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Cheat Sheets
(Refer to the Homeowner’s Exemption section for detailed information)
ADD HOE TO A PARCEL
1.

Open the parcel in Property Master, making
sure the property year is correct

2.

On the menu bar select Edit | Edit HO
Exemption

3.

Check the HO Exempt box for
characteristics that qualify for HOE

4.

Check the HO Exemption for any owners
that qualify for HOE (you can only select

those that have an owner percentage greater
than zero)
5.

Click OK to calculate the exemption

6.

Look it over and make sure you got what you
expected

7.

Click Cancel to exit

any

EDIT HOE RECORD
1.

Open the parcel in Property Master, making
sure the property year is correct

2.

On the menu bar select Edit | Edit HO
Exemption

3.

Check the HO Exempt box for any
characteristics that qualify for HOE, uncheck
it for any that don’t qualify

4.

Check the HO Exemption for any owners
that qualify for HOE (you can only select

those that have an owner percentage greater
than zero), uncheck if for any that don’t
qualify
5.

Click OK to calculate the exemption

6.

Look it over and make sure you got what you
expected

7.

Click Cancel to exit

REMOVE HOE FROM A PARCEL
PARCEL
1.

Open the parcel in Property Master, making
sure the property year is correct

4.

Uncheck all HO Exemption boxes in the
owner section

2.

On the menu bar select Edit | Edit HO
Exemption

5.

Click OK to set exemption amount to zero

6.

3.

Uncheck all HO Exempt boxes in the
characteristics/value section

Look it over and make sure you got what you
expected

7.

Click Cancel to exit

FIND THE HOE AMOUNT
1.

Open the parcel in Property Master, making
sure the property year is correct

4.

On the menu bar select Edit | Edit HO
Exemption

2.

Refer to Parcel Values section to see the
HOE Value for each line item

5.

3.

Refer to Total Parcel Values to see
Assessed Amount, HOE Value, and Taxable
Amount

Refer to the summary statement in the
middle of the screen (Example: This HO
deduction of $____ is based on an Assessed
Value of $____ and Ownership percentage
of ___%)

6.

Click Cancel to exit

OR
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WHO IS GETTING THE EXEMPTION
EXEMPTION?
PTION?
1.

Open the parcel in Property Master, making
sure the property year is correct

2.

On the menu bar select Edit | Edit HO
Exemption

3.

Refer to the Ownership information at the
bottom of the screen.

4.

Owners with a checkmark for HO Exemption
are the ones getting the exemption

5.

Refer to the heading above the Owner
names to see if they are the current or
previous owners

6.

If there is a message above the upper left
corner of the owner section that says “Based
on MFG parcel,” the owners are coming from
an associated Manufactured parcel

7.

Click Cancel to exit

5.

Check the HO Exemption for any owners
that qualify for HOE (you can only select
those that have an owner percentage greater
than zero)

6.

Click OK to calculate the exemption

7.

Look it over and make sure you got what you
expected

8.

Click Cancel to exit

NEW APPLICATION APPROVED
1.

Open the parcel in Property Master, making
sure the property year is correct

2.

Make sure Ownership Change is unchecked
in upper right corner (if it is checked,
uncheck it and click on Change button below
that section)

3.

On the menu bar select Edit | Edit HO
Exemption

4.

Check the HO Exempt box for
characteristics that qualify for HOE

any

DON’T WANT PREVIOUS OWNER TO BE CONSIDERED
CONSIDERED FOR HOE
IF OWNERSHIP CHANGE BOX IS CHECKED:
1.

Open the parcel in Property Master, making
sure the property year is correct

2.

Make sure Ownership Change is unchecked
in upper right corner (if it is checked,
uncheck it and click on Change button below
that section)

DURING DEED PROCESSING:
1.

When making ownership changes, do not
check the Ownership Change box.

NOTE: This will result in HOE being removed the next
time Establish HO Exemptions program is run.

SUGGESTED TIMELINE
AS SOON AS POSSIBLE AFTER JAN. 1

3.

1.

End of Year HOE records copied from
previous year

2.

Do not remove any HOE records between
Jan. 1 and the time the copy is done.
Records removed during that time period
could be restored during copy process.
Records can be added and/or updated, but
not removed.

If Change Ownership and/or HOE Letter are
checked due to an ownership change and
you receive an application from the new
owners, uncheck both fields and add HOE
record.

APRIL 16 TO DEC. 31
1.

If Change Ownership and/or HOE Letter are
checked and new owners apply:
a.

Current property year: Uncheck
HOE Letter checkbox

b.

Next property year: Add and/or
update HOE records as
needed.

EOY COPY DATE TO APRIL 15
1.

All work is done in the current property year

2.

Add, update and delete HOE records as
needed
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Homeowner’s Exemption
Overview
Idaho code provides for a Homestead Exemption, which is commonly referred to as the
homeowner’s exemption (HOE). The Property system has been designed around Idaho’s statutes
and administrative rules regarding this exemption. The system has a number of programs and
reports that allow you to maintain and manage this exemption.
The following is a summary of the HOE programs. Each is explained in detail later in this
document.
PROPERTY MASTER RECORD
On each parcel that qualifies for the exemption, an HOE record is created where parcel
characteristics are marked to indicate which ones get the exemption, and qualifying ownership
percentages are designated. The exemption amount can be calculated and reviewed here as well.
CONTROL TABLE
The maximum exemption amount determined by the State Tax Commission is updated each year
in a control file. That file also controls whether or not land is included in the exemption, and if
so, how much.
LAND GROUP HOMESITE VALUE
Default homesite values are maintained through the Land Group programs.
OWNERSHIP CHANGE PROCESSING
PROCESSING
Ownership changes are handled through the Land Records programs, where parcels get flagged
if a letter needs sent to the new owner and another flag indicates whether the previous owners
qualified for HOE on the lien date.
BATCH UPDATE HOE VALUES
VALUES
A batch program will reestablish exemptions and recalculate the values. This has to be run each
year after receiving the new maximum HOE amount from the State Tax Commission. It is also
used after updates of characteristics values so the exemption amounts reflect the new market
values, and any time that you want to reestablish exemption records and values in mass.
EXCEPTION (EDIT) REPORTS
REPORTS
Exception reports provide a number of edits to prevent errors and make sure the data is complete
prior to printing of assessment notices.
YEARYEAR-END COPY
A copy program is used to copy HOE files from one property year to the next.
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THE PROCESS IN DEPTH
There are some basic principles to be aware of to understand how the Property system handles
this exemption.
BASIC PRINCIPLES
•

•

This is a year based system. It is important that you understand the difference between
calendar year and property year. You must also know what property year to work in, and
make sure that is the year you are actually in when you make changes.
Calendar Year:

Jan. 1 to Dec. 31

Property Year:

Assessment Year, Reappraisal Year, Review Year

Homeowner’s exemption is processed at two levels, parcel and property roll
o Parcel Specific, Manual Data Entry


Most of your day-to-day work with HOE will be at the parcel level



This is where you will go to add, edit and delete existing exemptions

o Property Roll, Batch Processing

•



When you want to deal with HOE on a broader level, you will use batch
processing to update parcels countywide for a specific property roll



Batch processing will update exemption values after the appraisal staff has
made assessed value changes, and when the maximum exemption amount
changes each year



The batch program will also establish HOE on parcels with ownership
changes, depending on some specific criteria

When a parcel has an assessed value change, its HOE value has to be recalculated in
order for the exemption value to be based on the new assessed value. HOE value does not
automatically update when a parcel’s values change.
o Running the batch HOE program will recalculate the exemption value based on
the assessed values at that time
o Once the final batch HOE has been run (typically just before the roll closes), you
have to manually update the parcel’s HOE record by opening it and clicking OK
to recalculate.

•

A parcel’s HOE status (receiving it or not receiving it) will not change from year to year
unless
o The parcel is manually updated to add, edit or remove the exemption
o The parcel has an ownership change that is processed through the Land Records
program
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OWNERSHIP CHANGES
•

Ownership changes are processed in the property year matching the calendar year the
instrument is recorded in.
For example, an instrument recorded 4/20/2008 would be worked in property year 2008.
Likewise, an instrument recorded 12/30/2008 would also be worked in property year
2008, even though it would likely not be processed in your office until after the first of
the next year (2009).

•

On parcels receiving the homeowner’s exemption, the timing of an ownership change is
important to how both you and the program deal with it. The following timeline shows
what will happen and which owner will be considered when calculating the exemption.
o Jan. 1 to April 15


Current Property Year
•

New Owner Applies ...................................... New Owner

•

New Owner Does Not Apply
o “Ownership Change” checked .......... Previous Owner
o “Ownership Change” not checked .... No HOE



Next Property Year:
•

New Owner Applies ...................................... New Owner

•

New Owner Does Not Apply ........................ No HOE

o April 16 to Primary Roll Closeout




Current Property Year
•

“Ownership Change” checked ...................... Previous Owner

•

“Ownership Change” not checked ................ No HOE

Next Property Year:
•

New Owner Applies ...................................... New Owner

•

New Owner Does Not Apply ........................ No HOE

o Primary Roll Closeout to End of BOE
Critical: Do not run the Establish HO Exemptions program on a closed roll.
Individual parcels can be changed by users with special authority only.




Current Property Year (if HOE record is manually recalculated)
•

“Ownership Change” checked ...................... Previous Owner

•

“Ownership Change” not checked ................ No HOE

Next Property Year:
•

Revised 07/07/2008
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New Owner Does Not Apply ........................ No HOE

o End of BOE to Dec. 31
Critical: Do not make any changes to an HOE record on a closed roll. Users with
special authority would be able to make changes, but must not do so.

Revised 07/07/2008



Current Property Year ............................................... No Affect



Next Property Year:
•

New Owner Applies ...................................... New Owner

•

New Owner Does Not Apply ........................ No HOE
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Property Master Record
The main part of the HOE process is controlled at the parcel level. This is where you can indicate
whether or not the parcel will have the exemption at all, and if so, what parts of the parcel
qualify. Qualifying owners are also indicated on this record. Exemption amounts can be
calculated here, and overrides applied as needed.
This record contains the information about a specific parcel’s homeowner’s exemption, and is
the most likely place to go when you have inquiries about the exemption.
You must be on the Property Master screen in order to access a parcel’s HOE record.
1. Click on Edit
2. Select Edit HO Exemption

Revised 07/07/2008

Computer Arts Inc.

Page 9 of 35

Homeowner’s Exemption (HOE)

CAI PROPERTY

Edit Homeowner’s Exemption Screen
This screen contains all the information about a homeowner’s exemption record.
There are six main areas on this screen. Refer to the details for each section below for more
information.
1. Heading

4. Land Message

2. Characteristics and Values

5. Qualifying Parties

3. Summary Message

6. Controls

HEADING
The heading displays general information about the data being displayed on the rest of the
screen.

1. Property Occupancy
Select Non-Occupancy or Occupancy to view and edit the corresponding
HOE record. When changing from one to the other click on Load Grid
button (#5) to refresh the data on the screen.
A parcel can have HOE on both the Non-Occupancy (property tax) roll
and the Occupancy (occupancy tax) roll. Only the Non-Occupancy exemption can
include land value in its calculation.
Revised 07/07/2008
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Keep in mind that each occupancy type’s exemption is independent of the other, so the
total exemption amount could be up to twice the maximum allowed on a parcel with
HOE on both Non-Occupancy and Occupancy.
2. Exemption Override
Checking this box allows you to override the program. This should be done with care and
only in special circumstances, and requires ongoing maintenance of overridden parcels
each year. Refer to the separate Exemption Override section for detailed information on
this process.
3. Property Year and Parcel Number
Indicates the property year and parcel you are looking at and/or making changes to. It is
easy to move from one property year to another in this system, so before making changes
you will want to verify these. The year and parcel number are based on whatever you had
open in Property Master when you entered the HOE program.
4. Maximum Exemption Amount
This field displays the maximum amount for the property year (#3) from the HOE control
table.

CHARACTERISTICS AND VALUES
This section of the screen contains the characteristics and their detail information. This is where
you indicate which characteristics qualify for the exemption.

1. Parcel Number
This field will show the parcel number that you are working on. Under most
circumstances it will only list one parcel (the one you opened in Property Master before
opening the HOE program).
However, if you are on either a real or manufactured parcel that has been associated with
another, you will see both parcels listed in this column, along with their corresponding
characteristics. Any changes you make to the HOE record for one parcel will affect and
update both parcels.
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This association is done on the
Manufactured characteristics screen
(shown at right).
The “Owns” checkbox (1) indicates
whether both parcels are under the
same ownership and creates the link
between the manufactured parcel and
the real parcel (2).
This can occur only on parcels with a
manufactured home. One real property parcel cannot be associated with another real
property parcel. The only way to apply HOE to multiple real parcels is for them to be
combined through the Land Records program.
2. Type
Lists the characteristic type (land, residential, etc.)
3. Street #, Street Name, City
Lists the property address for each characteristic
4. Assessment Roll
The roll each characteristic is being assessed on (Primary, 1st Sub or 2nd Sub)
5. Occupancy
The occupancy type (Non-Occupancy or Occupancy)
6. Value
Assessed market value
7. HOE Exempt
This checkbox determines whether or not a characteristic’s value is included
in the HOE calculation. Check the box on the characteristics that are eligible
for the exemption. Uncheck it on any that are not eligible.
8. Occupancy %
This shows percent that is owner-occupied for each characteristic. For
example, if there is a rented apartment or a commercial business within a
primary dwelling, this amount would indicate the percent of the total that is
eligible for HOE. (Defaults to 100%)
This field corresponds with the % Owner Occupied field on the land, residential and
commercial characteristics screens. It can be changed there or on the HOE edit screen
and it will update in both places. The assessed value eligible for HOE will be reduced by
the amount that is not owner occupied.
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Manufactured characteristics cannot be changed from 100% owner occupied.
9. Dwelling
Lists the dwelling type (if applicable): SFD (single family dwelling), duplex, triplex, 4plex, other
10. Override Value
Applies only if you are doing an exemption override. Refer to Exemption Override
section for detailed information on this process.

SUMMARY MESSAGE
This sentence will summarize the HOE record for this parcel. It is useful for answering questions
about the exemption on a specific parcel. It will give you the exemption amount (deduction), the
assessed value it is based on, and the ownership percentage used.

LAND MESSAGE
If the default homesite value from the Land Group is used rather than the
actual land value, a message will display here noting that. If this area is
blank, the actual land value was used in the calculation.
Refer to the calculation section regarding land values for information on
when this might happen.

QUALIFYING PARTIES
There are two considerations when determining the owners to consider for HOE
eligibility. This is a very important part of processing this exemption, and can lead
to problems if it is not fully understood. Please pay particular attention to this
section!
WHICH PARCEL TO USE
The Property system first has to know what parcel to look at for ownership. Typically it will be
the owners of the parcel you are working on, but if you are dealing with a real property parcel
that is associated to a manufactured parcel, the manufactured parcel will be used to get
ownership. If the two are associated it means they are
under the same ownership; however, the citizen
records may not be identical on each parcel.
If you are on a real property parcel and the ownership
is coming from the manufactured parcel, you will see
the following on the HOE edit screen.
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WHICH
WHICH OWNERS TO USE
After deciding what parcel to look to for ownership records, the program will check to see if it
should use the current or previous owners.
The current owner of a parcel is not always the person who qualifies for
homeowner’s exemption on that parcel.
On parcels that have not changed ownership since the lien date (January 1), the
owner and qualifying party will be the same.
However, if a property changed owners after the lien date, and the new owners did not apply and
qualify for the exemption between the time they took ownership and the application deadline, the
owner at lien date can be the qualifying party. This is based on the “basic principles” listed at the
start of this document.

1. Heading
The heading will read either OWNERS or PREVIOUS OWNERS, depending on which
situation applies.
•

Owners

Eligibility for the exemption will be based on whether the
current owners qualify. Either they owned the property on
the lien date, or they applied between the time they took
ownership and the application deadline.

•

Previous Owners

Eligibility for the exemption will be based on whether the
owners on the lien date qualify. The current owners took
ownership after the lien date, and did not apply between the
time they took ownership and the application deadline.
Note: If the new owners have applied you need to indicate
that on the Property Master screen. The
Ownership Change checkbox (upper right
corner of Property Master screen) determines
whether owners or previous owners are
used. Checked means use Previous Owners,
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unchecked means use current Owners. 1) Check the box on
or off; 2) Click Change button to save; 3) Click Cancel
button to leave as it was.
2. Name
Each owner will be listed in this grid (based on either the real or manufactured parcel;
and either the current or previous owners)
3. Ownership %
If there is more than one owner, each of them will have a percentage of ownership in the
property. This is determined during the Land Records processes.
Note: As a result of conversion from your previous software to this system, you may see
owners listed with zero percent ownership. In the example below, a husband and wife
each own 50% of the property, but they are now listed with him owning 100% and her
zero percent. Some other systems did not store this information, so it could not be
converted.

This will continue until all conversion data has been cleaned up in the Land Records
programs.
4. HO Exemption
This checkbox determines whether or not an owner’s ownership percentage
is included in the HOE calculation. Check the box on the owners that
qualify for the exemption. Uncheck it on any that do not.
The total of the ownership percentages for the owners checked will be added together and
used in the calculation of the exemption amount.
5. Snowbird
This field is informational only. If the citizen record has been marked as being a
snowbird, it will show here.
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CONTROLS

1. HOE Letter
This checkbox determines whether or not a Drop Homeowner’s Exemption letter is
generated. This is done when there are new owners who have not yet applied for the
exemption.
It should be checked whenever a property changes ownership, and unchecked only when
the new owners have applied for HOE. It can be checked on this screen
and/or during the Land Records process.
Drop HOE letters are typically printed out after the first of the year and
mailed to the current owners at that time. It notifies them that they have
until the application deadline to sign up for the exemption or they will not receive the
exemption.
2. OK Button
Click the OK button to accept any changes and recalculate the exemption amount.
3. Cancel Button
Click the Cancel button to exit.
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Exemption Override
An Exemption Override allows you to bypass the programmed HOE calculations and enter your
own override values. This is done when special circumstances exist that cannot be addressed any
other way.
Overriding is a simple process, but carries with it some important considerations.
•

Once the exemption is overridden, the homeowner’s exemption values will
not be calculated for you any more, unless the override box is unchecked

•

As values change from year to year, it will be your responsibility to manually update the
values on parcels with overrides

•

The only validation you will receive on an override is if you try to enter an override value
that is more than 50% of the total value.

•

It is very important that you verify the override values each year to make sure the
property owners are getting the exemption amount they are entitled to, and also to make
sure they are not getting more than they are allowed.

1. Click on Exemption Override
2. Enter the Override Values as needed
3. Click the OK button to accept the override changes and calculate the exemption amount
4. Click the Cancel button to exit
5. The summary message wording will change to indicate an override.
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Removing the exemption override will revert back to standard processing to determine the HOE
value.
There are safeguards in the program to prevent HOE records from being deleted unintentionally.
You must confirm your intentions when switching either from standard to override, or from
override back to standard processing.
Clicking the OK button after checking the Exemption Override box will result in the following
prompt:

Removing the Exemption Override checkmark will result in the following prompt when the OK
button is clicked:
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Land Records Processing
There are a few things that happen during the Land Records functions that have a direct impact
on the homeowner’s exemption process. Ownership changes are made through the Land Records
and Deed Processing programs. Ownership is one of the most important components when
working with the exemption.
It is important that anyone involved in ownership changes be aware of the implications their
actions have on the homeowner’s exemption process.

Ownership Change
The Property Ownership screen has checkboxes that apply to the HOE process. Both of them
should be checked whenever a parcel has a true ownership change (not a name correction, etc.)
1. Ownership Change
This controls whether or not the previous owners will be considered in the HOE process.
On parcels that currently have a homeowner’s exemption, the following actions will
result based on this checkbox:
Checked: Carry HOE until either end of year or until new owner applies. If you
have deleted the HOE from this parcel, running the Establish HO Exemption
program will put it back on.
Unchecked: Establish HO Exemption program will remove HOE from the parcel
the next time it runs.
Refer to Qualifying Parties section above for more information on previous vs. current
owners.
2. HOE Letter
This controls whether or not the new owners will receive a Drop HOE letter. The letter is
typically printed after the first of the next year, and informs them that the exemption will
be removed for that year unless they apply.
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Split or Combination
The Parcel Split Owners screen (used for both splits and combinations) has the HOE letter
checkbox that works the same was as explained above.

There is no Ownership Change flag on the split screen. Ownership Change can be checked on or
off on the Property Master screen as needed.
1. Check the box on or off
2. Click Change button to save
3. Click Cancel button to leave as it was
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HOE Control Table
Each year, the State Tax Commission is required to determine the maximum homeowner’s
exemption amount. The amount can change from year to year, and is stored in the Homeowner
Exemption Control Table. The table is year-based, so each year a new record is added to the
table, and the previous year’s information is left unchanged.
In addition to the maximum exemption amount, the table also controls whether HOE is applied
to the homestead land, and if so, how many acres to include. The current requirement is that the
land be included up to a maximum of one acre. Either of the land fields would be updated only as
a result of future legislation.
The following steps will guide you through updating the control table.
1. Click on Tools
2. Select Table Maintenance
3. Select Assessor
4. Select Admin
5. Select HOE Control

This will open the Homeowner Exemption Control Table. This window displays the information
for prior years, and is used to create a new record for each year. Each property year must have a
corresponding entry in the control table, even if there is no change in the exemption amount in a
given year.
1. Grid Area

This area displays each property year’s data. Click on an
entry to see the details for that year on the right portion of
the screen.

2. Year

The property year for the data below

3. Exemption Amount

The maximum HOE amount, provided by the State Tax
Commission

4. Include Homestead Land

When checked, the land value will be evaluated for
inclusion in the HOE calculations. This box should only be
unchecked if future legislation mandates a change.
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5. Maximum Acres

Current law allows for up to one acre of land to be included
in the HOE value calculation. This amount should only be
changed if future legislation mandates a change.

6. New Entry

a. Click the New button.
b. If you have more than one record to add, you can save a
step by clicking “Continue new?” and follow the
remaining steps (when you reach the last record you
want to add, unclick “Continue new?” before clicking
Apply).
c. Enter the data in fields 2-5.
d. Click on Apply button. The newly added record will
display in the grid area.

7. Delete

To delete an entry, highlight it in the grid area and click the
Delete button.

8. Copy

To copy an existing entry, highlight it in the grid area and
click the Copy button. Make any changes if needed in
fields 2-5. Click on Apply button.

Revised 07/07/2008

Computer Arts Inc.

Page 22 of 35

Homeowner’s Exemption (HOE)

CAI PROPERTY

Homesite Value in Land Group
Current law allows for the value of up to one acre of homesite land to be included in the HOE
calculation. The Property system allows you to enter the value of a one acre homesite for each
Land Group in a table that is considered in the exemption amount calculation process, rather than
having you work each parcel individually whenever homesite values change.
You are not required to enter a homesite value for every group, as long as you are
certain that a group has no HOE-eligible parcels that are over one acre.
Note: A Land Group Homesite Value must be entered in any Land Group with
parcels over one acre. If not, there will be NO land value in the HOE calculations.
Because one homesite value is used for the entire Land Group, it is important that groups include
parcels that have similar land values. Land Group documentation will provide more information
on that topic.

View List of Land Groups
Land Groups are accessed by clicking the

Land Group Search icon

You can filter the Land Group listing, and go to a specific group from the Land Grouping Filter
screen.
1. Group Type

Select the type of group you want to work with

2. Sort By

Select how you want to sort the list of parcels that are
associated with each group (this does not affect how the
Land Groups are sorted…they will sort by description
regardless of the selection you make here)

3. Year

Enter the property year you wish to work with

4. Position Within Group

(Optional) Enter the description of a Land Group to have
that group show at the top of the list. You can enter as few
or as many characters as you want; you do not need to enter
a complete group description.
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To go to the Land Group list click the
OK
button; to cancel and exit the Land Group search click the
Cancel button.

The List Group File screen shows the details for each group. There are three areas on this screen
that are important to the HOE process: 1) Description; 2) Homesite Value; and 3) list of parcels
within the Land Group highlighted in the upper grid.

Update the Land Group Record
1. Right click on the Land Group you want to change. (You can select multiple land groups
that all need changed to the same homesite value by a) left clicking on the first one,
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holding down the CONTROL (CTRL) key and selecting the others if they are not in
order; and b) left clicking on the first one, holding down the SHIFT key and selecting the
last one if they are in order.)
2. Select Group Update

1. Click to select Home Site Value
2. Enter the new value
3. To accept the new value click the
click the

OK button; to cancel without changing

Cancel button.

If you made a change, you will be asked if you want to proceed. Click Yes to accept the change;
No or Cancel to exit without changes.
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Exemption Amount Calculation
There are a number of elements that go into calculating a parcel’s Homeowner’s Exemption
amount. The control table is used to get the maximum amount and to know whether or not to
consider the land value. The parcel’s HOE record is used to determine if the parcel qualifies for
the exemption, what characteristic values qualify, how much of each characteristic is owner
occupied, and what ownership percentages to use. The characteristics are used to get current
market values and land size information. And the Land Group homesite value is used if needed
in the land value calculation.

Improvement Value Calculation
The program calculates the homeowner’s exemption (HOE) value by first looking to the
improvement to see if there is enough value to fully satisfy the maximum exemption amount. If
so, the full exemption amount is applied to the improvement. (Example based on 2008 maximum
exemption amount)
Example 1:

Eligible Improvement Value ............................ $250,000
50% of Eligible Improvement Value ............... $125,000
Current HOE Maximum ............................... $100,938
HOE Value from Improvement........................ $100,938
Improvement value is enough to use the full HOE amount

Example 2:

Eligible Improvement Value .............................. $88,000
50% of Eligible Improvement Value ................. $44,000
Current HOE Maximum ............................... $100,938
HOE Value from Improvement.......................... $44,000
Difference........................................................... $56,938
Improvement value is 8OT enough to use the full HOE amount,
land value will be evaluated

Land Value Calculation
When the improvement value does not support the full exemption amount, as in Example 2
above, some or all of the land value can be added. Residential land will be evaluated first. If the
control file indicates that land is to be included for HOE and there is no residential land value,
the commercial land value will be used.
In general, if the land quantity is zero (site value, lump sum, etc.) the HOE land value will be the
lesser of the assessed land value and the Land Group homesite value.
Three components are evaluated to decide how much land value to add to the HOE amount.
1. Quantity (in acres)
2. Assessed Land Value
3. Land Group Homesite Value
a. Groups with HOE parcels over once acre:
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b. Groups with no HOE parcels over one acre:

Homesite Value optional

Refer to the following table to see what value will be used for the exemption.

Zero

Quantity (Acres)
0.001 to 1.0

Over 1.0

Land Group Value
equal to Zero

Assessed
Land Value

Assessed
Land Value

ZERO
(see note below)

Assessed Land Value
less than or equal to
Land Group Value

Assessed
Land Value

Assessed
Land Value

Assessed
Land Value

Assessed Land Value
greater than
Land Group Value

Land Group
Value

Assessed
Land Value

Land Group
Value

Once the land value for HOE is determined, that value will be added to the qualifying
improvement value to determine the final HOE value.
ote: A Land Group Homesite Value must be entered in any Land Group with parcels greater
than one acre. If not, there will be NO land value included in the HOE calculations.
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Establish HO Exemption Values
Values Batch Process
There is a batch program that will establish and calculate homeowner’s exemption records and
values. The program has two main functions. One is to establish HOE, and the other is to
calculate the exemption amount.

ESTABLISH HOE
This process will make sure that a homeowner’s exemption record exists for all parcels that have
had ownership changes and are flagged to indicate the previous owner qualified for HOE.
If you have removed the exemption from parcels and find that it is “reappearing”
later on, it is most likely because the parcel is flagged for Ownership Change. If
this is the case, investigate the parcel to make sure whether or not it should have
the exemption. If it should not, uncheck the Ownership Change flag on Property
Master as explained earlier in this document. This will prevent the program from
reestablishing it each time it is run.
You cannot run this program on a roll that has been closed. The following message will display
if you attempt to do so.

CALCULATE EXEMPTION AMOUNT
When value modifiers are added or changed by the appraisal staff, they can batch recalculate the
assessed values for all parcels with the characteristics types the appraisers specify. When market
values change, the HOE exemption amount needs recalculated as well. In addition, the maximum
HOE amount can change annually, requiring recalculation of exemption values.
The batch program will handle that for you. This program has to be run at least once each year
after receiving the new maximum amount from the State Tax Commission. It is also a good idea
to run this program periodically, especially after any modifiers have been changed and values
recalculated. You would also want to run this prior to printing assessment notices.
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Step by Step
1. Click on Tools

3. Select Assessor

2. Select Batch Processing

4. Select Establish HOE Exemptions

Verify that you are in the correct tax year and are updating the correct assessment roll. Click the
OK button.

You can either run this in batch (at night) or immediately. This one probably should run in batch
as it can take quite awhile to process.
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Special Situations
The following section deals with special situations that may occur. It is your decision how you
handle each circumstance. These examples are provided as information only, and may not reflect
your county’s actual procedures and requirements.

One Real Property Parcel, Two Manufactured Parcels
In this example, you have a single real parcel and two manufactured parcels. Both owners of the
manufactured parcels have ownership interest in the real parcel, as does a third party. Both
manufactured owners have qualified for the homeowner’s exemption.
You will have to override the calculations the program would make in this situation, since it does
not fall within the normal processing guidelines.

ASSOCIATE THE PARCELS
The first step is to associate all three parcels together. This is done on the Primary tab of the
manufactured characteristics for each manufactured parcel.
1. Check “Owns” box
2. Enter real parcel number
3. Repeat steps 1 and 2 on the other manufactured parcel

EDIT HOE ON REAL PARCEL
Next open the real parcel in Property Master.
1. Highlight the parcel and press F6
OR
1. Right-click on the parcel you want to open
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2. Select Property Master

Open the Edit HO Exemption program
1. Click on Edit
2. Select Edit HO Exemption

MARK EVERYTHING FOR HOE
1. Verify that all parcels and improvements are listed that you expected. If any are missing,
refer back to Associate the Parcels above.
2. Click in each checkbox in the HOE Exempt column for each parcel and characteristic.
All entries must be checked at this step.
3. Click in each checkbox in the HO Exemption column for each owner. All owners must be
checked at this step. Note that because there are multiple owners that do not match
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exactly on each of the three parcels, the program will display the owners of the first
manufactured parcel. This does not matter in this situation because you will be overriding
the exemption at a later step.
4. Click OK

OVERRIDE EXEMPTION VALUES
VALUES
You will now need to override the program and enter your own HOE values, based on your
county’s procedures for developing percentages.
1. Click the checkbox for Exemption Override. The text turns red to alert you and future
users that an override situation exists.
2. Enter the exemption value for each line item that you want to give HOE to. The amount
cannot exceed 50% of the Value column or you will be forced to return to step one after
clicking okay.
3. Click OK
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VERIFY YOUR INTENTIONS
INTENTIONS
1. Read the warning message
2. To continue and use the Override, click Yes
3. To reject the overrides click No
4. To cancel click Cancel

5. Click Cancel to exit the Edit HO Exemption screen
VERIFY THE RESULTS
To make sure you have completed the override as you intended you should open each parcel in
Property Master and verify the amounts listed. Remember, there is no built-in validation or
checks for overrides, so it is up to you to make sure it is as you anticipated.
On the Property Master screen, verify the HO Value in the lower right-hand portion area.
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Single Ownership of Real and Personal Manufactured Homes
In this example, you have a manufactured home declared real property. The same owners also
have a manufactured home that is not real property. Both manufactured homes sit on the same
parcel of land. Only one qualifies for the homeowner’s exemption.
If the manufactured home that has been declared real property is the one you want to apply HOE
to, you should uncheck the “Owns” flag on the manufactured parcel. You can leave the real
property parcel number, but unchecking that flag will prevent the manufactured parcel from
being included in any HOE processes.
If it is the personal property manufactured that should have HOE, make sure that the “Owns”
flag is checked, and that it has the correct real property parcel number. When you edit HOE, you
will see the ownership from the manufactured parcel. In the characteristics and value section of
the HOE screen, make sure that you do not check the HOE Exempt box for the real property
manufactured home.

Previous HOE Update
There is a program that can be used under special circumstances to edit the HOE of previous
owners. This program is limited to some specific uses, and would normally only be used at the
direction of CAI support personnel.
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