
messages will appear at the bottom of the screen as well. 

Understanding Role Types 
Here is a comprehensive list of all role types available in DocLink and duties of each role 
type: 

 Taxing Authority User 

o Create Certificates 
o View Submissions and status of submission 
o Add fund/funds to the certificate 
o Upload supporting documentation for certificate 
o View/PDF Print unapproved certificates and detail 
o Submit certificates to Administrator (Auditor’s OƯice) 
o View Resources 
o View Calendar 

 
 Taxing Authority Administrator 

o Create Certificates 
o View Submissions and status of submission  
o Add fund/funds to the certificate 
o Upload supporting documentation for certificate 
o View/PDF Print unapproved certificates and detail 
o Modify/Edit Certificates 
o Submit Certificates to Administrator (Auditor’s OƯice) 
o View Resources 
o View Calendar 
o Create Taxing Authority Users and manage user passwords * 

 
 Taxing Authority Guest (Read Only) 

 Administrator (reserved for Auditor’s OƯice) 

o Create Certificates 
o View Submissions 
o Add fund/funds to the certificate 
o Modify/Edit Certificates 

 Enter/Add Estimated Taxes and Rollbacks 



o Reject/Return Certificates to Taxing Authority Administrator 
o Create Budget Commission Packets 
o View Resources 
o View/Edit Calendar 
o Create Taxing Authority Users and manage user passwords 

 
 System Administrator (reserved for Auditor's OƯice) 

o Create Taxing Authority  
o Create Taxing Authority Users and manage user passwords 
o Maintain Calendar 
o Maintain Resources 
o Maintain Special Announcements 
o Modify/Edit Certificates 

 Enter/Add Estimated Taxes and Rollbacks 
o Reject/Return Certificates to Taxing Authority Administrator 
o Create Budget Commission Packets 

 
 Budget Commission (reserved for Budget Commission members) 

o View Packet 
o Approve Packet 
o Reject Certificates from Packet 

*Taxing Authority Administrators may reach out to localgovsupport@fairfieldcountyohio.gov 
for assistance in determining a User Role. 

Creating a Certificate 
Certificate Submission allows you to create a Certificate of Estimated Resources and/or a 
Certificate of Appropriations. 

1) From the  menu in the upper left corner, select “Certificate Submission”: 



 
2) This will open the “New Certificate” window. Select your tax authority from the Tax 

Authority dropdown list and select the year for the certificate of which you’re 
working with.  

a.  
b. NOTICE: The “Resource” toggle is auto-selected only when you’re entering the 

first OƯicial Certificate of Estimated Resources. It will not be auto-selected if 
you are entering an Amended Certificate or Appropriations Certificate): 

 



3) Select the type of certificate you are creating: 
a. If you are creating a resource certificate, click the Resource toggle: 

 
b. If you are creating an appropriation certificate, click the Appropriation toggle: 

 
c. If you are creating both a resource certificate and an appropriation 

certificate, click both:  

  

Entering Certificate Data 
1) Once you’ve created a certificate, the Certificate Submission screen will appear: 

 

2) To add funds, click the  in the corresponding fund section, then click “Select 
Fund”: 



  
3) Type in the amounts for each column: 

 

 *Click the  arrows at the top of the columns to expand/collapse sections: 
Collapsed Prior Year: 

 
Collapsed Resources: 

 
Collapsed Appropriations: 



 
NOTE: Depending on the certificate submission type you selected, only certain 
fields will be available for input: If you selected Resource certificate only, then you 
will not be able to input data for the Appropriation fields and vice versa. All fields will 
be available for input only if you’ve opted to create both the resource and 
appropriation certificate during certificate submission creation. However, you will 
still be able to show/hide specific portions of the certificate. 

Adding a new fund 
4) If a fund does not appear in the “Select Fund” dropdown, a new fund can be created 

by clicking “Add Fund” at the bottom of the page: 

 
5) Enter the Fund Name, Fund Type, and Tax and click “Add Fund”: 

 
6) The fund you just created should now be selectable in the “Select fund” dropdown 

of the certificate. 
7) If you have accidentally selected multiples of the same fund, named a fund 

incorrectly, or simply want to remove a fund, you can remove the fund from the 



certificate by clicking the  (trashcan) on the fund row (in the “Warning” 
column). *The fund MUST have all $0 amounts entered for the trashcan to be visible. 
If you have any amount entered in the row in any field, you must first zero it out. 

 
8) The Warning column also lets you know of exceeding funds: 

 
9) This warning message can help you make corrections prior to submitting a 

certificate to the Auditor’s OƯice. 

Add supporting documentation 
It’s important to remember to upload supporting documentation such as board meeting 
minutes, resolutions, year end balances, etc. to go along with the certificate(s) you’re 
submitting. 

1) To add supporting documentation with your certificate, click the “Add Supporting 
Documentation” button at the bottom of the screen: 

 

2) Once the “Upload Supporting Documentation” screen appears, click on the  
upload image. 

3) Navigate to the file folder that contains the supporting documentation that you wish 
to upload and select a document. Things to remember: 

a. You may only upload PDF files 
b. You can only upload one document at a time 

4) Once you select the file you wish to upload, click “Open”: 



 
5) After a few moments, the file you selected will appear on the “Upload Supporting 

Documentation” screen 

 
6) Repeat steps 2-4 until you’ve uploaded all supporting documents that you wish to 

upload. 

a. If you want to remove any of the uploaded documents, click the  
trashcan next to the document. 

b. Click “Close” once you’ve completed loading the supporting documentation. 

Preview and Submit Certificates 
During any point of certificate creation, you can preview the certificate.  



Preview Certificates 
On the “Certificate Submission” screen, depending on which certificate type you are 
working with, there are preview buttons available (in this example, we are creating both a 
resource and appropriation certificate, so both buttons are available): 

 

1) Both previews will display the unoƯicial copy of the certificates: 
a. For the certificate of estimated resources: 

 



b. For the certificate of appropriations:

 
Note: These certificates will display as “unoƯicial” until you’ve submitted the 
certificates and they’ve been approved by the Auditor’s OƯice. 

Submit to Reviewer 
1) Once you’ve completed the certificate and uploaded all supporting documentation, 

you’re ready to submit the certificate. 
2) Click the “Submit to Review” button at the bottom of the Certificate Submission 

screen: 

 



3) Upon submission, you’ll be routed back to MyDashboard. You may click on “Recent 
Submissions” to see the status of your certificate 

 
4) On the Recent Submissions screen, notice the status of your certificate: 

 
5) Since you’ve just submitted your certificate, the status is “Submitted to Review”. At 

this point, the Auditor’s OƯice has been notified of your certificate submission and 
will review everything. 

Certificate Approval Process 

Certificate of Estimated Resources 
If you’ve submitted a certificate of estimated resources, the auditor’s oƯice will first review 
the certificate submission. Once it has been accepted (no exceeding funds, all supporting 
documentation received, etc.) it will then be put on the budget commission packet for the 
budget commission meeting. 

Once accepted by the Auditor’s oƯice, the status of the certificate will update to 
“Approved” on the Recent Submissions Screen.  

Once accepted and approved by the Budget Commission at the budget commission 
meeting, the status will be updated to “Approved by BC”. Here you can click “View” to view, 
download, or print the signed certificate. 



Certificate of Appropriations 
If you’ve submitted a certificate of appropriations, the auditor’s oƯice will review the 
certificate submission. Once it has been accepted (no exceeding funds, all supporting 
documentation received, etc.) it will be signed, and you’ll receive a notification via email 
that it has been approved. 

At this point, you can navigate to your “Recent Submissions” and view the certificate. 

Certificate Process: Returned for Corrections  
Once you’ve submitted a certificate, the auditor’s oƯice will review it. If there are any 
issues: exceeding funds, missing supporting documentation, etc., the certificate will be 
returned for correction. 

If this happens, the submitter will receive an email stating corrections are needed. At this 
point, you can log into DocLink, view your recent submissions, and edit the one marked 
“Returned to Submitter” 

 

1) To make the necessary corrections, click “View” 

 
2) Find the fund(s) with errors, and make the necessary corrections. In this case, 

there’s a fund with exceeding funds: 



 
3) From this screen, you can also add more supporting documentation if needed by 

clicking the “Add Supporting Documentation” button. 

Budget Commission Approval 
Once a Certificate of Estimated Resources has been submitted and accepted by the 
Auditor’s OƯice, it is moved to the Budget Commission for review and ready to be added to 
the packet for the Budget Commission meeting. 

During this time, the Auditor’s OƯice will gather all resource certificates and put together 
the budget commission packet. Then, at the end of each month, the Budget Commission 
members meet to review all items in the packet. 

Users will receive a notification via email once the budget commission packet is approved. 
At this time, you can go to Recent Submissions and view the “Approved By BC” certificate 
by clicking “View”: 

 

This is where you can access your approved certificate that’s been signed by the budget 
commission.  

Notifications 
Admins are notified via email: 

 When a certificate is submitted/resubmitted 
 When the status on a certificate changes from Draft to Submitted To Reviewer 

The submitting tax authority is notified via email when: 



 An admin returns their submission for correction 

 An admin approves their submission (language now says 'accepted') 

 When their approved submission is returned for correction  

 When their submission is put on a packet 

 When their submission is removed from a packet 

 A packet is approved which contains their submission 

As DocLink expands, notifications will be updated. 

Additional Resources & Training 
For additional resources and training videos, please visit our website at 
https://www.co.fairfield.oh.us/auditor/fc-DocLink.html 

 



Contact Us 
If you have any questions or comments, please don’t hesitate to contact us: 

Email: localgovsupport@fairfieldcountyohio.gov 

Phone: 740-652-7020 


