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I. SALES EXTRACT PREPARATION 
 
Sales are critical to all of the appraisal methodologies.  In the Cost Approach they are used for 
Depreciation and Neighborhood analysis and adjustments to Market Value.  In the Income Approach 
they are the key to developing Gross Rent Multipliers and Capitalization Rates. And in Comparable Sales 
they are required to serve as comparables.  The Sales Extracts are designed to facilitate Sales Analysis 
Reporting, and Cost, Income and Comparable Sales valuation. 
 
There are three Sales Extracts: 
 

 Sales Extract – used for Sales Analysis and Reporting 

 Comparable Sales Extract – used for Comparable Sales Valuation 

 Time Adjusted Sales Extract – used for Time Adjusted Sales Analysis and Reporting 
 
A. System Year Table (SYSYR) Setup 
 
The sales in all of the Sales Extracts are controlled by the SYSYR Table and the user input on the Sales 
Extract Window.  The From and To entries in the SYSYR Table control the range of years to be updated in 
all three (3) Sales Extracts.  As a result the SYSYR Table controls the maximum range of sales years for 
analysis and reporting, and the range of sales to be used in the Comparable Sales Valuation: 
 

 
Figure I-1 – SYSYR Table 

 
The user needs to be aware of this range when running Sales Extracts and using the Comparable Sales 
Valuation.  The range of sales should be checked annually before any analysis or comparable sales are 
performed.  In addition there is a purge option that, if checked, removes all sales prior to the From Sale 
Month/Year in the SYSYR Table to delete sales that should no longer be used in the Sales Analysis 
Reports or as Comparable Sales. 
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The SYSYR Table also partially determines the range of years of sales to be used in the Comparable Sales 
Valuation.  The most current sales used for Comparable Sales Valuation is determined by the Appraisal 
Value Year in the SYSYR Table.  The oldest year’s sales for Comparable Sales Valuation are determined 
by the oldest year of sales stored in the Sales Extracts.  As a result, unless the All Parcels Selection is 
used, the oldest sales may be older than the From Year.   
 
The Sales Extract and Comparable Sales Extract are the same (SALEX).  The Time Adjusted Sales Extract is 
run separately to reduce processing time.  Both Sales Extracts have the same options: 
 

 
Figure I-2 – Sales Extract Window 

 
Once the selection is made in the Sales Extract Window (see Figure I-2 above), the user must specify the 
Year Range of sales to be updated in the Sale Date Screen (see Figure I-3 below).  This is important to 
prevent data on prior year sales which have been verified from being changed. 
 

 
Figure I-3 – Value Extract 

 
The User must enter both the desired Extract Criteria and the desired Date Range of sales to be updated 
in the Extract.  The Extract Criteria and Date Range are used to control which sales in the extract are to 
be updated.  This is important to add new sales to the extract, update sales in the extracts that contain 
incorrect data, and prevent updating sales in the extract so that they retain the sales data at the time of 
sale. 
 
B. Sales Extract Operations 

 
The user should develop a Sales Extract (SALEX) routine to maintain the sales for analysis and valuation 
by Comparable Sales.   
 

1.) Adding the next year’s sales to the sales extracts 
 
Typically the routine begins when a new year of sales begins to be added to the Sales Extracts.  For 
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example, when you are finished (or close to finished) with the Current Assessment Year sales 
qualification and corrections might be a good time to start adding the next year’s sales to the 
extract.  This is done by updating the “Sale Extract To MM/YY” to permit updating the Sales from the 
next year to go into the extract.  Leaving the Appraisal Year unchanged will allow the extract to be 
updated while continuing to exclude the newly extracted year’s sales from the Comparable Sales 
Selection. 
 
This will allow the users to add sales to the extracts by updating the extracts using the From Date in 
the Sales Extract Sales Date Selection to only add the next year sales.  The user can then run sales 
analysis reports on the next year sales at any time for sales qualification, verification, and analysis 
for the coming year. 
 
If the previous sales have been properly qualified and corrected, the user need only spend time on 
the new sales.  New sales can be updated individually rapidly by using the Parcel Range entry with 
only the From Parcel entry and the actual Sale Date (see figures I-4 and I-5): 

 

 
Figure I-4 – Individual Parcel Sales Update 

 

 
Figure I-5 – Individual Sale Update 

 
2.) Correcting prior year’s sales in the sales extracts 
 
If a sale from a prior year needs correcting, it can be done in the same manner.  However, first you 
must correct the data in the CAMA database.  Next you need to verify the sale date range in the 
SYSYR Table is correct.  Then you can use the Parcel Range Selection in the Sales Extract Window 
(Figure 1-4 above) to select just that parcel number and the Sale Date of that sale in the Sale Date 
Selection Window (Figure 1-5 above) to just update that sale’s data in the extract.  If the data for the 
parcel has changed since the sale, you will have to go back to the CAMA database and re-correct it 
for the current assessment year.  Do not forget to reset the sale date range in the SYSYR Table, if it 
was changed. 
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3.) Purging prior year’s sales from the sales extracts 
 
Later when most of the next year sales have all been entered and cleaned up, the user can analyze 
the sales to determine whether there are sufficient new sales to purge one or more years of sales.  
The purge function removes sales that you no longer want used for Comparable Sales Valuation and 
sales analysis.  Make a copy of your Sales Extracts before purging any sales.  Check the Purge all 
sales prior to: 99/9999 box and the purge function will run immediately when you press Run: 
 

 
Figure I-6 – Sales Purge 

 
4.) Sales Extract Options 
 
Using an Extract Criteria option other than All Parcels will result in a slightly more rapid turnaround 
by limiting the sales to be updated.  If the All Parcels selection is used, completely new Sales Extracts 
are created based entirely on the Sale Extract From and Sale Extract To years in the SYSYR Table.  
The All Parcels Selection should be used with care as this may result in incorrect sales data especially 
on older sales where the data has changed since the date of sale. 
 
The user need only, click on the desired option radio button, and enter the requested information to 
limit the parcels that will be in the extract: 
 

 
Figure I-7 – With Neighborhood Selection 

 
By far the quickest turnaround option will be by Parcel Range.  The other options limit the number 
of items in the extract (and therefore calculated) but still have to go through the entire file to find 
them.  The entire file need not be processed for a single parcel or parcel range. 

 
C. Sales Analysis Report Selection Screen Defaults from the Sales Extract Windows 

 
Once the update is completed, the user is taken directly to the Sale Report Selection Screen associated 
with the Extract (see Figure I-8 below).  If you have used a selection other than All Parcels, such as 
Neighborhood, and you chose that selection when you first enter the Sale Report Selection Screen, the 
selection (e.g. Neighborhoods) you entered will auto-fill your entries from the Extract Window: 
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Figure 1-8 – With Defaulted Neighborhoods after Selection 02 is entered 

 
D. Sales Extract Summary 
 
The new CAMA 7.1 update contains features that greatly enhance sales extract updates run to maintain 
the sales extract data and to a smaller extent sales extracts for sales analysis reporting. 
 

1.) Sales Extracts for Sales and Parcel Data Maintenance 
 
The new CAMA 7.1 has features to more rapidly facilitate sales qualification and correction.  By 
using the Parcel Number function in the extract windows the user can instantly update the extract 
for individual parcel data and sale data.  The user can access the Sale Extract Window directly from a 
parcel that has just been qualified or had data corrected.  The parcel number auto fills as soon as the 
Parcel Range button is pressed and then the user need only enter the date range (which can, but 
need not be a single date) and press the Run button.  The update is immediate and the user can 
move on to their next parcel, report or task. 
 
In addition, the user can set the SYSYR Sales Extract From and To dates for only the current 
assessment year after the initial Sales Extract has been qualified, verified and corrected so that the 
sales data remains correct for the prior years while the current year is being worked on. 
 
2.) Sales Extracts for Sales Analysis Reporting 
 
The new CAMA 7.1 update has features to restrict sales updates by Neighborhood, Value By, and 
user specified field from the Assessment Administration screen.  This feature reduces processing 
time (although not nearly as much as with the Parcel Range option) when sales are to be analyzed 
by one of these options after Neighborhood Table updates or data changes to one of these fields. 
 
In addition, if one of the Sales Extract Selection options other than All Parcels is used, the Sales 
Extract will pass the selection to the Sales Report Selection Screen and auto-fill your entries from the 
Extract Window (see Sales Analysis Report Selection Screen Defaults above). 
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II. VALUATION by COMPARABLE SALES 
 
The Comparable Sales Screen values property by using the Comparable Sales approach to value.  Sales 
data is read from the Comparable Sales Extract file.  The System selects and displays the three (3) most 
comparable sales from the Sales Extract file.  If more than 3 are available the user can scroll through 
them in order from the most comparable to the least comparable. 
 
The SYSYR entries for the Sale Extract FROM and TO controls the sale date range (i.e. MMYY) of the sales 
that can be updated (e.g. FROM 0105 and TO 1208 would limit sales updated in the Sales Extract and 
Comparable Sales Extract from January 1, 2005 through December 31, 2008).  If new qualified sales are 
added to the System during the FROM and TO period, a new Sales Extract must be run to include the 
additional sales.  New sales must be added with caution since many values will change as new 
comparables are selected using the new sales.  Therefore, if Comparable Sales Valuations are to be 
used, the Sales and Comparable Extracts and the SYSYR Appraisal Year must be frozen to prevent the 
Comparable Sale Values from changing. 
 
The criteria for selection as a Comparable Sale are based on the extracted sales with a qualified 
Qualification (QUAL) Code.  Only sales that are not on Override with a QUAL Code that begins with a Q 
can be used as a comparable sale (i.e. Q-space through QZ).  All qualified sales in the Sales Extract 
through the Appraisal Year with a vacant/improved Sales Status (SSC) Code (V/I) that matches the 
condition of the Subject, the same Property Use (PUSE) Code, and the same Neighborhood (NBHD) 
Code, as the Subject will be used as a potential comparable sale. 
 
The user can also control whether a sale on the Subject Parcel can be used as a Comparable Sale or not 
in the CUSTM Table.  The COMP-USE-SUBJECT entry in the CUSTM Table can be set as Y to allow a 
Subject Sale as a Comparable Sale or N to disallow use of a Subject Sale as a Comparable Sale. 
 
The Comparable Sales Screen (COMP) is accessed directly: 
 

 
Figure II-1 – Comparable Sales Screen – Showing the Subject Sale is NOT a Comparable Sale 
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Figure II-2 – Comparable Sales Screen – Showing the Subject Sale IS a Comparable Sale 

 
The order of Comparable Sales is determined by the Comparability Index of each Comparable Sale, with 
the lowest Comparability Index always representing Comp. No. 1, the next lowest Comp. No. 2, and so 
on.  The Index is calculated by the Comparable Sale's Gross of the Adjustments (the sum of all the 
adjustments for the comparable parcel) divided by the Subject's Total Value. 
 
The Net of the Adjustments is used to calculate the Adjusted Sale Price.  The System further calculates 
the Subject's Value by Comparable Sales (Comparable Sales) based on the Adjusted Sale Prices of the 
three (3) most comparable sales.   
 
The Comparable Value calculation is controlled by table entries in the Comparable Sales Percent 
Adjustment Table (CPCT).  The Table allows the user to allocate the weight (percentage) each of the 
three most comparable sales will be allocated in determining the Value by Comparable Sales.  Other 
Tables that can affect the Value by Comparable Sales are the Comparable Sales Time Adjustment Table 
(TIME) which contains the percentages for calculating the Time Adjustments, the Rounding Table 
(ROUND) which determines the Rounding for the Adjusted Sale Prices and the Value by Comparable 
Sales, and the Multiplier Table (MULTS), if it is in use. 
 

A. Comparable Sales Adjustment Overview: 
 

1.) Building Rate – is used to calculate the Building Rate Adjustment for differences in the building 
quality between the Subject and each Comparable Sale Parcel: 

 
Building Rate Adjustment = (Subject Building Rate-Comp Building Rate) X Subject Building Size 

 
Building Rate = Building Value New/Building Size 
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2.) Building Size – is used to calculate the Building Size Adjustment for differences in the building 
areas between the Subject and each Comparable Sale Parcel: 

 
Building Size Adjustment = (Subject Building Size-Comp Building Size) X Subject Building Rate 

 
3.) Depreciation – is used to calculate the Depreciation Adjustment for differences in the building 

depreciation and obsolescence between the Subject and each Comparable Sale Parcel: 
 

Depreciation Adjustment = - ((Pct Subject Depreciation and Obsolescence – Pct Comp 
Depreciation and Obsolescence) X Subject Building Value New) 

 
Pct Depreciation and Obsolescence = Normal Depr. + Econ. Obs. + Funct. Obs. + Phys. Depr. 
               | 

Tables: ->   DEPRT 
     & DPRXX 

 
4.) Miscellaneous - is used to calculate the Miscellaneous Adjustment for differences in the 

miscellaneous structures between the Subject and each Comparable Sale Parcel: 
 

Miscellaneous Adjustment = Subject Miscellaneous Value-Comp Miscellaneous Value 
 

5.) Land Value – is used to calculate the Land Adjustment for differences in the land areas and 
amenities between the Subject and each Comparable Sale Parcel: 

 
Land Adjustment = Subject Land Value-Comp Land Value 

 
6.) Sale Date – is used to calculate the Time Adjustment between the Date of Sale and the 

Assessment Date: 
 

Time Adjustment = (Sale Price X Accumulated Percentage) 
                | 

Tables: ->   TIME 

 
Note: The Accumulated Percentage used is based on the Sale Date (refer to the TIME table) 

 
7.) Adj. Sale Price – uses the net adjustment to the Comparable Sale Price to calculate the net 

difference between the Subject and each Comparable Sale Parcel: 
 

Adj. Sale Price = The Comp Sale Price + net sum of the Comp Adjustments 
 

8.) Comparable Value – is the value based on the Comparable Adjusted Sales Prices. 
 

Value by Comparable Sales = ((the sum of the weighted Adj. Sale Prices) Rounded) 
             | 

Tables: ->       ROUND 

 
Weighted Adj. Sale Price = (Adj. Sale Price X User Weight) 
                | 

Tables: ->    CPCT 
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III. VALUATION by INCOME 

 
The Income Valuation Module displays and maintains income data, and values income generating 
properties based on their revenue and expense streams using either a Direct Capitalization (DIR) rate or 
Gross Rent Multiplier (GRM).  Direct Capitalization and Gross Rent Multiplier's are used because they 
can be directly derived from the market and the simple market-derived income multiplier and 
capitalization techniques result in values that are easier to defend. 
 
Both income methods use standard procedures outlined in the IAAO Property Assessment and Appraisal 
Administration textbook.  The DIR approach can be set up either to sum all of the revenues and subtract 
all of the valid expenses to calculate net income or it can be set up to use the standard formula for 
calculating effective gross income by subtracting the vacancy and collection loss from the potential 
gross, then adding in miscellaneous income and subtracting the other valid expenses from the effective 
gross income.  The Income Value is then estimated by dividing the net operating income by the direct 
(overall) capitalization rate and adjusting for Excess Land and/or Tangible Personal Property. 
 
The GRM method is also straight forward.  GRM’s for various property types or market areas are derived 
by dividing the sale price by the rental income for those properties in the type or market area that have 
sold.  This multiplier is then used to calculate the Income Value by multiplying the rental income by the 
GRM. 
 
The Income Valuation Module permits multiple records (up to 99) per parcel to facilitate valuation of 
properties such as apartments where there are multiple apartment types and shopping malls where 
there are several anchor stores as well as numerous smaller stores mixed together.  These records are 
maintained through the Income Data (INC) Screen: 
 

 
Figure III-1 – Income Screen (INC) 

 
The Income Valuation Module provides for income valuation using both market data and contract data.  
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Market income data can be directly entered on the parcel or it can be extracted from tables for mass 
income valuation.  Contract data is directly entered. 
 
In both methods, the market data (overall capitalization rates, estimated price/unit of analysis, and 
expense rates) are developed outside of the CAMA system.  These externally derived values are then 
loaded into the tables (in the case of Market Mass Income Models) or into the individual property data 
screens (for contract data).  This means, that overall capitalization rates and GRM's may be developed in 
any manner the user desires such as OAR, Band of Investment, Mortgage Equity, etc.  If an appraiser 
desires to use advanced yield capitalization techniques, the various rates must be synthesized into an 
Overall Rate OAR for final valuation within the income module. 
 
A. Income Approaches 
 
The Income Module provides for two Income Approaches: 
 

 Gross Rent Multiplier (GRM) or 

 Direct Capitalization (DIR). 
 

1.) Gross Rent Multiplier (GRM) 
 
The Gross Rent Multiplier is the simpler of the two Income Approaches.  The Mass Income Model 
only requires Revenue, Rate/Multiplier, No. Units, Unit Type (UT), and Unit Price entries. 

 
a.) If a GRM with a Mass Income Model is to be used, the only entries required are: 

 

 Income Approach (GRM) 

 Income Use/Type (e.g., OFFL for Office Low Rise) 

 Rental Units (e.g., net rentable area, number of months, number of rooms, etc.) 

 Unit Type (e.g., SF for square feet or RM for rooms, etc. from RUTTP Table) 
 
b.) If a GRM with Contract Valuation is used, the only additional entries are: 

 

 Rate/Multiplier 

 Unit Price (no expense entries are required for the Gross Rent Multiplier Approach). 
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Figure III-2 –Gross Rent Multiplier Income Screen with Contract Data (G)  

 
2.) Direct Capitalization (DIR)  
 
The Direct Capitalization Approach uses both Revenues and Expenses to calculate a Net Income 
which is then capitalized using an Overall Capitalization Rate (OAR) to produce the Income Value. 
 
a.) If Direct Capitalization is used with a Mass Income Model, the only entries required are: 
 

 Income Approach (GRM) 

 Income Use/Type (e.g., OFFL for Office Low Rise) 

 Rental Units (e.g., net rentable area, number of months, number of rooms, etc.) 

 Unit Type (e.g., SF for square feet or RM for rooms) 

 Other Income optional 
 
b.) If Direct Capitalization Contract Valuation is used the only additional entries are: 
 

 Rate/Multiplier 

 Unit Price 

 All of the Expense entries are required 
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Figure III-3 – Direct Capitalization Income Approach with Contract Data (G) 

 
B. Market Mass Income Valuation Overview 
 
The Market Mass Income Valuation Models (Models) have the capability to be used with both the Direct 
Capitalization and GRM income approaches.  Models are used when sufficient market data is available 
to model the income approach using typical local market revenues and expenses, unit prices, or 
percentages.  These market models can then be applied on a mass basis to similar properties.   
 
The appraiser can create any number of Income Models in the Income Use (IUSE) Table.  This allows the 
appraiser to then reappraise entire income classes easily and to mass update all properties within the 
class with a single set of Table updates.  For additional information on how to set up Income Models see 
Mass Market Income Model Setup subsection that follows this overview. 
 
Once a model is input in the Income Use Table (IUSE), the appraiser enters the user-defined Income Use 
Code from the Income Use Table, such as OFFL (Office-Low Rise).  The Revenue Unit Price and Expense 
fields are passed from the models set up in the IUSE Table, leaving only 5 data entry fields to be keyed: 
 
  1.  Income Approach (Direct Capitalization or GRM) 
  2.  Income Use/Type (e.g., OFFL for Office Low Rise) 
  3.  Rental Units (e.g., net rentable area or number of rooms) 
  4.  Unit Type (e.g., SF for square feet or RM for rooms) 
  5.  Other Income (optional) 
 
Other than the above entered data, the data either comes from the Mass Income (IUSE) Table based on 
the Income Use Code or is a calculated value: 
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Figure III-4 – Direct Capitalization with the Mass Income Model (OFFL) 

 
1.) Mass Market Income Model Setup 
 
Mass Market Income Models are set up using the Income Use (IUSE) Table to store market data 
including Revenues, Capitalization Rates/Gross Rent Multipliers, and Expenses.  The values for the 
IUSE Table data are derived outside of the CAMA system. 
  

 
Figure III-5 - Income Use (IUSE) Mass Income Model Table 
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IUSE Table Key 
The 3-part IUSE Table Key is comprised of: 
 

 A 10 digit user-defined Income Model Name (e.g. OFFL for Office, Low Rise, 11 for Strip 
Commercial, STC-DT for Strip Commercial Downtown, OFFL-N for Office Low Rise on the 
North side, etc.). 

 A 3 digit Income Approach that must be either DIR for Direct Capitalization Rate or GRM 
for Gross Rent Multiplier. 

 A 2 digit Sequence Number: 
o A blank Sequence Number is required and indicates it is the record which 

identifies the Mass Income Model and contains the Revenue and Rate/Multiplier 
data.   

o A 2-digit numeric value (e.g. 01, 02, 03, through 20) specifies the order of the 
Expense and contains the description and expense values. 

 
IUSE Table Data Mass Income Model (Blank Sequence Number) Record 
The 5-part IUSE Table Data is comprised of: 
 

 A 15 digit user-defined Income Model Name description (e.g. Office Low Rise, Strip 
Comm’l, Strip Comm’l-DT, Strip Comm’l-N, etc.). 

 A 8 digit annual revenue rate value with a 1 digit Sign (e.g. 00002000 is $20.00 annual 
revenue rate).  Enter leading zero’s and leave sign blank 

 A 2 digit annual revenue unit type field (e.g. SF for an annual rate per square foot, MO for 
an annual rate per month, etc.) 

 A 4 digit annual Overall Capitalization Rate or Gross Rent Multiplier (e.g. 1060 for an 
Overall Capitalization Rate, 0575 for an Annual Gross Rent Multiplier of 5.75, etc.) 

 A 1 digit Expense Type Code field that is left blank. 
 
IUSE Table Data Expense (Numeric Sequence Number 01-20) Record 
The 5-part IUSE Table Data is comprised of: 
 

 A 15 digit user-defined Expense description (e.g. Vac & Coll, V&C, Operating Exp, 
Management, etc.). 

 A 8 digit annual expense value with a 1 digit Sign (e.g. 00002000 is: 
o $20.00 for an annual Unit Price (U) such as per square foot; 
o 20.00% for an annual expense as a Percent of Effective Gross (E) or Percent of 

Gross (P); 
o $2,000 for an annual Gross Expense, etc.) 

 A 2 digit annual revenue unit type field (e.g. SF for an annual rate per square foot, MO for 
an annual rate per month, etc.) which can be left blank. 

 A 4 digit annual Overall Capitalization Rate or Gross Rent Multiplier which should always 
be 0000 for expenses. 

 A 1 digit field for one of the four valid Expense Type Codes (that are the same as the 
calculation codes from the Contract Income Approach but are used so that any 
combination of them are available for use as Mass Income Model expenses): 

o E to identify the expense as based on Effective Gross Income; 
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o P to identify the expense as based on Percent of Gross Rent; 
o U to identify the expense as based on Expense per Unit; or 
o G to identify the expense as based on Gross Expenses.  

 
2.) Mass Market Income Valuation Data Entry 
 
Step 1 
First go to the Income Summary Screen using the Data Entry Menu or the Jump (Alt-J) function.  
To add a new Income Detail Screen, press the New Icon.  To change or view an existing Income 
Detail Screen left-click on the Income Record you wish to view and press the Edit Icon if you wish 
to make changes. 
 
Step 2 
Your cursor is now in the Income Approach field. The Income Approach field determines whether 
the Net Income will be capitalized (enter DIR) or the Gross Revenue multiplied (enter GRM) to 
calculate the Income Value for this record. 
 
Step 3 
Tab to the Income Use field and enter a valid Income Use/Type from the IUSE Table to specify the 
Mass Income Model to be applied (e.g. OFFL).  The code must match an IUSE key.  (Double-click 
Income Use/Type to view the codes.) 
 
Step 4 
Tab twice to by-pass the Rate/Multiplier field which will come from the IUSE Table.  Optionally 
you may enter the Percent Rentable in the Pct field.  This field is informational only and can be 
left blank. 
 
Step 5 
Tab to the No. Units field and enter the annual rentable units (e.g. 5000 for 5,000 square feet or 
12 for 12 months, etc.).  Then tab and enter the type of rentable units (e.g. SF for square feet, MO 
for months, etc.) in the UT field.  The valid user-defined UT Codes are maintained in the Net 
Rentable Unit Type (RUTTP) Table.  (Double-click the UT field to view the codes.) 
  
Step 6 
Click on the Save Icon or optionally Tab to the Other Income or Excess Land (Excess) or Tangible 
Personal Property (TPP) field(s) and enter the annual sum of non-rental income (e.g. laundry, 
parking, etc.) and then click on the Save Icon. 
 
Based on the OFFL Income Use code, the Income Use (IUSE) Table supplies all the Annual 
Expenses data: the Pct (percentage) data, Exp/Unit (expense per unit) data, and the Gross Exp 
(Gross Expense) amounts using the Mass Income Model from the IUSE Table.  Note: If the user 
does try to enter data into of the fields maintained by the Income Model, the IUSE Table data 
(based on the Income Use code) will override the user's entries. 
 
After the Save is performed the Revenues, Expenses, Net Income, Income Value for that record, 
and Total Income Value for the property are summarized:   
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Figure III-6 – Mass Income Valuation using the OFFL Model from the IUSE Table. 

 
The Total Value from Income is summarized on the Income Summary Screen which displays a 
summary line for each Income Record and the Total Value from Income in the lower right corner: 
  

 
Figure III-7 - Income Summary Screen Example 
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C. Contract Income Valuation Overview 
 
The Contract Income Method is so named because you can use this method to enter either market data 
or contract data obtained from income statements provided by the taxpayer.  This method is generally 
used on an exception basis to handle classes of parcels that are too small or where insufficient data is 
available to develop a Mass Income Model.  This method can be used to enter contract (actual revenue 
and expense data from the owner or similar property income statements) or market data derived from 
market research.  Parcels using the Contract Income Method require all of the data to be keyed and 
cannot be mass updated from the tables. 
 
The Contract Income Valuation allows the appraiser to choose one of four calculations for each Income 
Record: 
 

1.) Effective Gross Income (E) Calculation: 
 
The Effective Gross Income Percent calculation takes input from the Percent Column.  The first entry 
is assumed to be for Vacancy & Collection and is assumed to be the percentage of the Gross 
Revenue (e.g. 10 = 10% of the Gross Rent Revenues).  Subsequent entries are calculated assumed to 
be the percentage of the Effective Gross Income.  The Effective Gross Income is: 
 
Effective Gross Income = Gross Rent Income – Vacancy & Collection + Other Revenues 
 
For example, if Gross Rent Revenue = $100,000 and Vacancy & Collection = 10%: 
 
 Effective Gross Income = $100,000 - $10,000 = $90,000 
 
Therefore every subsequent expense would be based on its percentage of $90,000 (e.g. 
Management Expense of 10% = $9,000). 

 

 
Figure III-8 – Contract Income Valuation using the Effective Gross (E) and Direct Capitalization 
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2.) Percent of Gross Income (P) Calculation: 
 
The Percent of Gross Income calculation also takes its input from the Percent Column.  However, all 
entries are assumed to be a percent of the Gross Rent Income.   
 
For example, if Gross Rent Revenue = $100,000, Other Income = $15,000 and any expense = 10%: 
 
 Gross Rent Income = $100,000 
 
Therefore every expense would be based on its percentage of $100,000 (e.g. Management Expense 
of 10% = $10,000). 
 
3.) Expense per Unit Income (U) Calculation: 
 
The Expense per Unit Income calculation takes input from the Exp/Unit Column.  Entries are 
assumed to be based on the Unit Type (UT) field and calculations are based on the No. Units field. 
 
For example, if No. Units is 5,000 and the UT is SF for square feet: 
 
Each expense is assumed to be annual totals per square foot and is multiplied by 5,000 (e.g. 
Management Expense of $1.00/SF = $5,000). 
 
4.) Gross Expenses Income (G) Calculation: 
 
The Gross Expense Income calculation takes input from the Gross Exp Column.  Entries are assumed 
to be annual totals and often come directly from a taxpayer provided Income Statement. 
 
For example, if the Income Statement shows $650/month for Management Fees, $7,800 would be 
input ($650 X 12 = $7,800) in the Gross Exp. Column. 

 
5.) Contract Income Valuation Data Entry 

 
Step 1 
First go to the Income Summary Screen using the Data Entry Menu or the Jump (Alt-J) function. 
 

 To add a new Income Detail Screen, left-click the New Icon.   

 To change or view an existing Income Detail Screen left-click on the Income Record you 
wish to view and press the Edit Icon for changes. 

 
Step 2 
Your cursor is now in the Income Approach field. The Income Approach field determines whether 
the Net Income will be capitalized (enter DIR) or the Gross Revenue multiplied (enter GRM) to 
calculate the Income Value for this record. 
 
Step 3 
Tab to the Income Use field and enter one of the four valid Contract Income Use Codes: 
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 E for Effective Gross Income Percent calculation; 

 P for Percent of Gross entry and calculation; 

 U for Expense per Unit entry and calculation; or 

 G for Gross Expenses entry and calculation.  
 
This entry identifies that the Contract Income Method will be used and which of the three 
categories of expenses (Effective Gross Percent or Percent of Gross (PCT), Expenses per Unit 
(Exp/Unit), or Gross Expenses (Gross Exp)) will be entered. 
 
Step 4 
Tab to the Rate/Multiplier field and enter an Overall Capitalization (Cap) Rate (for example 10.6 = 
10.60%) or a Gross Income Multiplier (GRM). 
 
Step 5 
Tab to the Percent Rentable field.  Optionally you may enter the Percent Rentable in the Pct field.  
This field is informational only and can be left blank. 
 
Step 6 
Tab to the No. Units field and enter the annual rentable units (e.g. 5000 for 5000 square feet or 
12 for 12 months, etc.) in the No. Units field.  Then tab and enter the type of rentable units (e.g. 
SF for square feet, MO for months, etc.) in the UT field.  The valid user-defined UT Codes are 
maintained in the Net Rentable Unit Type (RUTTP) Table. 
 
Step 7 
Optionally Tab to the Other Income field and enter the annual sum of non-rental income (e.g. 
laundry, parking, etc.) or left-click in the Annual Expenses.  The appraiser then enters a 
Description, tabs and enters a Value (in this example a Gross Expense) and continues until all of 
the expenses have been entered: 
 

 
 Figure III-9 - Income Detail Expense Screen entering the Gross Income (G) Expenses 
 

Step 8 
Optionally click on the Recalc Button to calculate the protected fields in the Expenses window or the 
Done Button to go back to the Income Detail Screen. In addition you may click on the Cancel Button to 
void your entries and return to the Income Detail Screen.  
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 Step 9 
Click on the Save Icon or optionally Tab to the Other Income or Excess Land (Excess) or Tangible Personal 
Property (TPP) field(s) and enter the annual sum of non-rental income (e.g. laundry, parking, etc.) and 
then click on the Save Icon. 
 
After the Save is performed the Expenses and Net Income are summarized and the Income Value is 
summarized for that record.  Based on the DIR Income Approach and the G (Gross) Income Use/Type 
code, all of the Total Annual Expenses (the Pct (percentage) data, Exp/Unit (expense per unit) data, and 
the Gross Exp (Gross Expense) amounts, the Net Income, the Income Value for the Record and the 
Income Total values are summarized: 
  

 
Figure III-10 – Contract Income Valuation using the Gross (G) and Direct Capitalization 

 
The Total Value from Income is summarized on the Income Summary Screen which displays a summary 
line for each Income Record and the Total Value from Income in the lower right corner: 
 

 
Figure III-11 - Income Summary Screen Example 
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INSTRUCTIONS FOR 100% HOLD FILE TO MERGE WITH WORK FILE  

At the PROP Screen click Menu then Year End Processing. 

 

Next click 100% Merge with Work File then click JUMP. 

 

Now click Backup Data.   



2 
 

 

 

 

 

Click Backup Data Files then in the lower left menu select the following files to backup:  PAR/NAME; LAND; SED; AREA; 
DRAW; MISC; LEGAL; ANAME; NOTE; VALUE.  Now click the >> to move the selected files to the right side of the Screen. 
Now click the Run button on the lower right side of the Screen.                       
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Just click the Merge Data button once again and the merge will begin. 

 

 

 

The Data Merging screen will pop up and   count of the number of parcels merged from the Hold File to the Work File. 

 

When the Merge Complete screen pops up simply click OK and you will be back at the Property Data Screen.  Be sure to 
check and see if you have the results you expected.    The Overrides will not merge to the work file because the total 
value of the property will need to be recalculated by CAMA for the next tax year’s value according to the law. 
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General Warning: No merge or transfer of value within or 
from CAMA should ever be performed without having a new 
backup of the CAMA data files.  No backup of the CAMA data 
files should be run while anyone is in the CAMA SYSTEM.  
Having data files open while a backup is being run could 
cause data files to be corrupted or the ones that are open 
may not be included in the backup.  
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100 % HOLD FILE 

General Warning: No merge or transfer of value within or from CAMA should ever be performed 
without having a new backup of the CAMA data files.  No backup of the CAMA data files should be run 
while anyone is in the CAMA SYSTEM.  Having data files open while a backup is being run could cause 
data files to be corrupted or the ones that are open may not be included in the backup.  

 

100 % HOLD FILE 

 

This was previously known as Future Year and is still named as such in the File Menu on the Property Data 
Screen of the CAMA WORK FILE.  This also is the way that one opens the Property Data Screen for the    
100 % Hold File of CAMA.   

   

The 100 % Hold File was set up so the CAMA  system could calculate the cost of  structures that need to be 
placed on A.A. at 100 % of their value.  These are typically new structures or used structures that have been 
added to the real estate which are to be assessed at 100 % of their value for the first year in which these 
structures are assessed.  After the first tax year, these structures are to be mass appraised with the other 
structures in CAMA on their respective real estate parcels. 

The 100 % Hold File is designed to be merged with the other structures on their respective parcels after the 
values have been transferred to A.A. 
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100 % HOLD FI LE DATA ENTRY 

It should first be noted that land values will not be transferred from the 100 % Hold File to the A.A. System.  It 
should also be noted that not all parcels in the Hold File have to be overridden or have an Override Screen filled 
out in order to be transferred at 100 % of the value generated in the Hold File.  What determines the need for an 
override depends on what has been copied from the Work File to the Hold File and what is routinely done when 
data is entered into the DRAW, BUILDING, and MISCELLANEOUS screens in the Work File on CAMA.  
This can and does differ from county to county.  For instance some counties will try to draw every structure on 
one Draw Screen and place them in the drawing as seen from the road.  Other counties will draw the residential 
structure and place the other structures in relationship to it.  Still other counties may only draw the residence 
and what is attached to it and nothing else.  Another county may draw the residence and just the buildings that 
go with it on one screen and the farm buildings on another screen.  There are also counties that do not draw any 
miscellaneous buildings at all.  So the way a county does data entry will determine the best way to set up the 
FCOPY Table and how to proceed with data entry in the 100 % Hold File. 

This is the way the FCOPY TABLE is currently set up: 

 

Notice that the AREA, DRAW, LEGAL, and SED (BLDG,) are the only files with a Y after them.   
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The Property Data Screen is automatically copied to the Hold File so the other files with a Y in them can be tied 
together with one another just as they are in the Work File of CAMA. 

 

 

 

The FCOPY was setup this way assuming that if there was an addition to the house, such as a room, porch, 
deck, garage and etc., that it needs to be added in a certain place on the house.  In such a case as this an override 
would need to be placed on the building value for the amount of the addition or additions added to the house.  
See example 1 on the following pages.  

    

If the user does not need or want the Legal 
copied to the Hold File from the Work File it 
can be turned off , by changing the Y to an N 
on the Legal line in the FCOPY TABLE.  In 
fact any of the lines in the FCOPY TABLE 
can be turned on or off.  It is recommended 
that the lines be set one way for the county 
so that all the users of the Hold File will 
know what is being copied from the Work 
File to the Hold File.  If the FCOPY TABLE 
is changed for a special parcel it will need to 
be changed back when the parcel is finished.  
No one else should be coping to the Hold 
File until the the FCOPY Table has been 
reset to its normal settings.  

The house value before the garage was added was 
$ 202,690 after the garage was added it the house 
value changed to $ 212,602.  This is a difference 
of $ 9,912 therefore the Bldg. Override is set to 
this amount.  This is the amount that will be 
transferred to the A.A. System from the Hold File. 
If there had been any miscellaneous items placed 
in the Hold File MISC. Screen the value of those 
items would have been placed in the Misc. 
Override line. 

  When the merge takes place the garage will be 
merged onto the house in the Work File and the 
Hold File will be cleared out to start over for the 
next years 100 % values.    
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Work File with house and open porch.  Notice the RNC value and the building value on this Property Record 
Card.  
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Hold File with house, open porch, and garage notice the override value, the RNC value & the building value on 
the Property Record Card  
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Be sure to put what the Override is for in the Override Notes.  Notice that the Override Date begins 01/01/20?? 
on the Hold File.  In the Hold File the Override Delete Date should be on or near June 15th and it should be the 
same on all of the Hold File Overrides.  The Override Delete Date that is use in the Hold File should not be used 
in the Work File. The reason for making this a distinct date is so you can distinguish the Overrides in the Hold 
File from the ones in the Work File.  This will enable you to use CAMA IQ to build a Parameter file to find the 
overrides in either the Work File or the Hold File. 

 

If the FCOPY Table is set as shown on page 2 of this document and you have 3 miscellaneous items to be 
placed on the parcel as well as the attached garage and you want to draw them on with the house, you can.  
Once the 3 miscellaneous items have been data entered.  The total miscellaneous value would need to be added 
to the override screen.  It would look like the example on the page # 7.   If you did not want to draw them in 
with the house, simply data enter the 3 miscellaneous screens and place the total value of the 3 on the MISC. 
Override Line of the Override Screen. 

If you did not want the attached garage or the miscellaneous items drawn on the screen with the house, all four 
items could be data entered in the miscellaneous screens and the Building could be deleted out and there would 
be no need to use the override at all in the Hold File.  See an example of this on page # 8 
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The next example is of a Work File 1 BLDG. screen and 2 MISC. screens #2 & #3.  The Hold File has MISC. 
screens #1 & #4—12.  The Merged File ends up with # 1—12 and an increase in the miscellaneous value of 
$598,111.  
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If there was a land only parcel in the Work File, and it was copied to the Hold File one could just begin to add 
whatever improvements were found for that parcel on the MISC. Screen and the BLDG. Screen and there would 
be no need of an Override Screen in the hold file.  If a parcel has a house on it in the Work file and it is copied 
to the Hold File, one can delete the BLDG. Screen out and go right into the MISC. Screen and begin adding as 
many miscellaneous screens as needed without using the override, if there were no miscellaneous screens in 
there.  (NOTE: Be sure to check the misc screen numbers! If you use one that is already in use in the Work File, 
when the Hold File is merged into the Hold File, Hold File will overwrite that Misc item.) The data entry person 
who is working in the Hold File will probably need to experiment with some parcels to see what values are 
being generated in the Hold File.  The data entry person can always run a VALIF Report to verify if the right 
values are being generated to transfer to the A.A. 
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This handout covers new functions of the standalone program, CCAP Field Utility Program (ASRCCAP). 
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Create CAMA Work File  
The first menu item we will explore is the Appraiser updates by V/I.  A work file has to be created and 
the first step is to open the CAMA program and select System Administration. 
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Then select Data Base Util.Programs-UTIL 
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Select Backup Data Files, click on PAR/NAME and click on the >> button.  This copies the Par/Name to 
the box on the right half of screen.  Then click the Run button. 
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The program runs and counts the parcels. 
 

 
 
The export program is complete when the record count is shown in this window.  Click the Exit button, 
and close CAMA as you are done with the CAMA part of this process. 
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Appraiser updates by V/I 
 
Next, start the ASRCCAP program utility.  There is a new set of programs under the menu item, 
Appraiser updates by V/I. 
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Build Appraiser Work File 
 
Click on Build Appraiser Work File. 
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The next screen informs you about the steps in CAMA to create the AA work file that we just completed. 
 

 
 
A window will pop up and count the parcels as they are imported to the AA work file. 
 
The above screen will return when the import program is done.  Click the close button after the import 
program is completed.   
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Browse Appraiser V/I Work File 
 
Select Browse Appraiser V/I Work File. 
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This browse will list all properties ascending by VI Year (1,2,3,4).  If you type a “2” the list will start at the 
beginning of the Parcel ID Numbers with a 2 in the VI year. 
 

 
 
 
This Browse is from a combination of two files, AA and the CAMA file you created at the beginning of 
this process. 
 
V/I, Parcel Number, Land Use and Acres come from AA.  CAMA Parcel #, Appraiser Date and Appraiser 
Initials come from CAMA. 
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Print Appraiser V/I Information 
 
Let’s print a report. 
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This report will show all the parcels in a VI year that have NOT been reviewed.  So, let’s look at the 
parcels in year 3 that have not been checked in the CAMA program.  We will enter a range of dates that 
will show parcels that should have been inspected.  In reality you will probably use different date ranges 
than ours. 
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We want to find the parcels in year 3 that have not been checked.  Then we enter our range of dates. 
Your range would be in the time frame needed to inspect all parcels in a VI area. 
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We now have a list to verify parcels that were not checked in cama.   
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CCAP Field Programs 
 

Check if Cama Parcels also in CCAP AA system 
 

Next let’s cover the menu item, CCAP Field Programs, dropdown menu Check if CAMA parcels also in 
the CCAP AA system.  This is very helpful for continuity between the two systems. 
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AA Export Programs 
 

Export Ratio Study Data 
From the AA Export Programs dropdown menu select Export Ratio Study Data. 

  

 

This program was created to aid OTC in gathering data for their ratio study but this can also be helpful 
for you. 
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A browse screen will display with the Send To Excel button. 
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You could change the File Name and location at this time if you want.  Click Save. 
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For this to display you must have EXCEL on your computer.  There will be a processing records window 
then the EXCEL program will open and display the data. 

 

Let’s look at all the info included in this file. 
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Export Changes to History File 
 

Now select Export Changes to History File. 
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When this screen opens, TAB key to the History Year which is now highlighted in yellow, then TAB to the 
Begin Full PID and enter your number then TAB to the Ending Full PID and enter that number then TAB 
to have the data display.  
 

 
 
The By Date option works the same as PID.  TAB to have first date field highlighted then TAB to enter the 
End Date and then TAB to have the data displayed. 
 

 
 
This program appends the data, it does NOT overwrite it. 
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In both options you can export this info to EXCEL by selecting the SEND TO button. 
 

 
 
Lots of info is sent to this excel file. 
 
  



 
 

27 

Export Fair Cash Value Audit Records 
 
Now let’s look at the Export Fair Cash Value Audit Records option. 
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This Browse contains all records that were dumped from CAMA.  The import types available are: 
 C=current year 
 F-future year 
 P=personal 
 

 
 
You can select to send this to an Excel file. 
 
  



 
 

29 

 
Again, you must have Excel on your computer to run this. 
 

 
 
Click Save button. 
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                                                                                                                AA TIMELINE AT A GLANCE   
 Action January February March April May June July  August September October November December 

Update exemptions-check records by 
RX code-Update laptops-update cama 
business tables 

 

(OTC) Progress report to Legislature 
and SBOE on county VI program  
Hold new freeze codes til after values 
dumped-Start edit process of CAMA RE 
values-Dump CAMA values 
Cleanup Exempts-Create History Work 
File for Report Writer-Change of Value 
Notices-Apply personal penalties after 
March 15 

(OTC) Create history file for CAMA RE 
Start edit process of CAMA personal 
values-Apply personal penalties after 
April 15 

 

(OTC) Run CAMA VALPP & create PP 
history file-Dump CAMA values 

 

June Abstract creation-also print 
Excise Board and HE reports 
Clear change notice comments before 
entering next year’s comments 

Homestead report due by July 1st  
Balance Public Service values-also 
print Excise Board report 

 LCAMAHIS            

 

Freeze & Extend Tax Rolls-Tax Roll 
Abstract 
Excise Board Report balance with 
Masterfile Change report & June 
Excise Board Report     

Make tax roll corrections in History file 
 

 Print tax roll to a pdf              

 Print assessment rolls to a pdf              

 Enter new cap and freeze codes               
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