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Balancing Tax Roll to Abstract

Examples of how some counties “balance the books”:

1. Master File Change Report in AA is a great tool, but you must
keep accurate notes or you will not know why you changed
values.

2. Spiral notebook with date and plus or minus value

3. Write up erroneous for office use only-this gives you date, legal,
and place for explanation (notes)

4. Some counties do not make any changes until after the tax roll is
certified. They keep doing name changes and splits, but will not
make a change if it affects value. They go ahead and write their
erroneous corrections, but do not date them or give them to the
excise board until after the tax roll is certified. They also give a list
of these to the treasurer so she can pull the statements before
they go out.

There are several ways to track changes. We are not advocating that
one way is better than another or that one way is right or wrong. However,
you must have a system in place to help you balance. You must balance
the abstract to the tax roll just as you would in any other bookkeeping
practice.



CAMA IQ



HOW TO GET TO CAMA 10Q

Some of the counties have lost the apple icon
that was used to get to Cama 1Q.
Below are two different ways to get to 1Q.

» Left Click on The Start Button
» Select All Programs
> Accessories

»Command Prompt

»At The Command Prompt Screen Type In F: And
Enter

» Type Cd\Casmenu And Enter

»Type Z And Enter

» This Should Now Be A Blue Screen Titled 1Q

»Enter




Another way to get to 1Q

» Right Click On The Start Button
» Select RUN

» Type In CMD

» Enter

» Type In F:

» Enter

» Type Cd\Casmenu

» Enter

» Type Z And Enter




The correct data entry on the building
screen iIs to have only “One Primary
Porch”; all others need to be coded
with an “S” and would be priced on the
Misc screen. If you use more than one
porch (of any type) per building screen,

(example: 2 open porches) their areas
would be added together and would be
priced at a lower price per sq’ If they
are 2 different types of porches
(example: ep and op) only the one
entered on the build screen would be
priced.




Choices of Primary Porches

SLAB
RAISED SLAB
OPEN PORCH

SCREEN PORCH
ENCL PORCH
COVERED PORCH

“*Secondary/Draw Screen”
SLABS
RSLABS
OPS
SCPS
EPS
CPTOS

“Primary/Draw Screen”

SLAB
RSLAB
OP
SCP
EP
CPTO

“Code on Misc to let Comp. Price”

SLABX
RSLABSX
OPSX
SCPSX
EPSX
CPTPOSX
(X=class of house A,B,C,D)




The example below indicates the computer is using the tables to

determine the price per square foot. The Use Code Field has to
be entered correctly or it will not be priced.

™ B == s M= f Radiant Software

Hew Saus Fack  Forward Hext Edit
Parcel Number

' 090-19-06N-25E-0-008-00 Mo. 1 LOGGAINS, ALLEN DALE & JOANN
Miscellaneous

Building Number: /
«—

Use Code: | Desc: |

Grade: Class C+ FAIR

Length: Width: |

|
Units: | Unit Price: |

“ear Built:
Depr Table: Class C AYG Pct. Cond

Motes:

MNbhd Adj.: 1.00

Value Mew:
1684

There are times you will not want the computer to price the secondary porches. Example:
your house was built in 1940 and your screen porch was built in 2010. You would want

to reflect 2010 cost; therefore you would need to manually price this porch on the misc
screen




The correct data entry on the building screen is to have only one “Primary
Garage’. All others would need to be coded with an “S” and would be priced
on the misc screen. Only the one entered on the building screen would
reflect a value and the others would have to be entered on the Misc screen.

“CHOICES/ PRIMARY GARAGES” “PRIMARY/DRAW SCREEN”

ATT FRAME AG

ATT MASONRY AG

DET FRAME DG
DET MASONRY DG

Bl FRAME =][€

Bl MASONRY BIG

ATT CARPORT ACP

DET CARPORT DCP

“SECONDARY/DRAW SCREEN” “CODE ON MISC TO LET COMP”

AGS AGSFX
AGS AGSMX
DGS DGSFX
DGS DGSMX
BIGS BIGSFX
BIGS BIGSMX
ACPS ACPSX
DCPS DCPSX

(X=Class of house A, B, C, D)




Again, there will be times that you will not want the computer to price your
garage or carport. The owner may have built the detached carport with
used lumber and the workmanship may not be the best: therefore you
would want to price this on Misc using the Desc Code Field

NS o= g

Sauve Back Forward

Radiant Software

Hext Edit
i Parcel Number

‘Yl]ﬂl]-l 9-06M-25E-0-003-00 1 FREE. GREG & PAMELA
[
Miscellaneous

Building Number: /
Use Code:

Desc:

Grade: Class C FAIR

Length:

Width: |

Units:

Unit Price: |

“Year Built:

Depr Table: 30-year Life

Pct. Cond

MNotes:

Nbhd Adj.: 1.00

Value New: Pct. Cond




The edit to correct the mistakes on porches or garages is located in
the APLUS AREA FILE. To locate this in 1Q:

At the menu select APLUS AREA FILE
Stored Procedure option

Execute stored procedure

This category only

Select one of the choices

Select display (to see if there are any errors)

PARCEL~HUMBER DRAYW SCREEN AREA CODES AG

AAAA—MAIN-18E-23—-4-002-AQ FLRZ2 uWwDE DCP
ARAAA—AIN-19E-21-2—-6801 -84 STG BARN DG
HAAA—KWIN-17E-21-4-A682-81 G DCP
HAAA—KWIN-17E-21-4-833 -84 ACP ADDONUD
HABA—WIN-127E—22-4-H81-88 or BARM DCP
HARAA—BIN-21E—18—41-8686—-8A STG OF DCP
AAAA—A4N-17E—A2-2-008 -804 DCPF STG
HAAA—H4N-17E—18-1-882-A BAS op BARN ESTG
HAAA—H4N-17E—18-2-B86—HAA BAS oF 2TG SHED

A —H4N-17E—14-2-886—H88 BAS 3TG DCP
HAAA—HA4N-18E—-16—3-882-8A80 AG CPTO SHOP STG
AAA—BA4N-12E—84-2-A27—-A80 BAS SHED S5TG DCP
AAAA—A4N-17E—AS—-1-A82-AA@ BAS DG BARM DCP
HAAA—H4N-17E—HAS—3-B01-A8@ BAS 8TG aAcCP DCP
HAA—H4H-17E-H6—4-881-88 BAS SHED OT DCF BARHN
A —H4N-127E—8A7-4-883-88 BAS SHED BARM DG 5TIG
AAAA—A4N-17E—-16—2-AA1-AA BAS oFp BARMN STG
AAA—BA4N-21E-26—3-A04—-A8 BAS : FLR2 OF AG DCPF STG
HHHE—H4N-21E—35—2-@84—-88 _ TUWO ACEF AG SHOF SHED

YT “Continue ——— WIS Browse ESCAPENNTY T SUT

Parcel #0000-23-03N-18E-4-002-00 Has An Ag And Dcp. Remember The Building Screen
Only Prices One. Therefore At This Point You Will Need To Open Cama And Determine What
Has Been Priced On The Building Screen.




| b |

H = @ W Hadiant sofitware
o e st mardEnat BEdit cEetch

onnn-23-n3M-18E-4-002 HD|T KEITH, BETTY R

Selected I

Total Rooms 1)1 A

Heating 1 FORCED AIR "C"
Air Condition 1 FORCED AIR "C"
Fireplace #1 15 1 1st 5tv Cls C
| Fireplace  #2
“Primary Garage 1 AttGar Frame"C"
{-Primary Porch 3 OpnPorch Cls C
Basement
Actual Year B1t 1983 b
£ »

- .H.T'Pd:l-"'rl .H.rnd:l.'l'l' Llf.‘l‘n'“'ﬂ:l.llln thnlhl-lrllulnrrnﬂl UEFI’ HiAdn \fﬁluﬂ

1560 156 51.96° 81062 1.00 0.3200 .7 55122
______ 0.6800 L

The primary structure has been determined to be the attached garage and an

open porch.



On The Draw Screen Below The DCP Is The Secondary And Should
Have Been Coded DCPS. This Would Need To Be Corrected And Also
At This Point You Would Need To Check The MISC Screen To Make
Sure This Secondary Detached Carport Has Been Priced.




AE

£ =3 F- 3 Ll | Fdauldain atinwware
weemhne FOWard  Mext

|l]l]l]l]-23-I]3l‘.I-1 BE-4-002-00 KEITH, BETTY R
DEBF. Deer.

LlllE DDLUy vuur resL . UliLLS ullLL rr. TEI 1dilE reo

ag1 1 WDS Uood Deck S 72.08 4.23 00060 80.08
a2 2 DCP 1.80  1200.88 2886  180.00

S

$

2 Total Misc Records. Total Misc Yalue:

The Misc screen reflects the Detached Carport has been priced. At this point if the Detached
Garage had not been priced, this information would need to be obtained from the Field Person
who has inspected the Parcel.

NEXT YOU WILL NEED TO GO BACK TO THE DRAW SCREEN AND
CORRECT THE DCP TO BE DCPS.




Right Click On The Dcps — Choose Select Sub-Area Now This Should Be

Highlighted.

Right Click Again and the Option Should Be Rename Selected Area.

CLICK OK

5
H = | =z &

Save Cancel | Stats Print
0000-23-03N-18E-4-002-00 Record: 1
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22 24
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Tatal Base Area:




You Will Have To Choose The Incorrect Name (Dcp) And Highlight
Then Click On The Correct Choice (Dcps) And Click Ok

Covered Patio

Covered Patio

Corn Crib

DETACHED CARPORT
ZMD Detached Carport
DETACHED GARAGE
ZMD Detached Garage
EMCLOSED PORCH
ENCLOSED PORCH 2ZHD
Farrow House

Farrow Shed

Fn Basement

Finshed Half Story
Second Floor

Finished Upper Story
Gazebo

GREENHOUSE

Gravel Paving

Grain Bin

Stories: |_ I_ | Cancel |




ile Menu Functions Help

Hs 2= 2 <

Saue Back

arcel Number

0000-03-04N-19E-3-003-00

Selected Item

Forward

Hext Edit Sketch

LAWRENCE, CHARLES & THELMA

Stories/sstyle
Occupancy
Design

Quality

Roof Type

Roof Material
Exterior Wall-1
Exterior Wall-2
Foundation
Interior Fin
Floor Cowver

No. Bedrooms
No. Baths

Total Rooms
Heating

Air Condition
Fireplace i1
Fireplace  #2
Primary Garage
Primary Porch
Basement

Actual Year Blt
Year Remodeled
Eff. Year Built
Condition
Normal Depr Thbl
Functional Obs.
Economic 0Obs.
Observed Depr.
0Obsvd Depr Code
RENT

Gntu Adi. Fact.

A N o e =

6
3

1997
118 13
1997

3

BA
agaoa8
18 151 15
[ 151s 1513 15

118 1515 15
a5

One Story
Single Family
TRADITIONAL
Class G- FAIR
GABLE

COMP SHG CLS C
BRK UHR CLASS C

"C'"™ SLAB
C AVERAGE
"C" AUERAGE

HEAT PUMP **C*
HEAT PUMP “'C*
1 1st HMsn C1s C

2.58

23m.71

12.48
18.95

B1t In Hsnry“c™
OpnPorch Cls C

AVERAGE
Class B AUG

a.85

Eff. Area
1340

Htd. Area

Eff. Rate Value New

43.66 b@b11

Normal Depr
0.1000

Total OBS Pct Condition

Bldg Value




The following 1Q procedure will locate incorrect depreciation entries.
IQ
Aplus Building File
Stored Procedure option
eXecute Stored procedure
This category only

elecute stored rocedure
Edit stox»ed procedure
Delete smtored procedure
Load stored procedure

MH ¥R BLT BEFORE 1958 RES CLASS ¢ DEP TABLE
RES CENTRAL HEAT W0 AIR RES CLASS D DEFP TABLE
RES CLASS A DEP TABLE RES COND AaUG DEFP TABLE
REES CLASS B DEF TABLE REES COND EXC DEF TABLE

< more

ommand : PFERFORHM

Instructions: Select the stored procedure vouw wish to use o

Help

a7~ 28-28018
BLDG—PARCEL—NUMBER SETABQUALITY SETAB—HNORMAL—DEPR-TAB

PAGE
BLDG—OPERATOR—I

HEOA—A4N—19E—@3 -3 —68683 —a8 4
AR —A5H -1 Y7E—36—1—88a3—aa
HEAR—EA5SHN—18E—@A2Z—1 —8681 —a8
AR -ASH-18E—6A7-1—aal —aa
AR —A5SHN-19E-16—2—825—88A
AR —A5SH 21 E-12?-2—88a2—aa
AR —ASNHN—21 E—22—3—881 —8a8a
AR —A5SHN—21 E—34—2—8@02 -8
B —ASHN—Z2ZE—@6—3—8a1 —aa
HEOR—A5SN—22ZE—@6 —41—8a8a1 —aa

5]
Continue —— . SCAPE Interrupt

CHURCH
CHURCH
CHROMI
CHURCH
CHURCH
GCHURGH
CHURCH
CHURCH
CHURCH
CHROMNI
CHROMI
CHROMI
GCHURGH
CHURCH
CHURCH
CHROMWI
SPEARS
CHURCH
JORDAMN




PRINTING 1Q IN NOTE-PAD

For this exercise we are going to use Aplus Area File
Choose Stored Procedure Option
This Category Only
Garage Check !

Select output destination:
Frinter Generic — Dot Matrix
Select new printer
File

SEARCH FOR BAREA-AREA-ID = *AG' AND{BAREA-AREA-ID = 'DG' OR
BAREA-AREA-ID = *'BIG' OR BAREA-AREA-ID = *ACP' OR BAREA-AREA-ID = *DCP’>.
SORT ASCENDING BAREA-PARCEL-MUMBER.

PARCEL-NUMBER DRAY SCREEN AREA CODES AG

FLR2 WDS DCP SHOP
sIG BARN DG

AG  DCP

ACP ADDONUD  SHED
. L}

Escape once from this screen. This will take you back to a menu.



Choose Execute and enter
Choose File and enter your name or report # etc —
Now enter

Select output destination:
Display

Printer Generic - Dot Matrix
Select new printer

Enter Destination File Name:

Procedure Mame: GARAGE CHECK 1
Output type
seallch criteria sale procedure
Sorting order stored Procedure options
Temporary field functions Utilities

Datahase Category: APLUS AREA FILE
Instructions: Enter the filename to which you want output to he weitten.
[f you do not apply an extension, a default extention will he added.




Locate the report you just saved: Left Click on Start, Search, All
file and folders (Select name of report), Look in the F: drive
= Search Results = B>

Fil= Edit (=R Favarites Tool= Help

== > l_ﬁ /__ ) Search I_;I_ — 5 Folders E -

sddress | ] Search Results ~ =0

Search Companion MNarme In Folder
To start vour search, follow the instuctions in the ettt pane

Search by any or all of
the criteria belows.

all or park of the File mame:
sue

& veord or phrase in the File:

Look im:

Local Hard Dirives F: s | ™

Back. ] [ Search

B Search Results
File Edit Wiew Fawarites Tools Help

> > L’j f.._\J Search [{_ Folders Elv

address | ) Search Results > (a0

Search Companion = MName In Falder
(=] =sue CA\Documents and Settingshcgra...

There was one file
found. Is it what you

Hiatfazsk You will need to right click on the report name

ves, finished searching (Sue) and choose Open With

¥es, buk make Fukure
searches Fasker




Windows cannot open this file:
o I

File: SUE.FRT

To open this file, Windows needs to know what program created it. Windows
can go online to look it up automatically, or you can manually select from a list
of prograrms on your computer,

Yhat do vou want 1o do?

(®) Use the Wehb service to find the appropriate prograrm
()select the prograrm from a list

Choose the program wou want ko use to open this file:

Prograns

I Recommended Programs:
A wordPad
Iy Other Programs:
7l Adobe Readsr 7.0
& Internet Explarer
| Microsoft Office Access
__ﬁ Microsoft Office Document Imnaging
L@ Microsoft Office Excel
| Microsaft Office InfoPath
_i-l Microsaft Office Pickure Manager
@j Microsoft Office PowerPoink

s TP - SR SO B N B

[ ] Always use the selected program to open this kind of file
Browse. ..

If the program wou want is not in the lisk or on your computer, you can look
for the appropriake program on the Web,

K, ] l Cancel




After opening the report, click on FILE and select the printer.

B SUE - WordPad

File Edit “iew Insert Format

LEeEH £& 4

PLARCEL-NUMEER DELW SCEREEN AREL CODES

aoog-031. e —4-J0z-00 i L FLEZ WDAa DCP
aooo ] —-2-001-00 i L aTE BARN DG

ogaao ; 2 ] Lz DCP

Qoo ) ' 3 — ] I ) ACP  ADDONWD

aoano IE—-2: ] oF EARMN DCP

aooo i L, 3T OF DCF

2 DCP 3T

oOF EARM 3T DCP
QOF STF SHED DCF
3TE DCP

O BHOP 3TG  SHED

h
=

ooo00-04N-17E-10-1-002-00
0d&e-00 ] OFR3
i a3 CP
0000-04N-18E-16-3-002-00  A( BALS

K K K
s e

L T T % TR O B

]
)
au]

K
=

After printing a report, you will need to DELETE the document




CAMA PERSONAL PROPERTY CLEAN-UP
(FORMAT & KIND)

ALL PERSONAL PROPERTY
Output Type
Columnar
Subtotals Only

Detall-Tetab-Format And Gdata-Kind-Account
<End>
Count (enter)
<end>
EXxecute
Display
Recommend Printing




Continue

o
A7,27,2018
DETAIL-TETAB—FORMAT GDATA—KIND—ACCOUNT
| ettt
B
1
TEANM I
TEFME B
TEFME I
TEILL B
TEILL I
TEINU B
TEINU I
TELHI B
TELHI I
: TEMHA I
TEOFM I
TEOTH B
TEOTH I
TEFPEN B
TEPEN I

LR EEEEEEEEEEEEEEE

ESCAPE

Interrupt

e TEFME Is A Farm Code And Can Not Be Used On A

Business Account.

e TEINV Is A Business Code And Can Not Be Used On
An Individual Account




IQ PROCEDURE TO FIND ERRORS

ALL PERSONAL PROPERTY

Search
Detail-Tetab-Format
Equals
Matches
Constant

TEFME(incorrect type???)
(Enter more search criteria) — Yes

(Combine with previous criteria) —
And

Gdata-Kind-Account
Equals
Matches
Constant
| or B (the error
More search criteria) — No

Output Type
Columnar
Detail Only
Tmstr-Account-Number
Tmstr-Name
Detail-Line-Number
<End>
Execute
Display
Recommend Printing




This edit lists the account number, line number, and name.

-[o]x

a7?-27-28108 PAGE 1
TMSTR-ACCOUNT -HNUMEBER TMSTR-HAME DETAIL-LINE-NUMEBER

#23630.88 S—BAR RANCH-LOIS SO0KOLOSKY

Continue HE )Y Interrupt

Next you need to open this account in CAMA.




N PP Master Datz - 0

L) 3 Ll L

DY0Y

e
e

U NLAT U A J

IE

File Menu Functions Help
Rl = R 7
Hew

Forward Hent FCopy Edit
Search

Save Back

(* Azt Mor (" Situs Address (" DBA Mame

Account

RE Parcel Number

Name And Mailing Address
DBA

Radiant Software

(" Owner Mame " Alternate Id

Alternate Id

(" BE Mumber

Situs Address

Number Unit Dr Street Name

Md

%L0IS ANN S0KOLOSKY MILES

Name, Mailing Address

City Zip

5-BAR RANCHILOIS SOKOLOSKY

4242 N CAPISTRANO DR UNIT 151

City DALLAS

Property Details

State  |TX Zip |75237-4|137

Country

CODED BUSINESS Business Code 112111 Beef Cattle Ran
Appraiser CM Appr. Date ‘ua ‘1 3 |2I]I]EI
Phone 972 8184727 Contact ‘Lms ANN SOKOLOSKY MILES
Comments




The G-Data Screen indicates if the Account is Business or Individual

Radiant Software

Forward

023630.00

Selected Item

1 5-BAR RANCH\LOIS SOKOLOSKY

Kind-Business

Kind-Business
FEI Humber
Social Security
Humber Livestk
Type of Livestk
Ag. Prod. Acre
Principal Prod.
Qtr Section
Section
Tounship

Range

County # & Hame
Permit #

Permit Type
Permit Year
Sch. Dist.
HOMESTEAD

DBL. HOMESTERAD
FLAGT SX&X
FLAG2 XXXX

B Business
B Business

73
441184466

Latimer County




The Detail Screen below list farm tractors on a business account.

This account will not roll values into AA. You could enter this
manually into AA or re-enter using acceptable codes.

I__E.I -é ér Radiant Software
=

Parcel Number

|uz353u.uu

ITEM DESCRIPTION YR ORIGIMNAL—COST R—G—MN-L-D QUERRI DE
1 Farm Tractors [51] 41,0888 35,268 a
2?2 Farm Tractors 98 38,008 23,7848 a

Cost: 1000 Rcnld: REIGD Total Value: L8960



Alternate Data Entry Met

I__bl E é %- ] Radiant Software

Mew Save Back Forward

Parcel Number

||12353|].uu - 1

Property Class OTH 0th Personal Pr AadaBABea0A1 . a8
Property Type OTHH 0th HMotor Equip

Hanufacturer CASE CASE IHTERHATIO

Type HE Ho Exemption

Model #

Year HMade 20886

Horse Power a85

Kind OF Fuel DSL Diesel

Render/sAcquired aaaa

Quantity sfpspsflsfslcysy]

Purch. Price $ ofoean1068

Depreciation 16 16-Yr Age/sDepr. AeO0ABAORG.86008
Obserud Cond aagasoaang

Hote 1
Hote 2

Orig Cost Appr Value




CAMA PERSONAL PROPERTY IQ CLEAN-UP (Class & Type)

ALL PERSONAL PROPERTY
Output Type
Columnar
Subtotals Only
Tetab-Prop-Class
Tetab-Prop-Type
Gdata-Kind-Account
<End>
Count
<End>
Execute Procedure-
Recommend Printing

There are several mistakes in the procedure above.




TO LIST ERRORS FOUND BY PROCEDURE ABOVE

SELECT

ALL PERS PROP FILES
Search Criteria
Tetab-Prop-Class
Equals

Matches

Constant

FV(class that is incorrect)

(Enter More Search Criteria) - Yes
(Combine With Previous Criteria) — And
Tetab-Prop-Type

Equals
Matches
Constant

TRACTOR (incorrect type???)
(More Search Criteria) - No
Output Type

Columnar — Detail Only
Detail-Account-Number
Detail-Line-Number
Tetab-Prop-Class
Tetab-Prop-Type

<End>

Execute

Recommend Printing

This edit shows that the account # is 008800.00 The line number is #1

\r 2722018

DETAI L—ACCOUNT —HUMBER DETAIL-LINE-HUMEBER

Aas8EAaA . Aa

TETAB—PFROPERTY —CLASE TETAB—PROPERTY
TRACTOR




You would need to open this account in CAMA to see what was entered
incorrectly.
The IQ Procedure referred to line 1

LA LOIL LA )y WL LU L

File Menu Functions Help

I__bl é Radiant Software

Mew

Parcel Number

‘unasuu.un

ITEM DESCRIPTION ¥R ORIGINAL—COST OUERRIDE

TRACTOR = _HOT 88 . 588
Farm Tractors 58 =888
Farm Tractors ca =888
Farm Tractors 20 . 888
Bull Dozer Gl - 888
Haying Eq. PTO ag .088

Total ¥alue:




Hew Save Eack

Parcel Humber

Foruwacd Mert Edit

Double Click

Highlight
Property
Type

‘Pruperty Type

|TRH[:TI]R X

Radiant Software

Property Class Fu Farm Uehicle ge0080808081 . 88
Property Type TRACTOR
Manufacturer CASE CASE INTERHATIOD
Type FE Fuel Exemption
Model # 29
Year Hade 1988
Horse Pouwer aoa
Kind Of Fuel DSL Diesel
Render /Acquired aeaa
Quantity fesoaasaA1
Purch. Price % SEspspsTshsLyslsls
Depreciation LY LY Lowest Ualue 8AAOpBE0A1 . B0AA
Observd Cond LiRsLsTepsqeTs]igsli]
Hote 1
Hote 2
Orig Cost Appr Value Value




To Open The Help Table Click The Edit Button. Highlight The Entry That
Is Incorrect ---For This Example Highlight “Property Type” Now Double
Click In The Box And The Help Table List The Way It Should Be Entered In
CAMA

The box below indicates the correct entry would be TRACT.
‘Farm Vechile Help Table

CODE DESCRIPTION

636 36 36 36 I 3 I 363636 36336 36 IE-IE 36 I I I I I 36366

HOE BACKHOE fTRACKHOE
CRAYW Crawler Tractor
DOZER Bull Dozer

FERT Fertilizer Equipment
FH Forage Harvester
GEH Generator

LOG Logging Equip

OTHH Other Hotorized Eq.
SPRAY Spray Equipment
TRACT Farm Tractor

TRUCK Hon Tagged Truck
WROUW Self-Prop Suwather
LUHEL 4-WHEELER

SKID SKID-STEER

MULE MULE/GATOR

You will need to run the edits for each entry that was entered incorrectly and correct this in CAMA.




COUNTY COMPUTER
ASSISTANCE PROGRAM



GounTyY: BoMPUTER ASSISSTANGE PROGRAM.

ASSESSOR’S ANNUAL CONFERENCE

AuUGUST 9-13, 2010



Assessor’s Annual Conference August 10-13, 2010
County Computer Assistance Program

*0
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CUL AN PASEE 1.ttt st s e e st e ne e e s ar e sr e e e eneeesreeeareee e 4
D 1= =1 o F O TSP P TSV PTUUPOPPPTON 6
(G 0T8N [o [ T @ o= o F= SRR 6
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o0 0T = - o S 11
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Copying files to a flash drive 0N @ PC:.....eieeeecceeiecrriccccee e recrreen e ee e s e e eesnanssesseesseeennansssnnsesseennn 19
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Data Entry Tips

Cut and Paste

Save time in data entry of legal descriptions in the AA program. Suppose you have a parcel split and

need to create a new parcel. Copy the existing legal description from the original parcel and paste into

the legal description of the new parcel.

% Real /Personal Update (0000-01-02N-02E-0-001-00 Name

. . 1
General Info Beal Property |!3'U99|E'CTW95|Change Notice ComRealPersonal Update (0000-01-02M-02E-0-001-00 MNarme>CAMILL,

=0l x|

Addn Sect TwpBlk Rnolot  Gir Parcel Props

Change Parcel Humber | IDDDD IF IDQN IDEE II:I_ IDD'] Iﬁ

Acres: I 25 280 |
Ag Land Acres: I £25.280
Lots: | 0.000

Legal Description:

Secondary Parcel Code: l_

Land Use: |Ruralfg b
% Of Ownership: I 1.000000

ExmptidcresiLots Change: IEIDTJQEIEIEE

ALL LESS 12AC; =] [Pr
L23A0C 1-2ZN-2ZE
WILFORD CAMILLI ALSO A
TRUZTEE
=
Record will be Changed Insert/Update Cancel/Close print this Delete Record
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Highlight the needed text, hit ctrl key and the letter C. You have just copied the highlighted text to the
computers “Clipboard”.

The Clipboard is a special file or memory area (buffer) where data is stored temporarily before being
copied to another location. Many word processors, for example, use a clipboard for cutting and pasting.
When you cut a block of text, the word processor copies the block to the clipboard; when you paste the
block, the word processor copies it from the clipboard to its final destination. This copied text can be
copied to other applications outside of the AA Program such as the CAMA program and Word or Excel or

email.

r

LEJAC 1-
UILFGR

Legal Description:

I CAMILLT ALZO A

Now to place that text where we want it.

Put you cursor where you want to place the text
and click, then hit the Ctrl button and the letter V.

Ctrl C=copy Ctrl V=paste

Let’s talk about those squares that show up and how to correctly enter legal data.
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mu AronTa .
s

Date field

No dashes or slashes are needed when entering a date. Enter a two digit month, two digit day and

either a two or four digit year then press enter.

Signed Date: [8/05/2010

Group Address Changes

Access this option from the drop down menu in Records and choose Address Changes.

% Select Records to Change Ol x|
Records Tagged &
By Name |Eh,r Owner Murrber | By Parcel Number |
MName Chwner Address 1 Address 2 | Al

¥ |3-J FARMS, INC. 2001 | %CLAUDE SMITH P.OBOX 194 _I
¥ |3-J FARMS, INC. 2000 %CLAUDE SMITH PO BOX 194

¥ |3-J FARMS, INC. 20.00 | %CLAUDE SMITH P.O.BOX 194

¥ |3-J FARMS, INC. 2000 %CLAUDE SMITH P.OBOX 194

¥ |3-J FARMS, INC. 2000 | %CLAUDE ShITH P 0 BOX 194

v | 3-J FARMS [MC, 20.00 | % CLAUDE SkITH PO, BOX 194

[ |4-M FARMS 30.01 | %WAYME MONTGOMERY BOX 336

[ |4-M FARMS, L.P. 30.00 BOX 836

[]4-1 FARMS, LIMITED PARTMERSH 30.00 BOX B30

[ |4-M FARMS, LIMITED PARTNERSH 30.00 | %WAYME MONTGOMERY BOX 336

& & B YIDED 19,880.03 [%ANGELA & BRENT TRAMTHARM PO BOR 1012

[|A & L CATTLE CO., INC. 600.01 [%BOBBIE ARFLE HCR 1 Bk 24

[T |A8R0ON, BETTY L. 40.00 510 WMWY 215T

[ |ADAMAH, BERSKAH CHARISMA, | G000 B0 366

[ |ADAMAH, BERSKAH CHARISMA, | 0.00 BOx 366

|42 v ]m]m] o] | k|

Hold down the Ctrl key to tag multiple records.

Apply address changes to assessment roll |

UnTagy UnTag All

Close |

You can sort records by Name, Owner Number or Parcel Number. Hold the Ctrl key down to tag

multiple records.
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Processing Records

0% Completed
Addresses will only be
Enter nevy address information and check the line you want to change. updated if the BOX is

Mewy address line will only be updated if box is checked. checked.

If you check a box but
leave the information
line empty or blank

Address 1. [T I that corresponding
line on the records
Address 2 [ |1|:||:| WWEST MAlNI
will be blank. Click
Address 3. ™ I OK to update all
City: T I selected records.
State: [ I
Ip | | |
Country: [ I
Ok | Canceal |
# Select Records to Change —1of x|
Records Tagged ()
By Mame |Elv Owner Number | By Parcel Number |
MName Orwner Address 1 Address 2 [~
[|3-J FARMS, INC. 2001 |%CLAUDE SMITH 100 WEST MAIN [
[7|3-J FARMS, INC 2000 [%CLAUDE SMITH 100 WEST MAIN
[7|3-J FARMS, INC. 2000 |%CLAUDE SMITH 100 WEST MAIN
[7|3-J FARMS, INC. 2000 |%CLAUDE SMITH 100 WEST MAIN
[7]3-J FARMS, INC. 2000 |%CLAUDE SMITH 100 WEST MAIN
[1|3-J FARMS, INC. 2000 |%CLAUDE SMITH 100 WEST MAIN
[7]4-M FARMS 3001 |%WAYNE MONTGOMERY BOX 836
[7]4-M FARMS, LP. 3000 BOX 836
[7|4-M FARMS, LMITED PARTNERSH|  30.00 EOX 836
[7]4-M FARMS, LIMITED PARTNERSH| 3000 |%WAYNE MONTGOMERY EOX 836
[7]A & B YIDED 18 880 03 | %ANGELA & BREMNT TRANTHAM P.O. BOX 1012
[7]& & L CATTLE CO., INC. £00.01|%BOBBIE APPLE HCR 1 BOX 24
[7|AARON, BETTY L. 4000 510 MW 215T
[7|ADAMAH, BERSKAH CHARISMA, I 50.00 EOX 366
[T |ADAMAH, BERSKAH CHARISMA, I 50.00 BOX 366
IiI{{ 1|?|b|b>|bl| 4 }IvI
Hold down the Ctrl key to tag multiple records. |§Apply address changes to assessment roll |
Tag UnTag Al | M
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Image Resizer

This program is available from the CCAP website if it is not on your computer. It is run from the local
computer not from the server. This means anyone wishing to run this program will need to have it
downloaded to their computer.

Once installed you can select one or several pictures in the picture folder on the server to resize.

Once the pictures are selected, right click and the drop-down menu will display.

Open
Now left click on Resize Pictures. Edit

Pres e
Print

Fesize Pictures

Fefresh Thurmbnail

Fotate Clockwise
Fotate Counter Clockwise

Set as Deskiop Background

Dpen With k
M \WinZip *

E-mail with Yahoo!

Scan 100_0173.0PG for Yiruses and Spyware

Send To »

Lt
Copry

Create Shortout
Delete
Fename

Froperties
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Re X

You can create resized copies of one or more selecked pictures and skore them in
the current Folder,

Select a size:

* Small (fits a 640 x 480 screen’;

Mediurm (Fits a 300 x 600 screen)
Large (fits a 1024 x 763 screen)
Handheld PC (fits a 240 x 320 screen)

Advanced => (0] 4 Zancel

Click on the Advanced button on the bottom left and two more options are displayed.

Resize Pictures X|

You can create resized copies of one or more selecked pictures and store them in
the current Folder,

Select a size:
= Small {Fits a 640 x 480 screen)
" Medium (fits a 800 x 600 screen)
™ Large (fits & 1024 x 768 screen)
™ Handheld PC {fits 2 240 x 320 screen)

" Custom (fits al 1200 I:uyl 1024 SCREEN)

™ Make pictures smaller but nok larger

v Fesize the original pictures (don't create copies):

<< Basic | | Ik I Zancel |

On this screen the radio button on the size option for Small (fits a 640x480 screen) should be selected.
The last box, Resize the original pictures (don’t create copies) should be checked. Now click OK button.
The pictures are now a smaller file size.
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Creati

ng a Folder in a Drive

Open an Explorer Window in XP

In WinXP double click the My Computer icon on the desktop to open a new window or in the
Start menu select My Computer.

A window opens that displays the various drives and special folders on the right and a set of
tasks on the left.

B My Co . =10/ x|
Fle Edt YView Favorites Tods  Help | e
R e - i) - * J.'Seard'u W Fokders | bl L% =
.ﬂ.l:b:lrassl ¢ My Computer j Gn '
Faolders X || Mame = ]Typa -
B ot o] | B3y (s 3vednch Floopy
L 5% Floppy (A G local Disk (2:3 Lozal Disk
g Locd Disk () s Local Disk (D) Local Disk.
[ % Local Disk (0:) eLocal Disk. (E:) Local Disk.
] G Local Disk {E:) anlocal Disk (Fi) Local Disk,
Bl gz Locd Digk {F:) SeLocal Disk (G:) Local Disk
B e Locd Disk (Gr)  — ”_'I"RE“":'““'* Disk [.... Removsble Disk Wiew Favorites  Tool
4] e Removabls Disk (| | W CD-RW Drive (1) D Drive
[ b COWRI Dive (1) | | “=Pemavable Disk (1:) Remenble Disk — Toolbars *
Bl “w* Removable Disk [, S Bemovable Disk (K1) Remonvable Disk W Sktatus Bar
[ “a® Ramovatie Dick () e Removable Disk (L:) Remoneable Disk Explorer Bar »
L1 W Flreemrns imlin n;_ﬁ Pty Cital Camera  Syshem F-:-l:ler—|;,
1] I 3 i ] ¥
Thumbnails
|14 chiects | | 54 My Compuber & ,
Tiles
iy Icons
Click on ==='= the Folders button on the toolbar to show the folder tree in Lict

the left
all drive

pane. The window shows the folder tree for the whole computer, listing Ml
)

s and special folders. arrange Icons by »

Choose Details, ..
Go To 3
Refresh

If the right pane is not using the Details view, click View at the top then
select Details.

Create New Folder

Double-click in the right pane on the folder my documents to open it.
From the menu bar select File> New> Folder or right click and select New.
Type your name as the name of the new folder.

Click somewhere or press the ENTER key. Your new folder is created and named.

10
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PDF Creator

What is a PDF?

Short for Portable Document Format, a file format developed by Adobe Systems. PDF captures
formatting information from a variety of desktop publishing applications, making it possible to send
formatted documents and have them appear on the recipient's monitor or printer as they were
intended. To view a file in PDF format, you need Adobe Reader, a free application distributed by Adobe
Systems.

What is PDFCreator?
PDFCreator is an application that can:
e Create PDF's from just about any program that prints using Windows printers.

e Create documents in the following formats: Portable Document Format (PDF), Postscript (PS),
Encapsulated Postscript (EPS), PNG, JPEG, BMP, PCX, and TIFF.

e Combine multiple documents into one PDF.
e Password protect and apply up to 128 bit encryption to your PDF documents.

We suggest you use this to archive all June reports, Excise, Abstract and Homestead. Also at the end of
year when you create your tax roll, archive these same reports and the tax roll abstract.

This program has to be installed on each user’s computer. A PDFCreator icon will be in your printers and
faxes list. Some new computers come already loaded with a PDF printer such as Adobe PDF this is NOT
the correct option and has not been tested yet so be sure to use PDFCreator.

"8 Printers and Faxes

9((=1E

© Flle Edit View Favorites Tools  Help :;'
1 1 ®) -

: O ) 1.? 7 Search 0 Folders El

| Address |C4‘J Printers and Faxes 4 | G

Printer Tasks

[2] Add a printer
&n Install 3 local fax

printer
See Also

lz] Troubleshoot printing
Q) Gt help with printing

Other Places

@ Control Fanel

JmN

Y\ adobe POF
= |

Ready

\_\L} Fax Lexmark ¥5400 Series
="

Ready

YL Kyocera kM-a030 K
=

Ready
PDFCreator
i}

Ready

)
T CARCL
= 0

)

Generic [ Text Only

1]

Ready

Lexmark ¥5400 Series

1]
Offline

Auto HP LaserJet 1100 on
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Choose June Reports and then Assessment Roll Abstract. At the end of the process you will be
prompted to select a ‘report destination’, choose PDFCreator, and then click the OK button.

Report Destination

Printer

Mame: PO FCreator Froperties. ..

Status; Feady
Type: POFCreator
“Where:  PDOFCreator:

Conment: eDac Printer [ Print ta file

Frint range Copies

o Al Murnber of copies; 1 El:

" Pages from: -
- LR

k. | Cancel

12
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= Report Preview[PDFCreator on PDF Creator:]

H T zeompPet[ T2 € 1 P B Pagel T Hot1 €5 Copes] T 21 I Pages to Print[AT i =
Select Printer... Elg‘
Printer
] ATION AND ASSESSMENT FOR CIMARRON COUNTY, 200¢
Name: ropeities..
Status:  Ready Fractional
Type:  PDFCrealor Fair Cash Valuation Assessment Gross Assessed Valuation
Whete:  FDFCreaton Percentage Applied
-Enmmenl eDac Printer ™ Pint ta file 5 T T 5 T
Print tange- ~Capies 18,102,912 2,353,380
10,283,504 1,336,854
& Al 1 = —e e
flaberstzies = 25,590,808 3,326,808
" Pages from: 1 - 4,564,908 606,445
7 Seleetic @ 762,088 99,071
1L 1 758,547 88511
14,301,908 1,859,275
oK Cancel
ﬁ 18,136,093 2,357,704
3,553,617 451 961
Total Personal Property Valuation 96,168,915 12,502,001
Less Freeport Exemption - o - il
MNet Personal Property Valuation ..., $ 96,168,915 $ 12,502,001
[14] valuation Penalty + % 132,880
ess Veterans Exemption I -8 28310
ess Head-of-Household Exernption m -8 88,525
[17] Less Manufactured Homes on Leased Land Additional Exemptions 1 -8 100
Met Assessed Valued Persaonal Property Subject to Tax, $ 12.515.946
I‘I’axable Fair Cash Valuation | Number Gross Assessed Valuation
Manufactured Homes 3,594,482 L L $ 480,272
Disabled Veteran Exemptions 115,858 1 150862
Taxable Fair Cash Valuation Fractional Gross Assessed Valuation
e — Assessment] I E——
Real Estate Improvements % Applied Real Estate Improvements

You will then see a preview of the report, click the printer icon at the top of the screen. Again you will
be prompted to select a printer. This window should still show PDFCreator, if not select it and then click

the OK button.

13
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The report will NOT actually print but create a document in pdf format. You can rename the document
from this screen or the next one.

i PDFCreator 0.9.3

Creation D ate:
|20090714153652 | [ Mow |

Modify Date:
|20090714153652 | [ MNow |

Authar:
||:I:u:|mh|:|ff |

Subject:

| |
Fewmords:

After zaving open the document with the default program.

| Cancel ‘ ‘ W ait - Collect

‘ Options ‘ ‘ ebd il ‘ ‘ Save ‘

Click the Save button and choose where you will be saving your pdf documents. This could be on your
local hard drive or on the file server. If you want the documents to be shared with anyone else in the
office, saving to the file server in the casmenu directory would be best.

F:\casmenu

14




Assessor’s Annual Conference August 10-13, 2010
County Computer Assistance Program

Save to your local hard drive to a folder you will be able to find later.

Save as

Save in: | EI by Documents v|

N I3 AdobestackPhotos
£ Cavs4vou
My Recent My Data Sources
Documents |5 My Google Gadgets
= My Music
|_ EMy Pictures
[0y Smilebox Creations
EMY Yideos
. [C)Updaters
‘—/" [y version Cue
T CCAP Services, pdf
- Claim®20Form, pdf
| Google Image Result for http v, oznet. ksu,edu_prevas_images_marks%20images_.pi

El}g ~- | Receipt - PayPal pdf

My Computer

Desktop

by Documents

o

File name: A | [ Save l

by Metwork Save az lype: | PDF Files [*.pdf] v | [ Cancel ]

After saving the file Adobe Acrobat window will display your document. You can just close it or add to
another pdf to create one file.

15
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#& August 2009 Abstract. pdf - Adobe Acrobat Professional

File Edit Wiew Document Comments Forms Tools  Advanced  Window Help

U Creste PDF ~ _ﬂ Combine Files - @ Export = % Start Meeting - _m Secure ¥ \m_m: = - Forms = w_wmc_mém Camment =

OB e[ BN & &8> i) |

OTC Fem 8778
Feimad 2008

ANNUAL ABSTRACT OF VALUATION AND ASSESSMENT FOR CIMARRON COUNTY, 2002

Fractional

Parcentags Appliad

Fair Cash Valuation Azsseament Gross Assessed Valuation

Wanufacturing and Processing (other than Jil and Gas) 14550 1200
Refineries, Gascline Plants, Gather and Compression 18022

Cther Cil, Gas and Mining Propery 10283504

Buginess Inventories (gross) 35,500,808

Business Fumiture, Fidures and Equipmen AE54302

Wanufactured Homes on Land Cned by Crl TERDEE

Improvements on Leased Land and Leasshold __._.ﬂ.n_-m_._.m_.ﬁ TEES4T

Livesiozk and Animals 14301308

Famn fractors and Equipment .

Housshold Eguipment and Cib

Total Personal Property Valuation ...

Less Fresport Exsmption

et Personal Property Waluaton ...

Valustion Penalty
£|Less Veterans Exsmption

Less Head-of-Household Exsmption

Less Manufactured Homes on Leased Land Addtional msm_._.ﬂ__n_._w 1
Met Azsessed Valued Personal Progerty Subject to Tax

__.E.u—u_m Fair Cash Valuation | Number Gross Assessed Valuation

Manutactured Homes: L # = %
Dizabled Vefaran Exemptiona 115258 3

Taxable Fair Cash Valuation Fractional Gross Assessed Valuation
- Assessment] -

Real Estate Improvements % Applied Real Estate Improvements

ez H e . $ 2T
1401018 506713 BT V2863
130378 TheRER ATEs =233
T 8063153 STEX 1045534
I 756 936 E-L ]
ERHETIE mAEIE nEizam 1 2o
_._.__u.n___m_._..m_._m _.._:mm 12 through 24) . 18,141,850
|26 | Lees Homestzad Exemption =]
[£7| Less Additonal Homestead Exempticn - 3008
|27 | Less Cizabled Vateran Exemption . = 15052
|22 | Met Assessed Loca 'y Walued Real Property Subject to Tax 18,488 550
2] Total Met Assecsed Locally Valuad Property Subject to Tax (ling 16 + line 28=fne 30).... ... 31,001,378
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Handling USB drives--Expand & Collapse Folder Tree Branches

In the Navigation pane (left pane), click on the icon or name for you're that removable disk. The
right pane will show the top level folders on that drive.

Win XP window

BY Exploring - 3% Floppy [A:]
File Edt “ew Toolz Help
|.-i‘-.II Folders | Contentz of 3% Floppy [&:]
l% Dezktop & | | Name | Sizel Type | b codifin
El- &) My Computer [ class File Folder  4/21/"
- S (0 my docs File Folder  4/21"
SR
- -] M30ffice
{:l My Documents
-7 Program Files
E F-L0 Windows ;I a | _,I
|2 ohiectz) |0 bytes [Disk free space: 1.38MB) v
Windows 7 or Vista
_ : ~ EEEE L the folder tree pane on the left, click the
'ﬁ :_.1-'. 4 b Compuier » LEADANEF] » -lq.“_{.-;;: ) . ) ]
e symbols beside various drives and folders
Foldes - | Mame Dalemodficd  Typs s || to expand and collapse the folder tree.
| Pregramfiln = ez &40 53IPM FleFelon | .
! S ANZENT WP FieFader || Does the right pane change as you expand
| i Usera
: — and collapse the folder tree?
| Wird e pld
| A In the folder tree pane on the left, click the
w WSEATTHREHE [F)
| e symbols beside various drives and folders
| - ;:;:j:::*‘ ' to expand and collapse the folder tree.
_ Does the right pane change as you expand
| 2 mams |f and collapse the folder tree? Click on
|~ i - various folder and drive names in the folder

tree.

What does the right pane show? Conclusion: When something is selected on the left, its contents show
on the right. You can expand and collapse the folder tree without changing the right pane by clicking on
the symbols beside a folder name.

WinXP by default automatically expands a branch in the folder tree when you select it. This keeps the
left and right panes synchronized if you click on something in the left pane. Vista does not do this by
default. This behavior is part of "simple folder view", which is a choice in the Folder Options dialog on

17
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the View tab under Advanced settings. In both WinXP and Vista this setting also controls whether or not
you see dotted lines in the folder tree between levels in the folder tree.

At the top of the right pane in the Details view, some labels for properties of the files are displayed:
Name, Size, Type, Modified or Date Modified. These column headings are actually sort buttons that
manage the order of the display of this pane. Clicking one will reorder the display based on that
property. Clicking it again will reverse the order.

How they sort:

Name sorts alphabetically with folders first.

Size sorts files based on size but leaves folders in alphabetical order.
Modified date sorts based on the date the file or folder was last changed.

Type sorts the files by type, which is indicated by a file's extension and icon. However, some
extensions are treated as the same type, so the display is not exactly alphabetical for
extensions. For example, the extensions exe and dll are grouped together because they are
both executable files. That means that they run programs.

Resize columns: You can adjust the widths of the sort buttons and thus the columns in Details
view. This is useful when only part of the information will fit. Put your pointer over the right

edge of a column heading. The pointer changes to resize shape. |Mame + P Sice | T¥EDrag to

the left to reduce the column size. Drag to the right to enlarge the column. Double-click to size
the column to fit the widest item displayed.

Ref: http://www.jegworks.com

18
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Copying files to a flash drive on a PC:

1. Open My Computer and see which drives are shown. Most computers, for example, have a hard
disk such as a C: drive and a CD or DVD drive.

2. Insert the flash drive into the USB port and watch to see where the USB flash drive appears.
Most will appear as removable storage, but some will instead appear as hard drives. Note the
name Windows is using to refer to the flash drive ("Removable Disk (G:)," for example).

3. Open My Documents or the location from which you want to transfer files to the flash drive.
Select the files or folders you want to save to the flash drive by left-clicking on them. To select
more than one, hold down the CTRL key while you click and select all of the files you wish to
save.

4. Right-click on the file(s) or folder(s) you selected, then select Send to, then select the name you
saw appearing in My Computer for the flash drive ("Removable Disk (G:)," for example).

5. When the copying is finished, do not immediately remove the flash drive from the USB port.
= 20N

Instead, left-click on the Remove Hardware icon located in the System
Tray. A window containing a list of the USB devices will appear. Left-click on the Safely Remove
Mass Storage Device line that matches your flash drive (for example, Safely Remove Mass
Storage Device - Drive(G:)).

6. When you see the following message appear in the bottom left toolbar, it is, as it says, safe to
remove the flash drive from the USB port; you may close the message or ignore it, as it will close
itself automatically:

_:1‘,} Safe To Remove Hardware

The 'USE Mass Storage Device' device can now be safely
removed From the system,

19
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Saving to a USB or Flash Drive

Let’s run another report from AA using PDFCreator but this time we will save the pdf file to the ASCII

directory for access at a later time.

e Locate the USB ports on your computer. Most new desktop computers have them located on the front

of the machine, and if you are using a laptop, you will most likely find the USB port on the side or back of

the laptop. Once you have found the USB port, remove the cap from your USB flash drive and insert the

drive into the USB port. There is only one way it will fit so please don’t force it.

e Step2

‘1) Found New Hardware *|

I156 Mass Storage Device

—

L WIS A 7izapr

Windows Found New Hardware notification

Once you have inserted the flash drive into the USB port, Windows should automatically install the

drivers for your flash drive. Windows will display a notification that it found new hardware and is

installing the drivers for it. When Windows notifies you that your new hardware is installed and ready to

use, then you can begin using your flash drive.

o s

My Compuker
CAROL's Documents
wik's Documents

; Shared Documents
HP_PAYILION (C:)
HP_RECOVERY (D:)
CYD-RW Drrive (B2
LY Drive (Fi
Removable Disk {H: )
Removable Disk {I:)
Removable Disk {1:)
Removable Disk (K0

My Metwork Places

e Step 3USB Flash drive listed in My Computer

Now Windows should pop up a dialogue box asking what you would
like to do with the files on your USB flash drive. You can also access
the flash drive through My Computer if the dialogue box does not
come up. The flash drive is usually called a removable disk, or it may
be listed as the manufacturer or product name of the USB drive (ex:
Traveldrive, Lexar).

Now let’s either put a copy of our report on the flash drive or move it to the flash drive.

20



Assessor’s Annual Conference August 10-13, 2010
County Computer Assistance Program

e Step 4 To remove the USB flash drive from the computer when you are done working with it, you will
need to double click on the Safely Remove Hardware icon in the lower right-hand corner of your

computer screen.

Double-clickan this
icon to remaove a LISE
device.

e Step 5 Next, the Safely Remove Hardware window will pop up. Select USB mass storage device from
the list, and then click stop. You will then be prompted that it is safe to remove your hardware. Do so,

and you are all set!

%= Safely Remove Hardware

Q o Select the device you want ko unplug or gject, and then click Stop. "When
Windowes notifies you that it iz zafe to do 2o unplug the dewvice from wour
compuker.

Hardware devices:
E%-" IntellFR] 82371AB/EB PCI to USE Universal Host Controller
BB Vhware dccelerated AMD PCHet Adapter
Ey Creative AudioPCl (ES1371.E51373) WD)
Standard Enhanced PCI to USE Host Cantraller

I15B Masz Storage Device at Location O

Froperties ] [ Stop ]

[ ] Dizplay device components

Cloze
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e The USB Flash Drive will only connect to the USB port in one direction. If you can't get the drive to
connect, try turning the drive a different direction.

e Some flash drives will have software on them that will install as well when you connect the drive for
the first time

e Do not remove a USB flash drive if there are programs on the computer that are reading from it (ex: if
you are editing a Word document saved on the USB flash drive, close Word first before removing the
drive)

e Damage to the USB drive and the data stored on it could result if you do not remove the USB drive
using the Windows Safely Remove Hardware utility

Read more: How to Connect and Use a USB Flash Drive on Windows Computers | eHow.com
http://www.ehow.com/how 5477638 connect-flash-drive-windows-
computers.html#ixzz0tfdY LKfm

Read more: How to Connect and Use a USB Flash Drive on Windows Computers | eHow.com
http://www.ehow.com/how 5477638 connect-flash-drive-windows-
computers.html#ixzz0tfd3kugB

x|

Save in: IE My Documents ;I & -4 \Q, Ly 2 - Tools T
) My eBooks [CIRCA easyRip
L\g alpine My Music
Iy Recent Honda [Ny Garmin
DR Polaroid download manual
— = vy Data Sources
Registry Backup
Dieskkop Unzipped
Iy Google Gadgets
&% clarion
___f My mLvees
My Documents My Alburms
Iy Pictures
’J RCA Updater
;;E RCA Detective
Iy Compuker i My Videos
e
- File name: -
Iy Metwork, - _I \&I
Places Save as bypet lword Document (*.doc) LI Cancel I
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The Local Hard Drive

Example of what your local hard drive could look like.

2/ x|

Save in: | CAROL's Documents -| & - P @, ~ [ |:| - Tools =

F

A b b easyRip
it j My Compuker LS
My Recent ] CP.IROL s Docurnents Garrmin
Documents IC5) wik's Documents
(&3 Shared Documents
T e HP_PAYILION (C:)
“ge HP_RECOWERY (D)
Deskkop L), DVD-RA Drive (E:)

it DVD Drive (F:)

“® Removable Disk (H:)
@ Removable Disk (1:)
Iy Documents “o Removable Disk (1)
“w® Removable Disk (K:)

: My Metwork Places
My Documents

@ U

My Computer | Adobe Reader 9 Installer
_ |5y crayon
‘g [ Music
. ('8 Picture Software LI Save I
Mypr‘;letwu:urk Ii"] TANES |
Aces l.le-:TP Locakions LI —LCance g

HP PAVILION (0
Word
5L
augusk schiool 2010
HP_RECOVERY (D)
CD-RA Drrive (B

23




Assessor’s Annual Conference August 10-13, 2010
County Computer Assistance Program

The File Server Hard Drive

Example of what your file server drive should look like.

Save As @
EV I < <l o Aissessor Server [192.168,1.199] [F ) v @ 2 =@
". |yarchivedaors [Chquery
[ 23 [CIASCII i =]
My Becent IZc55Code
Documents [C)CE3data
= icama
[£ - CASMENL
Desktop |53 Clarioné, 3downloads
IS ClarioncET
- IS counky
__"_)' iﬁctsmenu
[iDocuments
My Docurnents | -
= |ChiPhoneclassstanford
IChiPhonesSDKandCther
g! Iimims
. lfi'lpictures
bdw Computer
.g File name: |EE.-'3.F' Dezsign ReviewT reasurer. pdf b | [ Save ]
by Metwork, Save as lype: |.t'1'u:||:||:ue Acrobat Docurnent L i [ Cancel ]
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Yahoo

Email

Compose and send email from Y ahoo account

This page will walk you through the steps on how to compose and send an email from the Yahoo! Mail

service. Written primarily for people who've just created a new Yahoo ID and don't know how to proceed,

the screenshots and detailed instructions will delineate the process in simple and easy to understand

language.

Note: As a new user you may not be aware that there are two versions of the Yahoo email account - the

Mail Classic and the All-new Mail. The latter seems to be better. If you are on Mail Classic you can quickly

change to the new Yahoo mail version.

hﬂm‘l MAIL |_||._.!ln_.n.|:|h T..II 0

b, Cheek Mad "(\\..!'\I-'W' & Home

Click “Hew" link and

select “Email Message”

Sign in at your Yahoo account

Open the Yahoo login page and sign in to your account -

http://mail.yahoo.com. You should now see the Yahoo! Mail "Home"

which is like a starter page and has weather information, some
advertisements etc. Click on the "New" link close to the top-right (just
under the Yahoo logo) and choose "Email Message" - refer image to the
left. The new Yahoo interface also offers keyboard shortcuts - hit 'n’
on the keyboard to accomplish the same!

Immediately a new tab appears for the message you are about to

compose. In it will be the online form with blank fields awaiting your inputs.
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* Home Inbsox

E - I = (!
{ * | &l WewEmail Hes... 14— Hew Email Message tab | Hee ~

Bl T o ovalt R o (=(@[d
@ Click “Send” when done
aBOnery

From: | (¥ahoo! Mai) Manish Sharma <webdevelopersno

Tos Enter recipient’s email address Show BOC Featured =
Cc: . lgnore this field for now None
Subject: Enter emnail mes=sage subject Plain Texct F

TmeshewRoman (| 12[>] B £ U T 2 @ B —  E Liam: Birthday

-
igmi Crowd
-~ - zurfing

&

Type your email message
in this large box

Jil

] Stationery (=)

A,

' Fatch

o O
The Yahoo stationery panel bf

am: Sitting

Click this to close the stationery
panel and get more space.

Here is how you send a quick email message to someone —

Enter the email address of the recipient in the "To:" field. All email addresses have the format
someone@someplace Double check the address when you've keyed it in - there should not be any

blank space.

Ignore the "CC:" field for the time being. FYI, CC stands for Carbon Copy and lets you send the same
message to others. To know more read how to send email to multiple recipients on the Yahoo website.

Now to the "Subject:" line. This is where you enter an email subject which is a one line or phrase
describing the contents of the message. For example, "RW Question" will be an apt email subject and
the main message can have further details. The email subject is what is shown in the recipient's inbox
and should convey a clear idea of the message content.

The big blank text box is where you type in the main contents of the email. The message can be long or
just a few lines. | suggest you stick to the latter if this is your first try - check out the Yahoo website to
know how to save an email message as a draft.

Click on the "send" button when you are satisfied. That's it - the email will be sent to the recipient's
account immediately.
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Attach filesto email messages

To send any file as an attachment with an email in Yahoo! Mail Classic.
While composing a message, follow the Attach Files link.
Select Browse to select the file you want to attach on your computer.

Click Attach Files.

Yahoo! Mail Classic now grabs the file from your computer and attaches it to the message you are
currently composing. Additionally, every file you attach is scanned for known viruses automatically.

To add more files, select Attach More Files.

Eventually, select Done to close the attachments window and return to the message composition page.
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Hotmail on MSN.com

‘ msn -

=7 Hotmail Air Tickets/Travel
& Autos

‘m Messenger Careers & Jobs

‘2 My MSN City Guides

| MSHN Directory Dating & Personals

B Sign in
Hake’.‘hlSH yvour homepage
Customize

' Sign in to MSH.com e

E-mail address: traintrack33@live.com

Password: esssssss

Forgot wour password?

_x

[0 Save my e-mail address and passwoed

@ Savemy e-mail address

) Always ask for my e-mail address and password

5 Customize your page
BN Hotmail .
A ChicF
SHl | Inbox (0) {2 Windows Live 3a Five Mi
S8 | Compose | Contacts | Show Mail % Pro makeup
| quick, sexy
BN Hotmail i
el A Chic
Inbox (1) {3 Windows Live Five M
Susan Johnson Today Pro make
Question a... 8:11 AM quick, se
Dave Hughes Today
Check this... T4 AM = Preuigui

Dave Hughes Yesterday
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Hotmail

Click Sign in on MSN.com-To preview your inbox alongside daily headlines on MSN.com, click Sign in on
the upper-left part of the page. This will take you to the Hotmail sign-in page.

Enter Hotmail password- After signing in, you will be taken back to MSN.com.

Click Show Mail- You can now preview your inbox on MSN.com. And don’t worry, your inbox is private.
No one sees it but you.

Preview your Hotmail inbox on MSN.com.

Write a new email message

Sign in to the Windows Live Hotmail website with your Windows Live ID ( The user name and password
that you use to sign in to any Windows Live, MSN, or Office Live sites and services. If you have a Passport
Network, Hotmail, or Messenger account, you can use it as your Windows Live ID. ) .

Open your Inbox, and then, on the Action bar, click New.
To address the message, do one of the following:
Select contacts from your contact list.

Click To.

Click the People, Categories, or Favorites tab.

Select the contacts that you want to send the message to. To view the members of a category,

click the Show all icon

After you’ve finished selecting your contacts, click Close.

Note

If you select a category to send mail to, everyone in that category will receive the message.
Manually enter email addresses or names.

In the To box, enter the person’s name or email address.

Note

As you type, contacts that match the letters that you’re typing automatically appear below the
To box. Click the person’s name or email address from the list to add that person.

Note

To remove a person from the To list, next to the person’s name or email address, click the Remove
contact icon

In the Subject line, type a brief description of the message.

Type your message in the main message box.
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Do one of the following:

To save a draft of the message so that you can edit it another time, on the Action bar, click Save draft.
The message is saved in the Drafts folder until you want to edit or send it.

To send the message, on the Action bar, click Send. By default, a copy of the sent message is stored in
your Sent folder.

Attach filesto email messages

When you send an email with Windows Live Hotmail, you can attach pictures and other files to your
message.

Sign in to the Windows Live Hotmail website with your Windows Live ID ( The user name and password
that you use to sign in to any Windows Live, MSN, or Office Live sites and services. If you have a Passport
Network, Hotmail, or Messenger account, you can use it as your Windows Live ID. ) .

Open your Inbox, and then, on the Action bar, click New.

Click Attach, and then click File.

Note

In some browsers, such as Firefox or Safari, you just click Attach. There is no File option.
Locate and select the file that you want to attach, and then click Open.

Repeat step 4 for each file that you want to add.

Note

To remove an attached file, next to the file name in the message header, click the next to the
attachment.

If you've chosen to save a copy of your sent messages, a copy of the attachment is saved as well.

Any file that you attach to an outgoing message is automatically scanned by Windows Live OneCare
antivirus software. If a file contains a virus, you won't be able to attach it to a message.

Some email programs, such as Microsoft Outlook, can block certain types of attached files to help
protect against viruses. You'll be notified if you attach a file that others may not be able to open.
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Gmail

Compose and send email from Gmail account

First, if you don't have a Gmail account, please refer how to get an account at the Gmail website. Google
provides more than 7GB of Gmail storage space with loads of features. You can get to know these
gradually because the most important thing to know is how to send emails from your account.

The Gmail interface is simple and intuitive. We've used the standard (new) version to send the Gmail
email. If you find the screenshots and images different from your layout, you are probably using the
older version. You can switch across the two Gmail versions with a single mouse click.

Compose a new email message in Gmail

Click on the "Compose Mail" link located under the Gmail logo (top-left). You'll now see an online form
(the email composition section) with three fields. Ideally, to send Gmail email you need to provide 3 little bits
of information - the email address of the recipient, the email subject and email body/message. So what are
these?

= . : )
on j.//"I'CDmPDSE Mail link - click to display form below
ol - - A

— amt -

mJdRFT R ¥ o LB R i

I Gmail email composition form
1. Recipient email address

2. Email subject
I—IS. Email body - main message

The email address of the recipient
It's the only item that's required to send an email.

The email subject line
This can be anything you want - you can also leave it blank but | don't suggest that. The email subject is

like a one-liner that describes what you are about to write. It doesn't need to be very long; just a few
words would be fine.

The email contents - the main message

The main email message goes in the big (huge) box.

Start by entering the recipient's email address in the To: field. By the way, you can send Gmail email to
more than one recipient; all you need to do is enter the additional email addresses separating each one
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from the other by a comma. You can also send the email to multiple recipients through Gmail Cc and
Bcc. Now type the one line email subject. Finally come to the third field in which you shall write the
actual message.

Plain text or rich-text email
Gmail allows you to compose email of two types -plain text and rich-text. And what is the difference?

As their name suggest, plain text email is simple vanilla flavor without any formatting which mean text
will be in black and white default font face. | guess you can understand the dissimilarity better when we
compare it with rich-text email message.

With rich-text message you can embellish your email message with various fonts in different colors and
sizes, web links, emoticons, alignment and much more, here it is in a brief statement.

Right above the text box in which you type in your email message is called the "formatting bar" - see
image below. It has several buttons/icons and you can understand what each one does if you move the
mouse cursor over it. If you don't see this toolbar, you are probably using the older Gmail version.

Tac

: ./IThe text formatting bar with its various buttons.
Swbject

(B r a9 r5r-a45% m G ENDEREL ) Chock Spelling »

et e E'“‘---_»""""-..-'-

Some of the rich-text formatting that is available include:
e putting text in bold and/or italics
e changing font size and font type (the font family)
e adding color to selected text
e highlighting text
e including a web link (URL), emoticons
e adding formatted lists - ordered or unordered (bulleted)

If you are writing a long email (we've all written a few in our lives) and have to run off for an errand, you
can always save it (the "Save" button is at the top and the bottom) and it will send to the "Drafts" folder.
Once you get back in front of your computer, go to the Drafts folder, click on the email message and
resume your efforts. FYl, Gmail automatically saves the email message you are composing so that you
don't lose what you have already written - can be really frustrating if you've ever gone through this
ordeal.

When you have finished writing your email, click on the Send button and the email will be on its way.
When you send a Gmail email, a copy is placed in the Send Mail folder for your future reference. This is
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really helpful sometimes when you either need to dig out old correspondences or forward / resend the
message. And | hope you checked the email for spelling mistakes using the Gmail spell checker; if not,
there is always next time...

omal v s T L BT

Clﬂ il Sawon bl || G e Wek

| © 1T —

- . Gmown Dol pabiiived @ 1T 10 A0 D Fenites e ]

Ba poe e

E s RFrTR Y

; LClick “Save How" to save the email. **
I ik ey - '_ i Click “Send” to send i off!

e e Imcwn  Ceafl pubtiaved o 12 WM [ remden g

Attach filesto email messages

e Step 1 Go to www.gmail.com to sign in to your email account. This is the Gmail homepage.

e Step 2 Sign in to your Gmail account using your email address and password. If you do not have an
account with Gmail, you must first create one before you are able to send any attachments.

e Step 3 Click on the "Compose Mail" command located at the top left of the screen.

e Step 4 Write a message to whomever the attachment is being sent. Many people will not open an
attachment unless a message accompanies it.

e Step 5 Click the "Attach a File" command after completing your message.
e Step 6 Click the "Browse" command to look through all of the files which are saved on your computer.

e Step 7 Choose the file you wish to send as an attachment. If the file you wish to send is not a saved file
on your computer, you must first save it.

e Step 8 Click the "Attach Another File" command and the next "Browse" button which pops up to add
additional attachments.

e Step 9 Click the "Send" command once you have added as many attachments as you desire. The
attachment has been sent
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Backups

Server Backup Printlog

File Server file systemreport
wat ch and report if any exceed 90% Use%

Fil esystem Size Used Avail Use% Mounted on
/ dev/ sda6 9.7G 8.9G 321M 97%/

/ dev/ sda3 244M 169M 63M 73% / boot

none 1014M 0 1014M 0%/ dev/ shm

/ dev/ sda8 109G 44G 61G 42%/ export

/ dev/ sda5 9.7G 55M 9.1G 1%/ hone

The amount backed up by the tape backup on the file server on

Mon Aug 2 23:13:08 CDT 2010

star: 770907 blocks + 0 bytes (total of 7894087680 bytes = 7709070. 00K) .
End of tape backup report

of file server @i paddress

12. 345. 678. 90

End of tape and fil eserver |og
THE SNAPSHOT SERVER at Yourcountynane was UP | ast ni ght.

Fil esystem Size Used Avail Use% Mounted on
/ dev/ hda3 9.7G 4.7G 4.5G 52%/

/ dev/ hdal 244M  37M 195M 16% / boot

none 46M 0 46M 0% / dev/ shm

/ dev/ hda2 80G 32G 45G 42%/ export

/ dev/ hda6 20G 240M 19G 2%/ home

Mon Aug 2 19:04:22 CDT 2010
snapshot server backup

End of snapshot server | og
Renot e backup to OSU

OS name and version

Cent OS rel ease 4.8 (Final)
Kernel \r on an \'m

Your count ynane. county. |l ocal @i paddress
12. 345. 678. 90

Tue Aug 3 01:01:01 CDT 2010
THE SNAPSHOT SERVER at Yourcountynane is UP

backup size /export/sanba on Your countynane

7.5G /export/sanmba

backup size on renote

7.5G /export/countybackups/your count ynane/ sanba

renote backup started Tue Aug 3 01:00:01 CDT 2010

renote backup ended Tue Aug 3 01:04:40 CDT 2010 The el apsed tine in secs: 279
El apsed tinme hh:nmmss = 0:4:39

End of renote backup OSU | og
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Reports on Your System (some you may not realize are

available)

State Assessed Summary

= Report Preview

Eile Yiew Zoom

gl!lgl Bage: 1 3] Across: |1

=1 Downe |1 E[i Zoom! PagEWidth:

WER

Date: 08/06/2010

Nowata County State Assessed Valuations

ATET COMMUNICATIONS, INC., 1 Ownerld# §10.01
YHJAMES DI FERDINANDO
F.O BOX 7207
BEDMINSTER, NJ 07921-7207 Market Value Assessed Value Ratio Date Entered
I-2 Rural 268,269 58,243 22.850000 871372008
259,269 58,243
BNSF RAILWAY COMPANY 1 Crpiner]c# 19,780.01
2HJUDY CUMMINGS
P.O. BOX 951089
FTWORTH, T 76161-0089 Market Value Assessed Value Ratio Date Entered
C-1 Plainview 1,873,564 221,830 11.840000 8/13/2008
[-2 Boise City 98,547 11,668 11.840000 8/13/2008
[-2 Rural 10,569,679 1,251,450 11.840000 8/13/2008
[-10 Felt 355 42 11.840000 81372008
12,542,145 1,484,990
CIMARROM WALLEY RAILROAD L.C.1 Crpiner]c# 4,240.01
%C ALAN SESSIONS
P.O BOX 1444
OGDEN, UT 84402 Market Value Assessed Value Ratio  Date Entered
I-2 Rural 34,248 4,055 11.840000 8/13/2008
[-11 Rural 139,958 16,571 11.840000 871372008
JT-1 54 637 6,469 11.840000 871372008
228843 27,085
COLORADOD INTERSTATE GAS CO. #1 Criner|cd# 18,910.01
WRICHARD B. HELTZEL
P.O. BOX 1087
COLORADO SPRINGS, CO 30904-1087 Markest Value Assessed Value Ratio Date Entered
C-1 Plainview 728372 166,433 22850000 &/13/2008
[-2 Rural 810,775 185,262 22850000 8/13/2008
[-11 Rural 14,791,422 3,379,840 22.850000 81372008
16,330,569 3,731,535
[Page Tof 3 |Zoom: Page Width

*handout
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RX Code Reports

£ Report Preview [HP LaserJet 1100 (MS) on LPT1:]

H [ zoompet[ 157 45 3 b B Pagel T Fof 1 &5 Copiss] T =] $€ Pagesto Prinfal i =

=1slx|

Date:  &06/2010 List of Rx Codes on Assessment Roll

Page 1 of 1
Time: 2-2TPM
Type Owner MName Farcel 1d Mumber Ry Code Ry Code2
R WARNER, BONNIE JEAN, TRUSTEE 0040-00-005-028-0-000-00 W
R JAMES, WILLIAMH., ET AL, 0070-00-012-011-0-000-00 W
R KEEPERS, VERNOMN D. OR MARTHA 0105-00-001-013-0-000-00 W
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mu AronTa .

Notes on the Assessment Roll

Date 80610

104a0y HeTiooe
10400y HETRI0E SMITH, DISHE OR LG, 2

Assessment Foll Motes
From: 1/01/2006 To

Action Date Date Entered Crvyner Marme
POYME, CHORLES ©F MARILYM L.

0000-5:5-0<-06E-1-000-00

Page: 1

1/01/2007

Mote Comment
COMEINED FARCELS
RGBERTS RANCH PROPERT Y LS DIVIDED WITH

MONT YV JOE PER MONTY JOE INSTRUCTION IMTHIS
OFFICE M {12 TE2006

Top Taxpayer List

4R Proview  [HP LaserJel 1100 (MS) on LPT1:
B[ zocmpet T 10 2 B e T Hoi % (5 Copes] T 31 9 Pagessa Pt/ 0=

BETET

Date: 8/06/2010

Owner 1D Number

19,910

4,920
27,000
19,780
20,610
20,070
27,020
15,270
12,160
19,990
19,970
10,800
13,440
12,169

1.460
27,030

6,753
20,340

3.675
13,190
20,690

5,590

Top Tax Payers Of Mowata County for 2010

Owner Name Total Net Assessed

COLORADO INTERSTATE GAS CO. #1
FIVE RIVER RANCHES 1

MNATHANIEL ENERGY OKLAHOMA
BNSF RAILWAY COMPANY 1

NUSTAR LOGISTICS, L.P., 1
PANHANDLE TELEPHOMNE COOP. #1
DCP MIDSTREAM, LP 1
PERKINS-PROTHRO, RANCH L.P.
TULS DAIRY FARMS 1

FANMHANDLE TELECOMMUNICATIONS 1
LEVEL 3 COMMUNICATIONS LLC 1
BEAVER RIVER RANCHES. LLC

MURDOCK, CHARLES D.OR MARGARE"

TULS HEMANN LAND ENTERPRISES
BARTLETT, GRAIN SOUTHWEST, L.P
FIVE RIVERS, RANCH CATTLE
ENERGY OPERATIONS OKLA.. LP 1
VALL, INC.

CELEBRITY FEEDERS, LLC 1
MOORE, CHAS.R., JR.

WEST TEXAS GAS, INC. 1

DACOMA, ELEVATOR CO.

3.731.535
2,232,017
2,227,201
1,434,990
1,321,939
1,081,673
&07.039
699,257
630,960
547,238
497,342
475319
378.336
354.439
352,446
346,297
322,548
301,233
281,929
264,558
262,026
249.580
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Assessor’s Annual Conference August 10-13, 2010
County Computer Assistance Program

mu AronTa .

School Land Reimbursement Fund

% School Land Reimbursement Fund — (O] x|

Follow the steps below to get a list of reimburseable parcels

1. Select R¥ code from drop down list

2. Export parcel numbers to CARMA, |

3. Run cama value extract pragram |3a. Choose "Parameter File" option

4. Import Land only to A% |

5. Print State Treasurer Report I

Close Window |

% School Land Reimbursement Fund — (O] x|

Follow the steps below to get a list of reimburseable parcels

1. Select R¥ code from drop down list

I [
Rx Code Description o]
© County
o 08 GPP
b= State _I
\L/J, E?Sd:gf; \G/;?SS Land «[| 33 Choose "Parameter File" option

4. Import Land only to A% |

5. Print State Treasurer Report I

Close Window |
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Assessor’s Annual Conference August 10-13, 2010
County Computer Assistance Program

Timeline-Preparing to Roll Values from CAMA—separate Handout

39




Assessor’s Annual Conference August 10-13, 2010
County Computer Assistance Program

New Assessor and New Deputy Training

We will discuss this if there is time.

40




File Server file systemreport
wat ch and report if any exceed 90% Use%

Fil esystem Size Used Avail Use% Mounted on
/ dev/ sda6 9.7G 8.9G 321M 97%/

/ dev/ sda3 244M 169M 63M 73% / boot

none 1014M 0 1014M 0%/ dev/ shm

/ dev/ sda8 109G 44G 61G 42%/ export

/ dev/ sda5 9.7G 55M 9.1G 1%/ hone

The anmount backed up by the tape backup on the file server on

Mon Aug 2 23:13:08 CDT 2010

star: 770907 blocks + 0 bytes (total of 7894087680 bytes = 7709070. 00k) .
End of tape backup report

of file server @i paddress

12. 345. 678. 90

End of tape and fil eserver |og
THE SNAPSHOT SERVER at Your countynane was UP | ast night.

Fil esystem Size Used Avail Use% Mounted on
/ dev/ hda3 9.7G 4.7G 4.5G 52%/

/ dev/ hdal 244M  37M 195M 16% / boot

none 46M 0 46M 0% / dev/ shm

/ dev/ hda2 80G 32G 45G 42%/ export

/ dev/ hda6 20G 240M 19G 2%/ honme

Mon Aug 2 19:04:22 CDT 2010
snapshot server backup

End of snapshot server | og
Renot e backup to OSU

CS name and version

Cent OS rel ease 4.8 (Final)
Kernel \r on an \'m

Your count yname. county. |l ocal @i paddress
12. 345. 678. 90

Tue Aug 3 01:01: 01 CDT 2010
THE SNAPSHOT SERVER at Yourcountynane is UP.

backup size /export/sanba on Yourcount ynane

7.5G /export/sanba

backup size on renote

7.5G /export/countybackups/your count ynane/ sanba
renote backup started Tue Aug 3 01:00:01 CDT 2010

renot e backup ended Tue Aug 3 01: 04:40 CDT 2010 The el apsed tine in secs:

El apsed tine hh:mmss = 0:4: 39

End of renote backup OSU | og
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CCAP AA Design/Review Committee
CCAP Assessor AA Users:
It’s way past time to have another Design/Review committee meeting.

The computer support division of the State Auditor’s office had small groups come to Shepherd
Mall to look at and talk about the programs and modifications to the assessor’s AA system.
These meetings were very helpful to us and often helped us update, change, or fix programs.

So, CCAP will carry on these helpful meetings at CLGT in Stillwater. We will continue meeting
twice a year, as we did when this project was at SA&I. The location can be changed to be as
convenient as possible to all involved. If there are program changes required as a result of
legislation then we will meet as needed till the change is implemented.

If you are interested in being a part of this group, then please email me and let me know.
Design/Review meetings are a great place to hear your suggestions and proposed program
changes. We want to continue to enable the users of the software to have a say in designing
the system they use daily. So, let me know if you're interested in participating in this
committee.

| look forward to hearing from you.

Sincerely;

Scott Warren

Supervisor, County Computer Assistance Program
scott.warren@okstate.edu



= FW: Design Review User Committee - Windows Internet Explorer provided by Yahoo!

£ https okstate, edu

aReply @Replv ko Al QForward v - - P_-_\; = |

FW: Design Review User Committee

Warren, Scott

Sent: Wednesday, July 07, 2010 2:22 PM
To: Patricia Hiner (assessor @ptsi.net)

Let me know if you want to participate.

B X B « @

Attachments: [ CCAP Desion ReviewTreasurer.pdf (131 KB) [Open == Wsb P2ga]

agel

This email has the same attachment, just in case you don't have Office Word 2007.

Scott Warren

Oklahoma State University

Center for Local Government Technology
5202 N. Richmond Hill Dr.

stillwater, OK 74078
scottawarren@okstate.edu

W. 405.744.4059

C.405.919.7227
http://ccap.okstate.edu/

@ Unknown Zone (Mixed)

-
3 -

F 100%

-




Savein | B or Server | 1195) [F | v @ % i E-

E |5 archivedocs (Chquery
@ I2)ASCIT Csai

by Recent [C1c55¢C0de = BFSGolfCatalog.pdf
Documents Cce3data -_i.jthIFcaraccessoriesprice.|:u:|F
- [Ccama i_StaMBPassenger.de
L_ I3 CASMENL i.TrDjanBatterlesersGuide_English.de
Desktop |3 Clarioné, Sdownloads
[ ClarioncET
. lﬁ'lu:u:uunty
/} [Cctsmenu
hy Documents [ﬁ!}ucuments
|C3)iPhoneClassStanford
| iPhonesDkandOther

lﬁmims
hﬁpictures

®

b Computer

File narne: |EI:E‘-.F' Dezign ReviewT reazurer. pdf b | L Save

by M etwark, Save as type: |.-'-‘-.u:||:||:|e Acrobat Document L | [ Canizel J I

L

Left mouse click on attachment and you get what’s below

f FW: Design Review User Commitiee
£ https:jmail.
ChReply  C@Replytodl | G Foward W -

okstate, e

FW: Design Review User Committee
Warren, Scott

Sent: ‘ednesday, July 07, 2010 2:22PM
To: Fatricia Hiner (assessor @ptsi.net)

[0 CCAP Desion ReviewTrezsurer.pdf (131 KB) [Open =

File Download

E5)

Let me know if you want to participate.

Do you want ta open or save this file?

This email has the same attachment, just in case you

'ﬁj Mame: CCAP Design ReviewTreasurer pdf
Scott Warren Laz| Type: Adobe Acrabat Dacurnent, 127KE
Oklahoma State University From: mail.okstate.edu

Center for Local Government Technology
5202 N. Richmond Hill Dr.

stillwater, OK 74078 Open Save L.Ei‘Eﬂ_l
scottavarren@okstate.edu
W. 405.744.4059
C.405.919.7227

: il s from the Inteinet e be ussfl, soms flss can potenislly
http://ccap.okstate.edu/ @ e e e e
save his e, What's e risk?

-~ Done & meernet sa - ®ioown v

hitps: jmail okstate. edu/owafattachment. ashx7attach=18id=RgARAAACEWIDANT 050pS 3eIoucBwCKbuMBYNPOSK SrolDWAHE 2 2AEOyARAzFdE I € Unknown Zone (Mixed)




Click on the save button and

Save jn; | (& Desktop Vl O F £ E-
y M';.f Dacuments
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MyFRecent %My Network Places
Documents | |[C3)CountyData
— ICMyClarionHelp
L4 ) s Ufiscal
Desktop |C)PDF Stuff
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.Y
by Documents
dy Computer
i
g File name: I:ZI:;-'l'-.F' Dezign ReviewT reazurer. pd b | Save
by Metwork, | Save as bype: |.-’-'-.-:|:::I:ue &crobat Docurment w |

Press the down arrow and
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Save i

D

ty Recent
Documents

F" a
[
Desktop

2
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dy Computer
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@ Desktop L

FE by Recent Documents

Deszktop

) My Documents

' My Camputer
age Local Dizgk [C:]
b DYD-RW Drive (D)
x Syzlin on ‘s or Server [192.168.1.199]' [F
;'g Camad on ‘Aesessor Server [192.168.1.199)' |
;'g wikat-10 on 192.168.1.1 9% svslin\Cazmenu’ (K
;'g Camab on ‘Aesessor Server [192.168.1.199)' |
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ICiPhoneClassstanford
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Epictures
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by Documents
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dy Computer

File narne: |EE.-'1'-.F' Dezign ReviewT reazurer. pdf W | Save
by Metwork, | Save as bype: |.-’-'-.-:|:::I:ue &crobat Docurment w |
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Click on ascii folder and



Savein | () ASCI v @@
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ty Recent
Documents

=

Desktop
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by Documents

-

dy Computer

File narne: |EE.-'1'-.F' Dezign ReviewT reazurer. pdf W | Save
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m,

Click on the save button.

This is for internet explorer only. Some browsers might also open the document, so you can save it from
the document software.
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User Maintenance Program

The operator must have the “rights” to run many of the reportsin the Timeline. The appropriate
box must be checked in the User Maintenance Program.

A Changing a User Name Record

User Name: @ Fassword changed on: | 8/19/2005
User Initials: m
[v Can Manage users [+ Can change cap info [~ Canupdate from otc picture file
Iw Can run year end programs v Can change Rx codes
Iv Can run June reparts Iv Can change histary info
[v Can run uliity programs Iv Can change mobile home irfa
Iv Can impart real cama market values v Can change AG info
|v Can import personal cama market walues I Can change address info
[v Canfreeze new tax rol I+ Can change legal
[v Can extend new tax rol [+ Can addichange notes
[v Can addichange R table [v Can change state assessed records
[w Can change School Disrct [v Can change personal change date
[v Can add new Af records v Can change "walue from CARMA"
Iv Can delete A4 records v Can editmap parcels (ink fo mapping)
[v Can make name changes v Can update owner master file mairtsmance
Iv Can make market value changes v Can change Document Type haster Flle
Iv Can change exemption info I Canmanage TIF base market value
[v Can change freeze info [~ Canmanage AA sale information
’Tl Cancel

LNV ERSITY,
U



FREEZE TAX ROLLS

October

We start at this time of year because we consider this the beginning of your year. For some
counties the Freezing of the Tax Rolls may be afew months earlier or |ater.

If the Tax Roll Y ear to create is not correct Call one of the staff of CCAP at OSU.

This program will create a blank Tax Roll!

Tax Roll %Year to create—> 2008

Real Estate Records Processed —> 0

Individual Personal Becords Processed -» 0

Business Personal Becords Processed —> O

State Assessed Becords Processed » 0 OK
Cancel

If the Tax Roll Year to createis correct press the OK button




October

When the program has finished processing you will see the following screens.

You MUST close the AA program completely and then restart BEFORE cal culating the taxes.

Progress..,

This program will create a blank Tax Roll !

Tax Roll Year to create—> 2008 Tax Roll Creation Successfil

: Blank. Tax Rall has been created for 2008

x|

You MUST cloze the &4 program, then start A4 and calculate the taxes.

Real Estate Records Processed > 9,318
Individual Personal Records Processed -> 3.838 Ok |
Business Personal Records Processed —> 373
State Assessed Records Processed > 61

PLEASE WAIT FOR INDEXES TO BUILD!

The Freeze program also does the following:
1. Freezes Tax Roll
2. Creates amirror image of the complete AA record for all RE PP




HISTORY SCREEN

October

If you made atax roll correction to arecord you should also make that correction in the History
screen.

% Record Will Be Changed (BAREFOOT, N, VINSON ETUX ) = o] x|

General Histary | Real Prop History alues Real Prop History |

Parcel Mumber. 0180-33-21N-12W-1-009-00 Mame: BAREFOOT, N. VINSON ETUX

“Yalug Change Date: Marketilse Assessed Walue frorm CAMA 1141042005
3/29/2004 | JDN Land Value: | 5,400 705 | 5,409
Improved Walue: I 276,342 30,388 301,662

Miscellaneous: |

Mfy Home “alue: |

Total: | 282,751 | 1103 | 332,571

Freeze Status: I_ Code: I Base Homestead: I 1,000
Freeze Change Initials: I Double Homestead: I I_Status:
Freere Status Date: I

Cap Status: I_ Code IU' Total Exemption: IW

Cap Change Initials: IDE
MNet Assessed: | ko103
Cap Status Date: I 372972004

|
| 24,500
|

-> AA History Record <- ok | cancel | print this |

Oct-Jan CAMA Salesfile clean-up and analysis
Complete Visual Inspection




EXCISE BOARD REPORT

October

The June Excise Board Report with the Masterfile Change Report should balance to the end of
year Excise Board Report.

2 Report Preview [HP LaserJet 1100 (MS) on LPT1:] —|=] x|
A [ zsom et 571 <o ) oo B Pagel T Hot 1 ¢ Copiss[ 1 =] 9 Pagssto Prinfal i =

Dale: 8012008 Assessor's Report to Excise Board
Time: 5:16AM Nowata
Personel Real Public Total Total Total Valuation
School District Property Estate Senvice Waluation Exemptions Less Exemptions
Delaware City 31,976 508,145 273,000 814,121 126,876 687,245
3 Rural 2,588,684 7,485,700 2,074,200 12,148,584 675,843 11,472,741
Lenapah City 25,442 383,234 1,113,842 1,532,518 78,124 1,454,384
Wann City 21,854 235,674 59,333 320,861 31,807 289,254
| Totals for -3 Okla Union 2,667,956 8627,753 3,520,375 14,816,084 912,450 13,003,634 |
-4 Rural 2,768 8,017 0 10,785 0 10,785
| Totals foi |-4 Copan 2,768 8,017 0 10,785 0 10,785 |
140 Rural 2,357,441 8,282,482 3,079,706 13,719,629 729,585 12,980,034
Mowiata City 1,915,053 7,875,188 1,404,060 11,184,302 1,068,384 10,124,808
| Totals for -40 Nowata 4,272,494 16,157,671 4,483,766 24,913,931 1,798,980 23,114,042 |
51 Rural 476,782 2,230,768 477 675 3,185,226 184,315 3,000,811
So.Coffeyvile 509,518 1,843,402 129,965 2,482,885 230,464 2,252,421
| Totals for 51 So.Cville 986,300 4074171 607,640 5,668,111 414,779 5,253,332 |
JI-3 Rural 187,182 457,233 152,787 FO7,202 67,310 729,802
Mew Alluwe C 8,601 73027 79,789 161,417 27,258 134,158
| Totals foi JI-3 Chelsea 195,783 530,260 232,576 958,619 94 568 864,051 |
-A 7,930 0 0 7,830 0 7,830
| Totals foi N-A 7,930 0 0 7,930 0 7,930 |
Total Assessed Valuation: 8133231 29,397,872 8,844,357 46,375,460 3,220,786 43,154,674
|, Carey Parrish County Assessor of Mowata County, Oklahoma do certify that the values as set forth for the above School Districts of
saicl County are frue ancd correct for the year 2008 as certified by the State Board Of Fqualization

0 o

#istart| | 5 @ @ 7| Dcas | 5 TIMELINE 2008... |[#% SART Assess... « T 516 AM

LNV ERSITY,
U



EXTEND PROGRAM

October

Close AA Program completely before proceeding with the Extend.

If the Tax Roll Year to createis correct press the OK button.

Progress..,

This program will extend levies to TAX Roll !

Tax Poll Year to create—> 2008

Cancel

Y ou will then see this screen. Highlight one school district and press the change button.

£ Enter all tax levy information

If the Assessor Total
Mills displays all

School District _]
C-1 Plainview

Assessor Total Mills

10 Felt 71000000 zerosor is blank
11 keyes 72.000000 |
l-11 Rural 73.000000 /| CALL US
|-2 Boise City 74.00000
-2 Rural 75.000000
JT-1 76.000000
Enter all levy infarmation.
If the levy for & school district is 55.54 mills
|4 _»J then enter on the data entry screen as 86.54

Then click on the "Calculate Tax Roll” button.

Chanage | Close Calculate Tax Roll




If the levy for aschool district is 85.00 mills then enter on this screen 85.00 and press the
Insert/Update button.

Z Changing a TaxLevys Reco x|

Enter Levy Data |

school District Tax Rate: pelaware City

Assessor Total Mills: I 25 00

Inzert/pdate I Cancel/Cloze |

When you have entered all the levies press the Calculate Tax Roll button and the screen below
will show records being processed.

Progress...

This program will extend taxes on Tax Roll !

Tax Roll Year to calculate-> 2008

Records Processed > 12,000

Y ou will then see this screen telling you the Tax Roll has been extended, press the OK button.

Tax Roll Extend Compl ]

: Tax Ball haz been Extended for 2003
= Fleaze CLOSE Browse Box when finizhed |




TAX ROLL ABSTRACT

October

Compare the assessed values from the end of year excise board report to the tax roll abstract.
This program now calculates the variance, which is the difference between the assessed values
and money to be collected. Because of rounding and the instance of certain valuation changes to
records the variance could be rather large. Do not be alarmed but if you are concerned please
call us. Thisreport should be reviewed very early in the tax roll correction time period.

Progress...

This program will create a Tax Roll Abstract !

Tax Roll Ahstract to create—>0g

Real Estate Records Processed > 4,032
Individual Personal Records Processed -» ]
Business Personal Records Processed —» ]

State Assessed Records Processed

> ]




STATE

LATVERSITY,

< Report Preview [Lexmark X5400 Series on USB0OO1]

m _Hﬁ_ Zoom Pot[ 100[=] <<« S_. 44 % Page T Hat 2 m Copies| 1 = x Pages ta Print| Al _; =

~
COUNTY ASSESSOR ABSTRACT OF TAX ROLLS FOR THE TAXABLE YEAR 2009
Cimarron County, State of Oklahoma Page 1 of 2
TaX ROLL UMIT TAX COMPUTATION CONTROL GRAND TOTAL EXTENDED
School Districts or parts of Districts | X . OMTAR RLLE
hawing Liniform Tax Levies Taxable Walustions ._.Q.m_ Total Tax /.._m_\_m:n_.w Total Tax Special ._mw"._a._.oﬁﬁn““wz
on Tax Rolls Levies Computed [Tax Gain Extended on Assessments L
Applisd or Logs) Tax Rolls m”“.ﬂ“.w“:””o._,._ ,c._m,

C-1 Plainview Persanal 3.463,293 70.000000 242 431.00 9.00 242 44000
13-112.00-0000 Real 2 H74 831 208 ,242.00 5.00- 208,236.00

FPub. Serice 1234 382 86, 407.00 1.00- 85 406.00 537 082.00
1-10 Felt Persanal 1,450,703 71.000000 103,000.00 4.00 103,004.00
13-114-00-0000 Real 3,120,445 XM e52.00 1.00- 221.551.00

Pub. Service 298 570 21,056.00 0.00 21,056.00 345611.00
111 Keyes Persanal 138,756 72.000000 9 .530.00 10.00 10,000.00
13-115.00-0901 Real 492 172 35,436.00 1.00- 35.435.00

Fub. Service 75,894 5536.00 0.00 5,536.00 50 .971.00
1-11 Rural Persanal 3456 851 73.000000 25235000 0.0a 25235000
15-115-00-0000 Real 2914 506 212,765.00 10.00 212775.00

Fub. Service 3B77 349 263 ,446.00 1.00 268 447.00 73357200
1-2 Boise City FPersanal aB4 025 74.000000 41,735.00 12.00- 41 726.00
15-113-00-0165 Real 2911 509 215,452.00 11.00- 215,441.00

Fub. Service 818955 B0,603.00 0.00 &0 ,603.00 37 770,00
1-2 Rural FPersanal 3043 532 75.000000 >R FLa0 11.00 228,735.00
13-113-00-0000 Real 5573430 418 462.00 28.00 418,450.00

Fub. Service 3,361,825 252137.00 1.00- 252,136.00 399 364.00
JT4 Personal 392 B21 76.000000 29.839.00 1.00 29 840.00
13-566-00-0000 Real 492 247 37 464.00 £.00 37 470.00

FPub. Serice 123174 S9.351.00 0.0a 3,361.00 7B BF1.00

-




MASTERFILE CHANGE REPORT

October-December

This report must be kept with reports required by the State Auditor’s office. The report is used
to balance the June Abstract with the end of the year Excise Board report.

The purpose of thisreport is to enable your office to continue to make data changes year round.
Changes to values are posted to the masterfile change datafile year round.

Exception to thisRuleis: All valuesimported from CAMA are NOT posted to the
M aster file Change datafile.

Because of this rule you should never import values from CAMA between running the Annual
June Abstract and before you create the Tax Roll.

Some counties however would continue with changes after the June abstract but would have a
hand written list of changes. Other counties make NO changes during thistime. Both methods
are acceptable but with the Masterfile Change Report now on the system it is more streamlined.
Thisreport will list information about all changes to the system regardlessif it was areal estate
record or a personal property record. Itisrun by arange of dates and it will sort all changes by
the school district. Changes are listed with a transaction code either as:

Deleted deleted record

Added added record

Change changed record
The report will show the Old Net Value and the New Net Value. At the end of every school
district all positives and negatives are calculated and atotal is reported, either positive or
negative.

AMA delete personal property penalties—Table Changes—Print Renditions




Generating Report

.

Date: 8/01/2008 Real and Personal Property Master File Changes From: 6/01/2008 To: 8/01/2008 Page: 1 of 1
Time: §47AM
Record Transaction Old MNet Date of
School District Type Owiner Name Code Met Value Met Valus Change Change
Nowata City R 4-5 SALES & SERVICE TEST 1200-01-008-033-0-008-00 Change 318 203- 8/M01/2008
Nowata City R ADAMS, GLORIA 1190-01-011010-0-00200 Change 158 18 8/01/2008
Total For: Mowata City 275-

So.Coffeyville | ABALOZ, PAUL & CONNIE Change 170 1,200 8/01/2008

Total For: So.Coffeyville

1,200

Total From: ~ 6/01/2008 To: 8/01/2008

925




PRINT TAX ROLL

October-December

Certify tax rollsto the treasurer. The Treasurer should not make any changes until the tax rolls
have been completely printed. They should not print statements either.

Use PDF Creator-To Archivereport.

PRINT ASSESSMENT ROLLS

October-December

Now is agood time to print the assessment rolls.

Use PDF Creator-To Archivereport.

CAP AND FREEZE CODE AND STATUS

October-December

Valid Cap Codes

Dezcrnption of vald cap codes

Ul=Uncap for phyzical improvements
Ud=Uncap for general adminiztrative use
A0=Uncap for armitted property
v AC=Uncap for combining parcels
w2 AD=Uncap for data entry emars
Cl=Uncap for CAMA improvements [100%)
UT=Uncap for btle transfer [100%)
Tl=lmprovements put on lagt pears bitle transter [zale)
Cap statuz date does nat change when Tl code iz used
Sv=5pecial Value from CakA value ransfer [100%)




Ul=Uncap for physical improvements-Use this code and the current year in the Status Date to
manually add improvements

UA=Uncap for general administrative use-Use this code and the current year in the Status Date
to make a change to valuation due to request from Excise Board, etc.

AO=Uncap for omitted property-Use this code and the current year in the Status Date to add
omitted property values.

AC=Uncap for combining parcels-Use this code and the current year in the Status Date to
change values when combining parcels.

AD=Uncap for data entry errors-Use this code and the current year in the Status Date to change
values due to a data entry error.

The procedures for the codes above have not changed.
Most of these codes are new except for the UT code.

Cl=Uncap for CAMA improvements 100%
Use this code and the * Current year minus 1’ in the Status Date to receive 100% of
CAMA values from valuation transfer process. This method replaces the use of the UT
and the Value Override in CAMA for dumping improvements. You will also use ClI if
you choose NOT to use CAMA’s Future Y ear option. Y ou have to calculate the 5% of
the current total market and add that calcul ation to the improvement value equaling the
value input to the value override field in CAMA with aCl in the AA and the dateis
current year minus 1.

UT=Uncap for title transfer 100% of CAMA values
Use this code and the ‘ Current year minus 1’ in the Status Date to receive 100% of
CAMA values from valuation transfer process. Uncap a parcel using this code when
thereisatitle transfer on aparcel. This process has not changed.

TI=Improvements put on last year’ stitle transfer (sales) Cap status date does not change when
TI codeis used.
If you ARE transferring valuesfrom thefutureyear filein CAMA the TI code will
automatically beinput to the Cap Codefield if thereisalready an UT there and the
date equals‘Current year minus1'.
Use thiscodeif you are NOT transferring values from CAMA and arecord has atitle
transfer and an improvement and date equals ‘ Current year minus 1'.

SV=Specia value from CAMA value transfer 100%
Usethis code and ‘Current year minus 1’ in the Status Date if overriding avaluein
CAMA, 100% of that value transfers.




Valid Cop Situswould be
ACI,T,S

Dezcription of Walid Cap Status

P A=Adminiztrative use
\‘"/ C=CAMA improvements
|=Phyzical improverments
T=Title tranzfer
S=Special Value

Valid Freeze codes >

Description of walid freeze codes

Ul=ncap for phpzical improvements
Ud=Uncap for general administrative uze

P A0=Uncap for omitted property

x,__-r/ AC=Uncap for combining parcels

AD=ncap for data entry errors
Cl=Unzap for CAkMA improvements [100%]
UT=Unap for title transfer [100%)]
Tl=lmprovements put an last vears title transfer [zale)

Cap ztatuz date does not change when Tl code 12 uzed
S =5pecial Value from Cakb walue transzfer [100%)

Thisisascreen print of the valid Freeze Codes.

o or ek
beY or Blank Valid Freeze status X

P Description of walid freeze status

\._"/
Y'=Freeze value at current amaount
=Leave it blank

.................................




LCAMAHIS

After December

LCAMAHIS can be run as often as needed. This program is helpful in comparing current AA
valuesto CAMA vaues. The valueswill display in the column “Valuesfrom CAMA” onthe
real estate valuestab. They will also bein a“futureyear” History screen. Thiswill NOT affect
the market values on AA.

Processing Records

02 Completed

Import CAMA data to history and "value from cama” on real property screen ONLY.
Data i5 written to the history record for the MEXT year.
This program adds 1 to the current year and creates a history record.

CAMA records 0

"""""""""" D k """"""""""" Cancel |

Market/lUse Assessed Value fram CAMA, I 541072006
Land Walue: | 205 | 2| 2525
Improved Value: | 0 | o | 0
Miscellaneous: | 0 | 0 | 0
Mfg Home Value: | | o | 0
Total: | 205 | | 2525
Cama neighborhoods and analysis should be completed.
CAMA
TIP




AA

January
Remove homestead exemptions and double exemptions due to title transfer or other reasons.
Start entering all new exemptions; veterans, double and base homestead exemptions. Begin
processing personal property assessments and homestead exemption claims. Take assessments
in regional areas.

CAMA Utilities—download from server to laptopsfor town visits.
L ate Jan-Feb, impact study to captureloss/gain in value.
Before printing and mailing personal property renditions, enter new
businesstablesand reset SYSYR and TSY Stables.

RX CODES

RX CODES may need to be cleared if your county uses them to search by, such as new
homestead exemptions. Or maybe you mark records that will need to have values checked.
Remember that there are now TWO separate RX Code fields. You will need to run the
appropriate selection according to which field you inserted the RX code. You may want to run
the RX code report in AA that allows you to select which code you are searching for. Thiswill
print all parcels whether the codeisin field one or two. These codes are available on real estate
and personal property records.

L Select Rx Code to Print

Select Rx Code to Print

A - |
Real Bx Cod Bx Code Descrij ~
County

State

Cemetery

City of Boise Cit
Disable Yet bt

ma e o o W oy

-




W

«& Report Preview [Lexmark X5400 Series on USBO01 ]

m}?‘ B % Page 1T Hof 1 % Copies[ 1 = x Pages to Print | &1 H A

Date:  7f222003 List of Rx Codes on Assessment Roll Page 1 of 1
Time: E-41Ph

Type Cwner Name Parcel ld Number Fx Code Rz Code2
R ADAMS JO AN 0000-14-030-05E-1-003-00 W
F WWARMNER, BOMMIE JEAM, TRUSTEE 0040-00-005-029-0-000-00 W
R JAMES WILLIAM H. ET &AL, 0070-00-012-011-0-000-00 W
R CAIN, DOMNMA R, OR SHAROM KEEM 0095-00-012-007-0-001-00 W
R KEEPERS, WERMON D OR MARTHA 0105-00-001 -013-0-000-00 W
R 3-J FARMS, INC. 0305-00-010-001 -0-000-00 W

When you run this option it only removes the RX Code from the field in the record. You still
have to update the record itself based on the reason for the code. Example: Y ou use the RX
Code of RH to signify records that will have the Homestead Exemption Removed. Y ou should
run the report first to list those records, then run the Y ear End option ‘ Remove RX Code # .

Images Utility RCEI@SIEM Cama Data I

See manual on how to remove a RX Code
Remove Rx Code 2 completely from the masterfile.
Remove Additional Homestead
Remove Cap Codes

Remove Deleted Manufactured Home
Tax Roll [

A Processing Records _ ol x|

0% Completed

Select the RX code to be removed -> [ R - |

RX Code to be removed ->

Records Read ->»
Records Selected ->

0k Cancel




B D] Zoom Fct,ﬁ‘:‘ € ‘:E nj’ be % Page ,ﬂ of 1 Copies ’ﬂ x Pages to Frlnl,ﬂ-\”— H ol
Date; 7/22/2009 List of Rx Codes Removed Page 1 of 1
Time: 8-45PM
Parcel Id Number Owner Name Rx Code Description
0040-00-005-029-0-000-00  WARNER, BONNIE JEAN, TRUSTEE Vv Disable Vet
0070-00-012-011-0-000-00  JAMES, WILLIAM H., ET AL, Vv Disable Vet
0105-00-001-013-0-000-00  KEEPERS, VERNON D. OR MARTHA Vv Disable Vet
AA

February

Run alist of records needing to be deleted for new tax roll.

CAMA Utilities—upload laptop to Server
Progressreport to the Legislature and State Board of Equlization on
county visual inspection program.




MKTRZ2AA

January -March
New Freezes should be HELD until after values have been dumped. The EDIT reports should
always be looked at before accepting value changes.
Y ou should proceed with caution when executing this program. There are two options, the first
will NOT update the market values and the second option (in red) WILL update the market
values. You also have the option to print one, both or neither report.

We suggest you always print an error report before updating the values. We also suggest
vou have a reliable backup befor e proceeding.

perty Market Values from Cama. This prog

This selection

will NOT Real Property
update the )

market values Select the options to process

Check a print option to reprint report only

I~ Edit the markst value from CAMA (no value or history updates ) This

I~ Edit and UPDATE the market value in the AA system selection
This option will update market and assessed values on the assessment rolls UPDATES
This option will also update history information the market
Are you sure you want to check this option? values

Uncheck reports, if you do not want them to print.
¥ Print the market value import report

¥ Print the market value import ERROR report

(0] 4 I Close

CAMA procedure Valif should be done beforerunning the MKTR2AA.
TherearelQ editstolook at CAMA data entry errors. Roll Real Estate
Valuesto AA.

M ar ch-final per sonal property assessment due by March 15, after the 15" run list of
arbitraries.




CHANGE OF VALUE NOTICES

January to April
Sometime in the spring of each year you will use the Valuation Change Notice program to print
Notices to be mailed to real estate owners.
Prior to running notices make sure all Exemptionsare current. Such asDouble HE, Base
HE, Veteran HE. Run thereport to find the RX codefield 1 or 2 for removal or applying
of HE’'s. CREATE HISTORY WORK FILE—Must do if using Report Writer to print
notices. If you run notices from the AA program you DO NOT need torun Create History
Work File.

Valuation Change Notice

This Program will Print Change Notices for Increase in Assessments

Sort By Mame: ™

Sort By Parcel Id Mumber,

The Tax Follwas Created on:  801/2008
Motices last sent on; 4490/2006

Enter the Date to Start From: I (this is the values changed date on the values tab)

Enter Date Motices to be Mailed: | —_—

y | ot - Must mail
rint estimated tau for new value: within one
Print estimated tax for new and previous value: [~ worki ng day

from this date.

(0] 4 I Cancel

Just areminder, you have the option to apply change notice notes to each record that will receive
a change notice.

April-Create Real Estate History filefor CAMA (buildsfile with value only)
Check for last possible date to mail notices. County Board of Equalization
begins meeting after April 1% in most counties. Mail Change of value
notices by April 1. After March 15run list of arbitrary personal property assessments.




MKTP2AA

April-May
Y ou should proceed with caution when executing this program. There are two options, the first
will NOT update the market values and the second option (in red) WILL update the market
values. You also have the option to print one, both or neither report. We suggest you aways
print an error report before updating the values.
The EDIT Reports should always be looked at before accepting changes
We suggest you always print an error report before updating the values. We also suggest
you have areliable backup before proceeding.

Import Personal Property Market Values from Cama

This sdection Personal Property
update the Select the options to process
market values Check a print option to reprint report only

I~ Edit the market value from CAMA {no value or history updates )

I Edit and UPDATE the market value in the AA system
This option will update market and assessed values on the assessment ralls

Thiz option will al=o update histary information \

Are you sure you want to check this option? This
selection
lncheck reports, if you do not want them to print. UPDATES
_ . the market
™ Print the market valus import report values

™ Print the market value import ERROR report

All users must be out of the AA system.

]2 Close |

May-run CAMA procedure VALPP. Run & fix errorsfrom list. Apply
penalties after April 15. Print Report Writer report to find AA entries not
equal to CAMA dump date. If AA recordsowner namesare NOT unique

the dump creates values on wrong records. Roll personal property to AA. Create personal
property history filein CAMA (closetime of Abstract).




ABSTRACT

June

Be sure that all workstations are logged out and turned OFF except for one and that one should
have al Browse windows closed before executing this report. Abstract is due to OTC office by

June 15",

Progress...

This prograim creates the Annual Abstract Report!

Abstract Report for—> 2008

> 3751

Records Processed

Use Pdf Creator-to Archive al reports, Excise, Homestead and Abstract.

June-You should not upload future year file from CAMA until After your
Excise Board finishes. Create CAMA history usng CAMA utilities. This
duplicates the database and you are now able to make changes. Approved

applications for exempt manufacturing due to OTC by June 15". File certified abstract
with county excise board with 10 days after receiving certification from the State Auditor’s

office.




CLEARING CHANGE NOTICE NOTES

June-July
Run after protest period is over.

HEADSUP ON THISONE!! Commentscan NOT be recovered once deleted.

The time to run this program is only when you are ready to start entering the next years changes,
new houses or structures, removal of structures or deleting records, etc. Thiswill probably be
around June or when you won't need the old comments and you are ready to enter the current
change notice comments on the records.

Processing Records

0% Completed

Clear the change notice comment from the real estate record.

WARNING: The comments can not be recovered once deleted.

Wyhen you press Ok, the removal process will begin.

Records Head 1]

Records Cleared 1]

Ok Cancel




AA

July

Homestead report due to OTC by July 1%
August

In the AA program under Reports there is an option to print all public service records. Thiscan
be helpful in balancing the new values. After receiving the Public Service values run the Excise
Board report and recertify it to the county clerk.

If after the excise board report has been recertified and a large change of value comes about you
SHOULD notify all school district budget preparer’ s thiswill affect.




£ Report Preview [Lexmark X5400 Series on USBOO1]

m _Hﬁ_ Zoom Pet] 126 [] <<« S_v Lid % Page 1 et 8 m Copies| 1 3 x Pages ta Print| A1 _; A

2009 Public Utility Property Assessment Roll for Cimarron County

Date:  7/27/2009 Fage 1 of 8
Time: 10-3240

Name RT Comments Property Class Description Total Market Net Assessed
ATET COMMUNICATIONS, INC., 1 P (TD20) i
% JAMES DI FERDINANDO State Assessed Property I-2 Rural 259,269 59,243
P.O. BOX 7207

BEDMINSTER, NJ 07921-7207 Date Changed 81372008

BMSF RAILYWAY COMPANY 1 P (RO30) _ invi
OBy CUMMINGS State Assessed Property  C-1 Plainview 1,873,564 221,830

P.0. BOX 961089
2650 LOU MENK DRIVE
FTWORTH, TX 76161-0089

Date Changed 8/13/2008

BMNSF RAILWAY COMPANY 2 P (RO30) - i i 938,547 11,668
Sy CUMMINGS State Assessed Property -2 Boise City . .

P.0. BOX 961089
2630 LOU MENK DRIWE
FTWORTH, TX 76161-0089

Date Changed 8/13/2008

BMNSF RAILWAY COMPANY 3 P (RO30) - 10,569,679 1,281,450
DY CUMMINGS State Assessed Property -2 Rural 88, 251,

P.0. BOX 961089
2650 LOU MENK DRIVE
FTWORTH, TX 76161-0089

Date Changed 8/13/2008

BNSF RAILWAY COMPANY 4 P (RO30

DY CUMMINGS (RD30) State Assessed Property  -10 Felt 3585 42
P.0. BOX 961089

2650 LOU MENK DRIVE

FT WORTH, TX 76161-0089

Date Changed 8/13/2008

CAROL P State Assessed Property  C-1 Plainview u

, 0K 00000 Nate Chanmerd P e

CEBYE S ftout.. e L & ... cET@Mm




FEARS OF
ROLLING CAMA



FEARS OF
ROLLING CAMA



CAMA IS A VERY USEFUL
AND ACCURATE TOOL TO
USE TO COME TO MARKET
VALUES IN YOUR COUNTY.



Top five false reasons
for not using CAMA:



1. MY VALUES WILL
LOWER AND WE
WILL LOSE TOO

MUCH MONEY.



TRUTH: So far there has
not been any county lose
money but In fact gain a
substantial amount.



 Yes some values will
probably go down but
most will recelve a 5%
Increase for at least the
first 2-5 years.



2. 1| WILL LOSE AN
ELECTION IF | RAISE
VALUES.



e Truth: To date there has
been no Assessor lose to
an opponent because of
using CAMA and going to
market value.



e In fact they are looked

upon as being more
knowledgeable and more
In control than before.



3. EVERYBODY WILL
BE MAD AT ME

« | WILL HAVE ANGRY
PEOPLE LINED UP IN
MY OFFICE.



e Truth: Yes you will be busy
the first year explaining to
people why their values are
Increasing especially in a
down market.



e Yes the market has been
down BUT so far the
counties are reporting
values are not down just
not as many sales.



Next when you have accurate
data most people understand
when you explain it to them and
show them what you have on
their property along with
comparison sales if needed.
(Every county has some that will
gripe no matter what the value is.)



e That Is one reason for having
correct data because when you
show them their property card and
you don't have the correct
iInformation they will lose your
confidence from the beginning.



* \When you show them their value
most will back off as they know
what they have it insured for and
about what it is worth. The other
reason for correct data is If you
don’t have, then your analysis
Isn't worth much and you will not
get to market value and therefore
have no defense.



e If you are not using CAMA
then you are doing individual
appraisals and therefore are
more apt to errors as to equal
treatment. Not everyone IS
going to like it but If you are
treating everyone the same
and are at market value they
have no defense!



e \Very few counties have had
any formal protests and If
they did the assessor was
correct.



 Now you can only do this If,
again-your data Is correct
and you have done your
analysis correct which, leads
to our next point.



4. | DON'T AGREE
WITH CAMA VALUES.



e Truth: If you don't agree
with your CAMA values then
you don't have your data
and analysis correct or you
don't know market value.



e This Is a learning experience and
when you are finished you will
know market value. Correct data
starts with field cards, and then
you have your neighborhoods,
land values, classing issues,
sales file etc. etc. If one of these
are incorrect it will throw your
values off.



e |t IS exciting to know that in most
cases when a property sells that it is
going to be very close to what your
CAMA value is! You are always going
to have the out of state people or
“oddballs” that pay too much or to
little. Appraisers that come into your
office know how knowledgeable you
are by your values, they usually don't
comment but they know whether they
can trust your value or not.



A lot of work involved but once you
have everything all together it will
not change much; yes you might
find that you had a neighborhood
that needed some adjustments
and changes. Otherwise you will
check your multipliers each year
and that Is where the changes will
be. Usually It takes a year or two
before you are near perfect, but it
IS worth the effort.



5. CAMA IS TOO MUCH
WORKI



e Truth:

Yes it is a lot of work, but that
IS your Job, It Is the law to be
using a computer assisted
mass appraisal system

(CAMA) and to be at market
value.

Enough said!



e If you are not using CAMA to
produce market values In your
county ask any County Assessor
that I1s and you will probably hear
from them that it is the best thing
they have done and are confident Iin
the system, and that it did take a lot
of work and effort to get there but
they are satisfied with the results.



e |t IS a lot easler to do this
before you are In a non-
compliance situation and
have dead lines and a host
of other iIssues to deal with.



Be armed with the
truth and knowledge
and you cannot |lose.



THE END



USING FUTURE YEAR



8/25/2010

USING FUTURE YEAR TO TRANSFER NEW IMP. (100%) TO A. A.

The first step in making this possible isto limit the information that is placed in the FUTURE YEAR
system of CAMA. Thisis done by changing the FCOPY Table to the following settings:

5
o
Fafranh Delete
Code Data Description
FCOPY = '
K.ey Format Data Format

HEAL APMIH-FILE
REAL AMANE-FILE
REAL AHOTE-FILE
REAL ARER-FILE
REAL ASHMT-FILE
REAL BOX-FILE

REAL DRAW-FILE
REAL THC-FILE

HEAL IMCH-FILE
REAL LAHMD-FILE
REAL LEGAL-FILE
REAL MISC-FILE
REAL HOTE-FILE
HEAL OWER-FILE
REAL PERH-FILE
REAL SALE-FILE
REAL SED-FILE

REAL URLNE-FILE

e R R S R i i P e i

With the FCOPY Table set thisway, The Property Data, the Legal Data, the Land Data, the Note Data,
the Area Data, the Draw Data, the Building Data, the Aname Data, and the Value Override Data are
copied to Future Y ear.

The next step will be to make sure that the OVER Table has the following settings:

-

o

Refresh O lera

Code Data Descriplion
|OVER =

Keyw Format Data Format
Al RDODED IHF .

AR mppraiser Rew.
BE Koard of Equal.
BS RBill ot Zale

ET Gourt

Hif H/n

oR Mmner s Rend.

5P Sale Price

|I5'I' State Bd of Rew




The Pass Word Table will also need to be set to allow the user to work in the future year. There may be
certain people who should not be working in the future year, while others may need to work both in
current and in future year. In alarge county there could be people who work only in the future year,
putting on new improvements for the coming year.

-
o
Refresh Delete
Code Data Description
PASS - |
Key Format Data Format
BLOOD  #HiHH JESUS MMHMHMHB HHHMHHHMMHHMMMMMHMAVHT CH
CAUGHT #uitd GREGH MHMMHAG HMMMAMHAMAMAMMMAMMAAVHET CH
FLOWER #HitH JULTIE MEMMHE MMM AMAAUET CH
GREEHN  #HitH CARAH MEMMAC HMAMAMAMAMAAAMAAAAUET CH
OKTAX  #HuiH KBSYS MEMMHE MMM AMAAUET CH
PEANUT #HitH LEHNET MHHMMHF HMHMHMHMHAMHMAMHMMHAVET CH
PEPPER #HiHH LEHET MMHMHMHC HHHMHHHMMHHMMMMMHMAVHT CH
PURPLE #uiH JULIE MMMHMHMHHHAMHHHMMHHMMMMMHMAUHT CH
UIKING it DEWEY MEMMAMAMAMAMAMARAAAAAAAUET CH

In order to set the rights for the user to use or not use the Future Y ear System, the 6 letter in the second
set of X’Sinthe Data Format must be set to one of the possible options allowed in the Pass Word
Table. The possible options are as follows:

Cisfor Current Year only.
F isfor Future Year only.
B isfor both Future Y ear and Current Y ear.

Once these 3 tables have been set properly, the user with the rights to do so may begin putting new
improvements in the Future Y ear System to be transferred from CAMA to the A.A. at a 100% of their
value.

To begin inputting datain the Future Y ear of the CAMA System, the user will go into CAMA to the
Property Data Screen and find the parcel that needs a new improvement placed on it at 100%. Next the
user will print out a Property Record Card of the Current Year

to refer to when entering datain the Future Y ear. Then the user will click on the Functions Tab at the
top of the screen and select Future Year Copy.

M Property Data STATE OF OKLAHOMA CURRENT YEAR

File  Meno BEEESEN Help

D Audit shift+F3 % Radiant Software
Parcel Copy Alt+F10

LU L] Future Year Copy Alt+F1 . Edie
Parcal Summar F&

Search 4 Situs Bddress " Dwner Hame {~ Alternate Id

Property Record Card F2
Parcel MU phobo Image Shift+F2 OWMNER ID

RN Delete Parcel

Name And Mailing Address Situs Address




M Property Data STATE OF (RLAHOMA 030909 YEAR = O] X

&  J »

OWNER 1D '
O0I0-01-16R-1 4W-2-001-00 0q01307.00

B I

Quastion Ses

kp YERIFY FARCEL COPY TOFUTURE VEAR (1L AECORES!

Dﬂlciull

Farcel {(Haster)
Farcel {(Address)...
Farcel {Mame}
Farcel {Taxid)




When the user hits <enter>, the program returns to the Property Data Screen. At this point the user can
go into the Future Y ear System or go to the next parcel that needs a new improvement placed on it and
copy it to the Future Y ear System. The user may want to copy several of the parcelsto the Future Y ear
System to avoid having to jump back and forth from Current Y ear to Future Y ear with each parcel.
Printing the Property Record Card for the Current Year will also keep you from jumping back
and forth.

To work in Future Y ear the user will click on the File Tab in the upper left hand corner and select the
Current/Future Y ear toggle button.

M Property Data STATE OF OKLAHOMA CURRENT Y EAR

EBIX]

2 B Menu  Funcbions  Help
Mext Parcel F= ,.E Radiant Software
Previous Parcel Shift+FS f
FCopw  Edit
Mest Procadure F&
:-n-r i Situs Qddress " Dwner Hame " Alternate Id
Edit Alb+E OWNER ID
Disable Edit Chrl+E
Mew Al
Save Alt+5 Situs Address
Exit =] Mumber  Unit Dir Street Name Md

The Title Bar on the Property Data Screen now reads STATE OF OKLAHOMA FUTURE YEAR

- AEE
D E & = = By - ﬁ' Radiant Suftware
Bave  Back  Foceard  Hone Edit
Search * Parcel Murber ™ Situz Podress ~ Duner Mare  Alternate Id
Harcel Mumber (WHNER I
||l][l[ll]-l] 1-1GM-1-0-2-001-00 |
Name and Mailing Addrezs Bitus Address
First Last Mumber Unit  Dr  Streel Name Mil
Last, First or Company and Address City Zip
City | State Zip | Country
Property Detalls
Use Code RURAL AG
Appraiser InspfAppr Date | | |
Value By CAMA
MNelghborhood RURAL JT.7
Subd/Condo No [ .7
Record Count
LEG: 2 BDG: 1 DRAW: 1 AREA: 1
Future *ear Rcd Exists

Notice the screens listed here at the bottom. (The Appr. Date should be changed, to
match the inspection date on the field card.)




Notice Future Y ear Bldg

Jala STATE OF ORLAHDMA FUTURE YEAR

. r

(0NIHDT-16M-104-2-007-00

Screen is an exact cop

Stories/SEyle
Oecupancy
Design

Quality

Roof Type

Roof Materlal
Exterlor Wall-A
Exterlor Wall-2
Foundation
Interior Fim
Floor LCover

Ho. Hedroons
Ho. Baths

Total Kooms
Heating

Air Condition
Fireplace i1
Fireplace  #2
Frimary Garage
Frimary Forch
Basement

fctual Year B1E
Yoear Remndeled
EFF. Year Buill
Condition
Hormal Depr Thl
Functional OBs.

fine Story
Single Family
TRADITIOHAL
Class D LOW
GRBLE

MTL PRFMD CLS D
SHHELE CLS "D

"D COMUHTHL
D AUERAGE
"D AVERAGE

FLSWL FURH "D
HUHE g

AttGar METALTD™
CovPatin Gls D

AUERALE
Class b AUG

of the Current Y ear below.

The Current Y ear Bldg Screen as copied to Future Y ear now

Ad CLIRREMT YEAR

I Aldg Data STATE O
Rt Meny  Functions  Help

0000-01-16N-14W-2-001-00

Stories/Style
MEcupanty

Mes ign

Quality

RooF Type

RooF Material
Exterdor Wall-1
Exterdor Wall-2
Foundation
Interior Fin
Floor Cover

Ho. Bedroons
Ho. Baths
Total Hooms
Heating

Air Condition
Fireplace  #1
Fireplace  #2
Prinary Garage
Prinary Parch
Raseminl

fictual Year B1L
Year Renodeled
EFF. Year Built
Condition
Hornal Depr Thl
Functional Dbs.

GH!E:--

\ﬂ\l‘\‘ IHHN

One Story
Single Family
TRADITTOHAL
Class b LOW
GARLE

WTL PRFHD CLS O
SHHGLE CLS “D"

""" COMUHTHL
D AVERAGE
""" AVERAGE

FLAUL FURN “D*
HUNE o

AtEGar HETAL™D™
CowPatio Gls D




Current Y ear Bldg Screen with out new improvement added.

8a=:  Forwacd

Hé i@ﬁ@

Eciw Ekaceh

- 0%

Hadianl Solhsare

Future Y ear Bldg Screen after 20X 30 room added to existing structure.

Farcel Numher
|unuu-m-1r.m-|4W—Hm-nu No. | 1 IRWIN. H. GRANT, JR.

Selected Them

Storiesfityle 1 One Story 1.088 -
Decupancy 1 Single Famnily

besign apat TRADITIOHAL 1_pa

Quality az Class b LODW 1_pa

RooF Type a GABLE

RooF Material B MTL PRFHD CLS D a.17

Exterior Wall-1 @ SHHGLE CLS D™ 29.01

Exterior Wall-2

Foundation z “D* COHUHTHL

Interior Fin 3 D AVERAGE

Floor Cowver 3 “D* AVERAGE

MO . Bedroons L

Ho. Baths

Total Hooms L L

Heating = FLAWL FURN D™ B.1%

Air Condition 5 HOHE o

Fireplace  #1

Fireplace #2

Primary Garane o AtEGar HETAL®D™ #.AR

Primnary Forch fi GowPabio Gls D 794

Basement

fAcbwal Year BLE 193@

Year Renodeled

Eff. Year Builk

Condition ¥ AUVERAGE 108

Hornal Depr Thl L] Class D AUG

Functional Dbs. ~
Efi. Arca Hud. Area Eff. Flate Value New Mbhd  Mormal Depr Bldg Value

1632 1632 41.67 E8009 1.08 LG50 23603
Total 0B5 Pct Condition
.nonm 0.3%00n

Mexd Screen In Seauence

H = = =] f (5) Radiant Software
Eack Forward Mt T herch
Parcel Humhtr
D000-01-16M-1-0%-2-001-00 No. | 1 IRWIN, H. GRANT. JA.
Selected Ttem
1 e Story 1. @8 Y
1 Sinnle Fandly
5 (3R] TRADT TINHAL L]
Nualiky ! e Glass b LOwW af
Runf Type m GARLE
Roonf Haterial -] HTL PRFHD CLS D "7
Exterior Wall-1 9 SHHELE CLS "D 2763
Exterior Wall-2
Foundation 2 I COHUHTHL
Interior Fin a b AUERAGE
Floor Couver 3 D" AVERAGE
Ho. Bedroons Boa
Ho. Baths
Total Roons Doa
Heating 13 FL/WL FURM "D .19
Alr condition g HIHE o
Flreplace i1
Flreplace  #2
Frimary Garage 9 AttEar HMETAL™D" B.ad
Primary Forch ] CovPatio Cls D 7.98
Basement
Actual ¥ear B1t 1930
Year Remodeled 2oy
EFF. Year Built 1965
Condition 3 RVERAGE 1.08
Hormal Depr Tbl DA Class [ AVG
Functional Obs. -
EN. Area Hiul. Area Ell, Hale: Value Mew Mlihad Mormal Depr BHidyg Yalue:
2232 2232 20,29 5461 .00 0.5900 35039
Talal OBS Pt Condition

=S

If the Current Y ear
valueis subtracted
for the Future Y ear
value with the new
improvement on it,
the remainder is
equal to the new
improvement value
to be transferred at
100%.

$35,039 Fut. Yr. Va
-23,803 Cur. Yr. Vad
$11,236

This amount would
be placed in the
Future Override
screen until the new
Improvement was
transferred to the
A.A. Then at alater
date it could be
merged to the
Current Y ear data.

This merge could
take place after the
Equalization Broad
goes out of session.
If the date that the
Equalization Broad
goes out of session
is placed in the
Override Deletion
Date field, then the
merge will reflect
the total value of the
house with the room
addition on it.

The example of the
Override Screen is
on page 13 of this
document.
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Example of Override for 20X 30 room addition to house

M Oyerride STATE OF OKLAHOMA FUTURE YEAR

Example of Prop Screen with Override on parcel. Notice the date also.

BB Property Data STATE OF OKLAHOMA FUTURE YEAR
Fiz Menu Funchons  Help

3 3 = 2
bk B

[+ L > L]
Harcel Numi 0 I
0000-01-16M-14844-2-001-00 090130700
B I

P.O. BOX 1187

P e [ —

LEG: 2 BDG: 1 DFAW: 1 AREA: 1
£ 1

13




FIIIIIZIIZI -11-16H-14W-1-001-00

HE4 SEC. 11-15-14

‘
T-T7

BLI¥: # 1
Stories, Style 1

QOCIPATLITY 1
De=sign aooz
cnality 05
Roof Type 0z

Roof Haterial 1
Exterior Wall-1 4
Exterior Wall-2

Fomndat ion 1
Interior Fin 2
Floor <Cowver 2
Ho. Bedrooms

Ho. Baths

Total Rooms ool
H=at ing 1

Alr Cond ition 1
Fireplace #1
Fireplace #2
Frimary GFarags
Frimary Porch
Baszement

Actual ¥ear BI1E 2003
Year Remodsled
Eff. ¥Wear Built
Condition
Hormal Depr Thl
Functional Gbs .
Economic Chs .
CGhserned Depr.
Chswd Depr Code
REHT

ooty Adj . Fact. 000

gw

Hisztory Yalu=s

06715 /0%

CE T2TTZ0000

Page 1 Req By: FRIYS
Lixa2EH, E.C. ETAL
¥ MRS . CHRIS RICHARDSOGH
u) RFR 1 B 17%
WATOH A
Site Address: 000000
CniE Story -
Single Fami BRI :
CONTEME
Clazs < Fh
HIF
CoME SHG CL
BEF. VHER <L&
"It SLABR
2 AVERAGE
"I AVERACE
] |
EORCED ATR
EORCED ATR
AVERASE
Class © ARG 2'1'

AREAR FLAT HEATED

BAZ son &0n

CHTY ADJ. F

Tax ¥ear Total Appraized Value

a5 25,712
ol 25,712

Appraizer DS4
AppY Date  10/10/a4
TUze Code 0001 RURAL A

HEHD 7400 .00 RURAL JT.T

2:52:20 STATE oF CFLAHGHA FUTURE YE
Land value 0
Hisc Yalue 0
BEldg value= 42 6TE
Total VYalus 42 6TE
Yalu= By CAEMA
Effect ive Area G000
Boints 0.goao
BEldg Rate TI.TR
RCH 42 &T6
Bot Good 1.0000
GRS 0.0o00l1
Building valus 42 6TE
BIOE PARAGE DATE Q2 SALE FRICE
FERMTIT Ha TY¥FE DATE AMLITHT

Lloo pM100 BlO%2

Thisis an example of what it would cost to build on a 20X 30 room, but cost does not always equal market value added to the house.
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g -0l -169-1 49 -

SIH . LOTE 2-4,
-le-14

ELDG # 1
Storiem s/ Style
Oooupancy

D= i, qm

il ity

Foof Typ=

Foof Mateidal
Exteror Wall-1
Exteror Wall -2
Fowunedsti on
Interor Fin
Floor Cover

Ho. Badyooms
Ho. Baths
Total Rooms
A, r Corndition
Firplace #1
Fiyeplane #2
Primary Garsqs
Primary Porch
Em et

hotual Yesr Blt
Yemy Remodsl=d
Eff. Year Built
Condition
Homnal Depr Thl
Purctional Obs.
Economiz b=,
Ob = red Depr.
Obsrd Depr Code
REHT

Coty Adj. Fact.

2-001-00 Pag=

SEC 1

123C-4419
J

1 One= Story
1 Lirgle Fami,
o001 TRADIT IOHAL
0z Claxsz I LO
m GHELE
2 MTL FREMD
a SHHGLE CLE
2 ‘Dt COHVHTH
2 I AVERMGE
! ‘It AVERAGE
oo
anag

FL /WL FURH
t HOHE
a HetGemyr METH
£ CovPatis CL
1920
2 AVERFGE
k= Cla<s I AUG
oo CHTY ALI. F

Hi story Value=s

Tax Yemr Total
0t
m

MISC BLDG CODE
ETG
DGEFD

FOLE
2TG

ocooo Ho

glﬂ'\'ﬂ#b—'h}'—'

LUEE DESC
PE  Pratt

Fpprad sed Vala=
43,682
LS

DEEC
Etormge
Dat Gar Frame= C1

MACHIHEOFH Mach. Shed Open

EBaym Pole
Stormge

ETL EIN ¢ £TEEL EIH ¢ RING

ZOHIHG
fn =&y Im CR

PRE Prt lwyfn =i Hea CR

HEC Hhscot-
Hobsoott fn =d ¥ CR
HFC Hhscot-

pratt comp CR

pratt comp HEP

HOE Hobsocott £ =1 = HP

HHEq e o -

BE

1 R=q By: KEEYE 015409 10:07:17  STHTE OF OFLAHOMA CURFEHT YE
IRMIH, H. GRANT.
F.0O. BOX 1127
WOODR ARD OF, 72020000
Lite Address: 000000
Lard Valus= 21, a7
Mi, 5= Value= g, 243
Eldg Valu= 23, 202
Totm] Vmlae L1, 744
Usmlu= By CHMA
BRERIE “ o Ef fmctiwe hma 1,622
Points 0. 0000
Eldg Ramte 41. &7
= e FCH £2, 009
Dot Good 0.3L00
OEB20L 0. o000
" Building Valu= 23, 802
141)
Ir.ru ,!:, EOOF. PAGE DATE Qf SAHLE PRICE
I_ _l 1238 444 NEQE Qv 70, 000
14
EFERMIT W0 TYFE DATE HAOTIHT
Apprad s=r &4
Fppr Date 10/10/3€
TUra Code 0001 RURAL AG
ARER FLAT HEMTED HEHDT 7400, 00 RURAL JT. 7
Lio0 Ml00 E1og
EBAS 1eaz 1eaz
A Taz
A 140
LEHGTH WIDTH THITE ADJ FRICE EYE IT PCT ADJTETMEHT TALUE
12.00 10. 00 120.00 .49 an 40,00 1.00 211
2C.00 20. 00 Coo.an 12.4¢ an 0,00 1.00 1,289
40, 00 JE. 00 l400.00 4.71 oo 40. 00 1.00 2, 638
32,00 20,00 1140.00 3,37 oo 30,00 1.00 1.1c2
10,00 .00 20,00 .42 an 1. 00 1.00 72
] . oo 1.00 400,00 an [ ] 1.00 200
THITE TP FRICE ------------- AWDJUSTMEHT CODE/FRCTOR -------------- TALUE
4. .00 AC L2, 00 hG C.an .oa .oa . oo 10, 22
1.00 AC 42. 00 hG C.an .oa .oa . oo 242
AT.00 A 21,00 RG E.an ] Laa ] £, TET
T.00 AC 2E.00 ARG E.an .0 .on oo 1, 032
13.00 AC 31.00 AG 3_3L .0 .on oo 1,.2E0
e.00 AT 2E. 00 ARG 228 oo .00 ] =lrr)




O000-01-16H-1 4% -2-001- 00

LAHD LUSE DESC
T HFC Hbsct-pratt comp
& HOE Hobsoott fn =1 ¥
9 HM01 1 AC HE

BC 10Z2.00

Req By: KESYS
IRWIN, H. GRENT,
F.O. BOX 1127

WOODR ARD

Site Address: 000000

ZOHIHG THITE TP FPRICE
TM 2.00 AC 21.00 AG
TH 1.00 AC 2E.00 ARG

al 1.00 AC 1400, ad

1. a2
1,22
. oo

0g/1E/08 10:07:17 STATE OF CFLAHOMA CURFENT YE

O 722020000

e e oo —— - ADJTETMENT CODE/FECTOR —--—---—- o= —- TALIE
.on .on .o 117
.aa .on .o 47
.a0 .on .o 1, 000




poo0-01-169-1 49-2-001-00 Page 1 Req By: KBEYE 0&/1E/08 10:53: 23 STHTE OF CFLAHOMA FUTTRE YE
IFMIH, H. GRHHT. JR.

S, LOTS 2-4, LEC 1 P.0. BOX 1127
-1£-14 123C-443

T

WOODARD aOF, Tre0z0000

ELDG $# 1 Site Address: Q00000
Storims/Style 1 On= Story Latd VTaln= Ju]
Oooiparoyr 1 Lingle Fami, Mi, s Vamlu= u]
D= i gn 0ol TRADIT IOHAL Bldg Valu= 22, 202
sl ity 0z Clas== I LO Totml Vmlaae 22, 202
Roof Typ= un | GHELE Wsmlu= By CHMA
Foof Mat=ig sl 2 MITL PRFMD
ExterHor Mall-1 2 EHWGLE CLE
Extexor Wall-2 .
Foamdation z ‘I COMVHTH  [EaEiem ETE Ef factive Amma 1,622
Interor Fin E I AVERMGE Points 0. 0000
Flooy Cowver E Dt AVERACGE Bldg Ramts= 41. &7
Ho. Badrcoms anog = £ w FCH £2, 009
Bz, Baths Pot Good 0. 2L00
Total Rooms oo OEBS0OL 0. o000
He=ting [ FL /MWL FURH Puildirg Valu= 23, 202
Rir Condition [ HOHE P‘""";]' | n
Fipmplao=  $#1 1 W0 EOOY. PHGE DATE Qf SHLE PRICE
Fimplana #2 I_ _l
Primary Garsqe 9 At tGayr METAH 14
Primary Porch 4 CovPatis CL
= FEFMIT HO TYFE DATE AMOTTHT
Aotual Yesr Blr 1330
Year Remodels=d
Eff. Year Puilt
Condition a HVERNGE Apprais=r DE4
Howmnasl Depr Thl DR Clacz I UG fppr Dak= 10/10/9¢
Furctional Obs. sz Code 000l RURAL MG
Ecomomiz Obs. HRER FLAT HENTED HEHD 7400, 00 RURAL JT. T
Obs=red Depr. Lio0 Ml00 E1og
b srd Depr Code BRE lea2 1e22
REHT AG Ta2
Coty Adj. Facot. 000 CHTY ALJ. F AWH 140

History Valu=s
Tax Year Total ippraissd Value
ot 43, 682
1} 2, 65l




-

H o T &
Save Cancel | Skaks  Prink
0000-01-16MN-14%-2-001-00 Record: 1 Style: |1 Ore Stary ;I
LN oO£0 |28 XohlE] Ay Edit Mode
Code Lewvelz Area Eff Area Perimeter b odified -
A5 1 792 792 114 k odified
Ba&S 1 1632 1,632 184 b odified
A 1 140 140 43 M adified
- BAS 5 AG #
[1632] (F32]
- : ) ) ) ) ) ) )
24 24 24
g | j
ClaaT T 3
1i140) 10
14
= ddik Code: Area: Ferimeter: Total Base Area; 0

v 55 [ B2 | |



pDDU-Dl-IGH-l-'IW-2-DDl-DD Page 1 k=g By : FREYE

IRWIN, H. GRANT, JR.

06/15/08 12 :50:46 STATE OF OFLAHGMA FUTURE YE

SLHW, LaTS 2-4 SEC 1 F.o. B 1127
-14-14 1225 -4449

J

WA ARD GE T2E020000

BLD¥= # 1 site Address: 000000
stories ) style 1 Cne Story Land Yalu= a
CIDTILATICY 1 2ingle Fami Mizz Yalu= 1]
Design o000l TRADTT ISHAL Bldg value 11,226
rmality oz ©lazs O Lia Tl Total Yaluns 11,226
Roof Type ol SHELE Yalu= By onnerride
Roof Material e TL FREMD <
Exterior Wall-1 = SHHGLE CLES
Exterior Wall-2
Foumndation 2 "D SOHURTH ) e Effect ive area 2,222
Interior Fin E] 0 AVERAGE Foints a.o0o0n0
Floor <over E "O" AVERAGE Bldg Rate= 2g .29
Ho. Bedrooms aan RCH 85,4251
Ho. Baths 0 A A Pot Good 0.4100
Total Rooms 0o i e OBSCL 0.0000
Heat ing 5 FL/WL FURH Enilding Yalu= 25, 0249
Alr Condition 5 HOHE
Fireplace  #1 e e ¥ pooF FPARSE DATE o SHLE FRITE
Firveplace  #2
Frimary &Earage @ Att3Ear HETA
Frimary Forch 3 CowEat io o1 " W
Basement PR PERMIT HG: TYFE DATE ARSUHT
Actual ¥ear BIE 1820 1 0
Year Remodeled zooa L.
Eff. ¥Wear Built 1245
Condition ES AVERASE Appraizer D=4
Hormal Depr Thl DA Claz=s D AWG Appr Date 107107496
Functional <hs. Use Code 0001 RURAL AS
Economic <bs . AREA FLAT HEATED HEHD TE00 .00 RURAL JT.T
Cheserved Depr. L1000 H100 Blog
Chswd Depr Code AWH 140
REHT BAS 2222 2222
Snty Adj . Fact. 000 CHTY ADJT. F AG Taz

Hisztory WYalues
Tax YWear Total appraized Value
] 42, 622
01 26,681



w Sketch

H o T &
Save Cancel | Skaks  Prink
0000-01-16MN-14%-2-001-00 Record: 1 Style: |1 One Story ;I

RLNCfOs@ (28| XohE]| [A® v

Edit Mode

Code Levels Area Eff Area Penmeter M odified -
AT 1 140 140 43 M odified
Al 1 732 792 114 M adified
BAS 1 1632 1632 184 M odified
BAS 1 B00 GO0 100 M odified
20
BAS -
[B00]
] |
30 ) 30
B3 33
BAS LAE;
[1E32] (792)
24 4 24
63 33
|t
1140] 10
L qe |
BTk Code: Area: Ferimeter: Total Base Area; 0

T [ 40 | |



GENERAL ISSUES
To HELP OFFICE
RUN SMOOTHER



August 2010

“New Directions in Assessment”

General issues to help your office run smoother

Current Instructions in your Office

It has come to our attention, that some counties are using
outdated instructions. (year-end procedures, CAMA
instructions, data collections stuff; etc)

This will result in bad data, incorrect information,
having to redo work, and having to write multiple
erroneous corrections.

It is our recommendation that you replace old handouts
with the most current ones received at conferences
and/or meetings, as soon as possible, to avoid mix-ups or
confusion.

We also recommend utilizing the CD that you receive
after Annual Conference. This will contain all PowerPoint
presentations, handouts, and discussions.

This CD is also available for download on the OTC website
under the ‘Assessor Only’ link. Instructions on how to use
this site and passwords are available by calling Carol
Prewett 405-319-8200.

If you need to know if your instructions are current,
contact your field rep.



Here are some examples of current documentation:

Personal Property: 2008 & 2009 conference CDS

Land Valuation techniques: 2006 conference CD
Procedural Manual: currently on the Assessor’s website
CAMA Manual: on website by year end

We strongly recommend that each employee have and
maintain a 3 ring binder. This is to include your own notes, any
procedures created within the office and any documentation
from OTC. These also should include those procedures that are
used once a year. You always have the procedural manual
available on the website.

How to get to the “Assessor Only” website:

www.tax.ok.gov

scroll to :Ad Valorem

scroll to:Assessor Site

Info from October meeting should have passwords or e-mail
Carol Prewett at cprewett@tax.ok.gov




How To USE
THE NEw AA CAP CODES



How to use the new AA Cap codes

If you are rolling CAMA and using Future Year

First export non future year values such as capped values, sales, parcel ranges. Basically you
export cama and import to AA like normal. Get that all done.

Then, work CAMA future year parcels. Please contact your OTC field representative for
guestions about using the future year in CAMA .

Future year values are added to the AA market value. The AA import/update
program can only be run ONE time.

This example has a parcel of real estate that had a room added to the home and a new out
building. Here is how the AA parcel looks before the import of future year CAMA. There does
not have to be any changes to the AA record. No cap status or cap codes have to be entered

before you import cama future year values in this example.

% ReallPersonal Update (0005-00-019-001-0-000-00 Name>DOCKERY , WILBURN E. & KONDA B. Owner #> 6,09... [~ |[B][X]

General Info | Real Praperty Yalues |Eictures |Change Maotice Comment

Parcel Number: 0005-00019-001-0-000-00 Name: DOCKERY, WILBURN E. & KONDA
Values Changed Date Market/Use Assessed Yalue from CAMA 3/3142008

Land “alue: ] | 234 | 1,800
Improved “alue: | 12 548 | 1644 | 16,704
Miscellaneous: | 1533 | 217 | 1,633
Mify Home “alue: | 0 | 0 | 0
Total: | 16,081 | 200 | 20137

?|F Status: Code: ? Base Homestead: 1,000 [~ Lock Base

J reeze aus’_ ode _| 5
Change Initials: Double Homestead: ] ’_StatUS [~ Lock Double

Status Date:

il Cap Status: ’_ Code: ll Dizabled “eteran: 0 I Disabled Yeteran
Change Initials:

Status Date: Total Exemption: 1,000
Met Assessed: | 1,090
Record will be Changed  Insert/Update | Cancel/Close print this Delete Record

Page 1 of 10



Follow the proper rules to add the room addition and the miscellaneous out building to the
cama future year files.

When it comes time to import CAMA values in the spring you run 2 programs.
1. Export CAMA future year values (see your OTC field rep).
2. Import CAMA future year values into the AA system.

Select Import CAMA Market Values to AA, Import Real Estate Improvements ONLY.

& CCAP Assessment Administration System version 2.2.9
Eile Records Reports June Reports Images Utility Year End J&TERIFIEN GPS Info  Help
User Name SCOTT Please close any Browse Li v
Import Cama Market Values to AA Import Real Estate (LCAMAHIS})
Update "Value From Cama” Column Only Import Real Estate (MKTR2AA) (Legal)

Print CAMA VALIF file on H: Drive Import Real Estate Improvements ONL

Print CAMA Future Year Improvements H: Drive Import Personal Property

7 Browse Assessment Roll

Hame |Rocord Type | Parcal Mumber | Owner Number | Street | Tawn | Adéress | 5467 Twn Rng Sac | Taxi0 |

Cwiner Name | Parcel Number [yt #] HSX] DHx] D] Land Asd[ Imp Asd[hifa
DIXON, VERNCN, JR. 2 | D/Tﬂ,um.uz| ‘ ‘ |

Import Real Estate Improvements ONLY

q
q
q
q
q

14 4] 4]

| Year [—TaTCETTIOTTDET T EULE R s EL L =T
History |™5n08 | (00A-00-018-001 -0-000-00 3/31/2008 1,000
2007 | 0005-00-018-001-0-000-00 3/15/2007 1,000

Deleted | Type| Vin Number Title Mumber Description

Type | Vear| Update Date [ Fein | Parcel Mumber Qwner Name

Action Date \Inhialsw Date Entered Nate Information

|Monday, August 31, 2009 | 8:358M

Page 2 of 10



Import improvements into AA system

This is what the AA improvement import program looks like. This screen has a yellow back
ground. You must run the CAMA future year export program first. The CAMA export program

and this AA import program are run once a year, between late January and April, after the
Current year values are imported.

£ Import CAMA Improvemenis Only From Future Year Data

Real Property Future Year Improvement Import
Select the options to process

[~ Edit the market value of the CAMA improvements ONLY
(Mo walue or history master file updates)

[ Edit and UPDATE the market value of the CAMA improvements
If this option is checked the improvements from the CAMA future

year file will be ADDED to the current market value of the record

You can run this UPDATE option ONLY ONE TIME.

[~ Print market improvements impart report

[~ Print the market improvement import ERROR repart

Cancel/Close

It will produce two reports. The reports print a list of improvements imported to AA, and a list
of errors.

Page 3 of 10



This is what the AA screen will look like after you import future year CAMA improvements into
the AA system.

% ReallPersonal Update (0005-00-019-001-0-000-00 Name>DOCKERY , WILBURN E. & KONDA B. Owner #> 6,09... [~ |[B][X]

1 The future year improvement market value is added to the improved market value. Land market value

is not updated when using the cama future year program.

Values Changed Date Market/Use Assessed “alue fram CAMA, 3312005
| | Land~alue: [ 500 234 | 1,800
Improved “Yalug™ | 28,700 3,731 28,700

|
| |
Miscellaneous y | 1,633 | 212 | 4 533
/wm:'| 0 | o 0

The future year miscellaneous value is added to the AA miscellaneous market value. Mfg Home

market value is updated if needed also. This parcel did not have any Mfg Home improvements.

Change Tnitials: | Double Homestead: | 1] | Status [~ Lock Double

Status Date:
Cap Status: Code: 4_:-|~ .
il st ’_ ore el - The AA import program enters a Cl (cama future year

Change Initials: 4/- improvement) in the cap code field, and the date the import
Status Date: 5A272010 program was run (current assessment year).

Met Assessed: | 3177

Record will be Changed  nsert/Update | Cancel/Close print this Delete Record |

The AA program will also change the Values Changed Date. The AA program will also change
any valid current sale cap code of UT to a Tl to show there was a sale in the prior year that had
a future year improvement applied and Ul to Cl to show future year improvement updates.

Another new code is the SV or “special value”. It is used when the value from CAMA is a true
value override. When you need to match a value due to a Board of Equalization decision, court
ruling or special use property, you should use the value override screen and SV code. When
you use SV you must also put the current assessment year, just like you use Cl Status Date.

Page 4 of 10



If you are NOt using CAMA and doing all data entry by hand

This example we will look at the new codes if you are not importing CAMA current year or
future year. All data entry will have to be done by the user.

This parcel sells.

A RealPersonal Update (0000-14-01N-02E-4-000-00 Name>DUNAGAN, DONALD L. & Owner #> 6,250.00 .. [= [BX)
=| Market values increased to sale price.
NAGAN, DONALD L. &
Values Changed Date Market/lse Assessed Yalue from CAMA 37312008
Land “Walue: | 15 524 | 2m8 | 15 524
Impraved “alug? | 25823 | 337 | 25823
Miscellaneous: | 5095 | Bz | 5,096
Mify Home “alue; | 0 | 0 | 0
Total: | 45 443 | 6037 | 45 443
2 | Freeze Status: Code: ? Base Homestead: 1,000 [~ Lock Base
[] [ [£] 5
Change Initials: Double Hopeactand: o T etabie s cernoi
Status Date: 4’/ T goes in the Cap Status field,
2| CapStatus: [ Code: [UT  2d——mrempry| UT in the Cap Code field,
Change Initials: [5w _| Sale date in the Status Date field.
Status Date: 8/31/2003 Total Exerrpeorom—
Net Assessed: 5,037
Record will be Changed Insert/Update ‘ Cancel/Close ‘ print this Delete Record

Page 5 of 10



Now some improvements are added to the parcel the same year as the sale (2010) and be
included in the current assessment year (2011).

1 Real/PersonalUpdate {0D0D-14-01N-02E-4-000-00 Name >DUNAGAN, DONALD L. & Owner #> 6,250.00 =13

General Info | Real Property “alues |F'ictures | Change Natice Comment |

The full amount of the improvement is added to the market value.
Values Changed Da Market/Use Assessed Yalue from CARMA 3/31/2008
| | 2018 | 15,524
Improved \Vae: | 45000 | 5850 | 26823
Miscellaneous: | 5095 | BE2 | 5,096
Mifg Horne Walue: | 0 | 0 | 0
Total: | B5 620 | EEETI 5 443
il Freeze Status: l_ Code: il Base Homestead: 1,000 [~ Lock Base

Clienge [ntfkle: _— lis entered in the Cap Status field to unlock the value
Status Date: Tl is used in the Code field to show there was also a sale on
il Cap Status: l_ Code: |TI ﬂ/ this parcel.
Change Initials: / Status date stays the date of the sale.

Status Date: 8/31/2009 Total Exemption: | 1,000
Net Assessed: 7.530

Record will be Changed  Insert/Update ‘ Cancel/Close ‘ print this Delete Record
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Now let’s look at a parcel that has improvements. Remember we are not importing cama
current or future year.

A RealfPersonalUpdate (0000-18-04N-08E-3-002-00 Name=DYCK, HEIN OR EVA Owner #= B,110.00

General Info | Real Property alues |Eictures |Change Motice Comment

Parcel Number: 0000-18-04N-O8E-3 002 00 Name: DYCK. HEIN OR EVA
Values Changed Date Market/Use ] ]
Amount of improvement is added.
| Land “alue: 1,460 /
Improved “alue: 65 250

. | to unlock increase in value
Miscellaneous: 513
Mifyy Home “alue: .

Ul to show improvement added
Total:

l_ Code: I_

Current assessment year used for data
entry.

Freeze Status:

Change Initials:
Status Date:

il Cap Status: ||
Change Initials: l_
Status Date: ’W Total Exemption: ,W

Digabled Yeteran; 0 I Disabled Weteran

Net Assessed: 7,740

Record will be Changed  |nsertUpdate | Cancel/Close ‘ print this | Delete Record

Record is then updated. It is important to use the proper codes. The codes can be used later to
run reports and print lists of parcels that have been improved over the years.

Another new code is the SV or “special value”. When you need to match a value due to a Board
of Equalization decision, court ruling or special use property, you should use the SV code.

When you use SV you must also put the current assessment year, just like you use Cl Status
Date.
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If you are importing CAMA, not using future year, and are using CAMA
Override screen for new improvements

What if we are importing CAMA and we are not using future year. Well you still need to go to
CAMA and calculate the 5% increase then add the improvements to your total and use the
value override feature in CAMA. We have a new code for that and its Cl for CAMA
improvements.

1 Real/PersonalUpdate {0000-04-05N-01E-0-002-00 Name>ROBERTS, MONTY JOE Owner #> 16,270.00 =] 3

General Infa | Beal Property alues |Eictures | Change Motice Comment

Parcel Number: 000004 05N-01E0-00200 Name: ROBERTS, MONTY JOE
Values Changed Date Marketilse Assessed Yalue from CARMA 33142008
| Land Value: | 15 521 | 203 | 16,347
Improved “alue: | 20,509 | 2666 | 25,705
Miscellaneous: | 22234 | 2850 | 40,019
Mify Home “alue: | 0 | 0 | 0
Total: | 58 364 | 7Ea7 | 82,071
7 | Freeze Status: Code: ? Base Homestead: 1,000 [~ Lock Base
2 [ cose [ 2]  m .
Change Initials: Double Homestead: 0 [ Status [ Lock Double

Status Date:

il Cap Status: ’_ Code: ll Disabled Yeteran: 0 [ Disabled “eteran
Change Initials:
Status Date: Total Exemption: 1,000

Net Assessed: 6,587

Record will be Changed  Insert/Update ‘ Cancel/Close ‘ Delete Record

So, 5% of this parcel is 2,918. The improvements added were $15,000. So the value override
record in CAMA will show the total of these values.
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Override

515000 ADDON
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So our parcel will look like this after the CAMA export and AA import program runs. Using
the CAMA value override for added improvements.

i RealiPersonalUpdate (000D-04-05N-01E-0-002-00 Name>ROBERTS, MONTY JOE Owner #> 16,270.00 (=] 3

General Info | Real Property Malues |Eictures |Change Matice Comment

Parcel Number: 0000-04-05N-01E-0-002-00 Name: ROBERTS, MONTY JOE
Values Changed Date Market/Llse Assessed Yalue fram CAMA 3/31/2003
Land “alue: 16,595 | . .
The market value in AA is changed

to what came over from the CAMA
23208 value override record.

Miscellaneous:

|

Improved “Yalug: | 36,451 |
|
|

Mfy Home “alue:

A Cl and the current assessment
date must be entered before you
run the cama export and AA import
programs. The date must be
during the current assessment
zabled Veteran: | | year. Thatis, it must be the same
year you are dumping values.

Total: |

ll Freeze Status: l_ Code: l— il
Change Initials: l—
Status Date: ’7
;?l Cap Status: l_ Code: ,CI— il
Change Initials: l—
Status Date: ’m

Total Exemption: ’—
Net Assessed: g.o17

Record will be Changed " Insert/Update | Cancel/Close ‘ print this Delete Record

The new Cl code unlocks the parcel to allow for 100% of whatever CAMA value override wants
the value to be.

Another new code is the SV or “special value”. It is used when the value from CAMA is a true
value override. When you need to match a value due to a Board of Equalization decision, court
ruling or special use property, you should use the value override screen and SV code. When
you use SV you must also put the current assessment year, just like you use Cl Status Date.
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“New Directions in Assessment”

Mobile Homes on Deeds....... Taxable or Not???

Recently, we have found some confusion about how to deal with mobile
homes when they are included on a deed transferring land.

847-1113. E. “The purchaser of a new or used manufactured home shall,
within thirty (30) days of the date of purchase, register the home
with the Tax Commission or a motor license agent pursuant ....”

847-1117. A. “Any person purchasing a new or used manufactured home
or owning a manufactured home which has not been registered in
the state shall register such manufactured home pursuant to the
provisions of subsection B of this section and obtain a certificate of
title...”

847-1117. B. “Upon the filing of an application for registration and
certificate of title, the payment of fees of this title, the excise tax,
and the furnishing of proof satisfactory to the Tax Commission or
motor license agent that all ad valorem taxes have been paid, the
Tax Commission or motor license agent shall assign the
manufactured home a distinctive number and shall issue the owner
of the manufactured home a certificate of title, a manufactured
home registration receipt, Manufactured Home Registration Decal,
a vehicle registration decal and an excise tax receipt.”

847-1117. D. *....all excise tax and ad valorem taxes due on such a
manufactured home shall be required to be paid within thirty (30)
days of the issuance of the permit.”



847-1119. “Upon proper registration and receipt of a certificate of title...
by the person owning a new or used manufactured home, the
Oklahoma Tax Commission shall furnish by June 1 and by December
31 of each year to the county assessor in the county in which the
manufactured home is or is to be located.....”

847-1115. C. 3. “For new or used manufactured home, not registered
within thirty (30) days from date of purchase or date such
manufactured home was brought into this state, a penalty equal to
the registration fee shall be assessed;”



Example 1

IT’S THE LAW!!I

MANUFACTURED HOME TITLE TRANSFER

PURSUANT TO OKLAHOMA STATE LAW, YOU HAVE THIRTY
(30) DAY TO TRANSFER TITLE ON YOU MANUFACTURED
HOME. IF YOU DO NOT COMPLY, YOU WILL BE FINED IN
EXCESS OF $200.00 FOR “FAILURE TO TRANSFER”.

Simply take a completed copy of the Assessor’s 936-R
Form and the current mobile home title to an Oklahoma Tag
Agency of your choice. The tag agency will then send your
paperwork to the Oklahoma Tax Commission, where a new title
(bearing your name) will be issued and mailed to your home
address.

Once you receive your new title in the maill, please either
mail a copy or bring the original to the YourName County
Assessor. Once received, the Assessor’s office will update
county records to insure you receive your annual tax
statement(s) in a timely manner.

Remember, anytime you transfer ownership or move a
mobile home, Oklahoma State Law requires the completion of
a 936-R Form, which are available in the County Assessor’s
Office.



Example 2

JUST A REMINDER

In checking our files, we show that the title to your
manufactured home has not been put into your name. You
need to take your title and a copy of your 936-R for the current
year, to a local tag agency. This would need to be done
before the end of the current year. If you are unable to locate
a copy of your 936-R form, you can contact our office at
(999)999-9999. In order to get another copy, you would need
to bring a photo ID or you can send a signhed, notarized
statement to our office requesting we fax a copy of your tag
agency.

IF YOU DO NOT GET THE TITLE TO YOUR MANUFACTURED
HOME CHANGED BY DECEMBER 315" OF THE CURRENT
YEAR, YOU WILL HAVE TO PAY THE TAXES FOR THE NEXT
YEAR.

Name: Joe Smith
936-R #: 19-09-1234



NEW IMPROVEMENT
TRANSFERS



8/24/2010

2010 THE NEW IMPROVEMENT TRANSFER

The Ad Valorem Division of the OTC had hopes, of having an upgrade to the CAMA System installed
by thistime, but because of software licensing negotiations the Division has had to delay this CAMA
upgrade. Therefore the process for transferring new improvementsto the A.A. System will need some
temporary modifications for 2010.

The purpose of the new improvements transfer is to send those improvements over at 100% of their
value as the law allows, without needing all kinds of codes and special procedures to accomplish this.

ThisNew Improvements Transfer isnot to be use until all other existing improvement values have
been transferred to the A.A. System. Once this has been donethe FYMKT Table must beimported
into the CAMA System. If you do not know how to import tables into the CAMA System then call your
OTC Field Representative for help; if they are not available call 580-886-2854, if busy |eave a message.

Once the user has everything entered properly inthe FUTURE YEAR SY STEM, the transfer program
tothe A. A. SYSTEM isfound by clicking on the Menu Tab on the Future Year Prop Data Screen.
The user then selects the Y ear End Processing button in the drop down menu.

M Property Data STATE OF OKLAHOMA FUTURE YEAR
Fie BEETE Funchons Help

[ o =By Z

Hew Reports Hent PCopu Edit

Year End Process
P ear End Processng U

Sysbem Adrministration

Harn  Test anabysis OWMER ID
Field Host T
Iﬁ PP | |
MName And Mailing Address Situs Address
First Last Number  Unit [
Last, First or Company and Address City




The user then selects Market Value Extract-VALIF button from the Y ear End Processing Menu and
clicks on the JUM P button.

B Property Data STATE OF OKLA. FUTURE 091015

File Menu Funckions Help

II]I]I]I]-I]1-1 GN-14W-2-001-00

Year End Processing Menu

Ag Land Merge-MERGE

ASCIl Value Transfer File-ASCII
TPP Market Value Extract-WYALPP
Personal Prop Value Ext-TVALX
TPP Value Stability Report-TYAL
Market Yalue Extract-VALIF

VYalue Stability Extract-VALX
Value Stability Report-VAL

TPP Hist. File Auto-Update-THFUP
Hisy{Fut.Auto-Update-HFUPD
History File Summary/Purge-HFPRG
TPP Hist. File Auto-Update-THFUP

JUMP CANCEL

Thiswill bring up the Oklahoma ASCII Postover Extract menu and the user will click the RUN button.

BB Oklahoma ASCII Postover Extract 1%

File
&= All Parcels " Audit Date Range
" Parcel Range " Batch File

" Subd{Condo Range




Thiswill bring up the following report screen which the user can view or printout to check the values
before importing them to the A.A. System.

Report Mame |HWPS101.RPT ﬁ é © e o
ISTATE OF ONLAHOMA FUIURE YEAR 1/~
PS1ALOKL Ualue Transfer Rad i
Page 1
SELECTION HY: ALL PARCELS
APLUE PARCEL WUMBER UHDIUIDED IMTEREST 1D —LAMD VALUE——EBLDG UALUE-—HISC VALUE—IKWPFR VALUE— HH UALUE- UDIM
ARAA-Al —1 6H—1 142 —RA1 A& A 11236 A 11236 A 18A.
BEAA-B1 -1 6H-14W—-3—-A@1—-A8 BEEE-A1-16H-144-3-861—A8 a a 14553 11A238 FL6H5 S5H.
BUEE-El -1eH-140 -3 HEl 08 DelE-Bl-16H-14%-3 -8l -81 L] =} 14553 1123 FLEHL 5H.
| BABA-A2 -1 6H-1 4% —1—-AA1 -A8 A 3AA443 A 18443 B 18A.
BAEA—A3 -1 6H—14W—1 —AAL—AA a a 124048 1AB286 B7ETE 1@8.
HHEE—11 -1 6N -1 3W—1 —HE1 —H8 ] 341 L) ELCLIE b 14H.
FIIF-FP -GG -JEG-F-FHT-BT -] 49441 a 4@3441 B 18,
RUM TOTALE A 1225k1 26961 233\A85% 1RASAR3
? PARCEL{%}» TRAMEFERRED.
W
L >

L ook this report over carefully and make sure that the value for each parcel is correct before you import
ittothe A. A. System. Y ou may want to compare them with the Current Y ear Value on the PRC card
you printed out earlier. If you find a problem go back into the Future Year on CAMA and fix it, then
run the Market Value Extract-Valif programin Future Year again. !!! Remember a 100% of the value
on this report will beimported into the A. A. System.!!! Y ou get the picture? What you seeiswhat the
A. A. System will import!

Once the normal transfer of existing values from the Current Y ear of the CAMA System and the Future
Y ear New Improvement transfer from the CAMA System have been imported into the A.A. System, the
CYMKT Tablewill need to be imported back into the CAMA System. Thistable isimported the same
way the FY MKT Table was imported into the CAMA System.

Remember if you have any questions about how the Current Y ear Transfer or Future Y ear New
Improvement transfer works contact your OTC Field Representative for assistance.



TRACKING LEGAL
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Tracking Legal Documents

At any given time, the assessor should have information that indicates
exactly where your office stands in this process.

We have created a spreadsheet to help you.

Knowing the number of instruments available to your office each day,
allows you to check progress in deed processing, mapping, and pending
files.

This tool will help you to stay current with all areas of processing.

We have mentioned the importance of this in the deed classes. Not
keeping up with this process will result in unhappy taxpayers, tax
statements to wrong address, or giving the public the impression that you
are not doing your job.

This will also help you maintain your pending file. Pending files should be
reviewed every 30 days. These files should not be stuck in a drawer. They
should be active and easily accessible.

The mapper, deed processor, etc. keeps track of their work with tic marks
(///7) and then gives these to the person responsible for maintaining the
spreadsheet.



TRACKING
VISUAL INSPECTION
PROGRESS
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Tracking Visual Inspection Progress

Data collectors are responsible for visual inspection, picking up new
construction, taxpayer requests, reviewing sales, and various rechecks.
You will need to know you have the personnel and time to complete the
job.

On any given day, you should know exactly how many days you need,
how many parcels remain to be inspected, and the number of personnel
needed to complete the visual inspection.

To further assist in these calculations you will need the following
information:

1. Number of parcels

You need the total number of parcels within the visual inspection
area. When doing this calculation, be sure to include all
subdivisions, additions, etc., along with your rural areas.

2. Number of work days

When determining the number of work days you have to complete
visual inspection, you must deduct the following:

Holidays
Vacations
Schools
Meetings
Weather
Sick leave



We use 150 working days as a “rule of thumb” to complete the
visual inspection.

3. Number of data collectors

This may be teams or individuals, depending on how your county
operates. However, the first two numbers will show you what this
number should be......

We have created a spreadsheet to help you.
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