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OVERVIEW 

Tracking new construction values manually can be time consuming. Because of the importance of new 

construction to the budget process, users want to be sure nothing gets left off. The Property system has 

both batch and manual processes for capturing new construction values. The batch program is a tool to 

assist with building the roll. It is not intended to create the complete roll.  

The batch program will look through the data to find values that may qualify as new construction based 

on predefined circumstances. It will generate a starting roll that is then reviewed and edited as needed. It 

is very important that the results of the batch process be checked and verified each time it is run. 

You should never accept the results of the batch process without doing so.  

Even though it uses computer-generated data, the contents of the roll are the responsibility of the county. 

Some things that qualify for the roll cannot be identified programmatically. In addition, the program will 

pick up value that meets certain basic criteria, but it may not qualify for the roll. The batch job is simply 

the starting point for a process that requires the county’s expertise and knowledge of state guidelines. 

As a general rule, the following steps outline the new construction roll process. Each step is explained in 

detail in this document. 

1. Run the batch process to start a new roll 

2. Review each entry and edit or delete as 

needed 

3. Manually add entries to the roll as 

needed 

4. Generate the preliminary new 

construction roll 

5. Manually add, edit and/or delete entries 

as needed 

6. Generate the final new construction roll 

 

GETTING THERE 

Use the following steps to access the New Construction Roll program. 

1. Click Tools 

2. Select Batch Processing 

3. Select Assessor 

4. Select New Construction 
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NAVIGATING THE SCREEN 

The New Construction Roll program screen has three main sections. The first is the icon area. The second 

is the grid area that displays any entries already on the new construction roll, either through the automated 

or the manual process mentioned above. The third part of the screen shows the detail for the highlighted 

row in the grid, allowing you to edit if needed. It is also where manual entries are added to the roll. 

 

ICONS 

With the exception of Refresh and Filter, each icon performs a specific function that is explained in detail 

later in this document. Refresh simply refreshes the data in the grid, and Filter allows you to search for a 

specific entry within the entire roll. 

GRID SECTION 

The grid lists each record that is on the current new construction roll. This allows you to see each entry 

and the details that are associated with it. The grid is display only. Highlighting an entry in the grid will 

display its information in the fields in the lower area. The grid is sorted by year (most current year first), 

parcel number and category. 

A single parcel can have multiple entries on the new construction roll. For example, a newly created 

parcel that was split from an agricultural parcel and now has a home on it would likely have two entries 

(one for the land change of status from agricultural to residential, and one for the new residential 

construction). 
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UPDATE DATA SECTION 

The lower portion of the New Construction Roll screen contains the same fields as the grid, but in this 

area most fields can be edited, the record can be deleted from the roll, and new records can be created. 

GRID ONLY 

• Record Type Batch or Manual, depending on the method used to create record 

NEW CONSTRUCTION INFO 

• New Constr Type Reason record is on the new construction roll 

• New Constr Status Current status of record 

• New Constr Value Calculated field showing the actual value of new construction to be 

added to the roll  

PARCEL INFO 

• Year Year of the new construction roll the record is on 

• Parcel Parcel number 

• Suffix Characteristic suffix number where the new construction is entered 

on the parcel 

• Instrument # Instrument number that resulted in new construction (applies to type 

of “new subdivision” only) 

• Code Area Code area assigned to each parcel 

• Appr Initials of the appraiser assigned to each parcel 

• Occupancy Date Date the owner occupied (or plans to occupy) the new construction 

• Remodel Year Year of remodeling 

• Owner Name Name of the owner of each parcel 

CURRENT YEAR VALUES 

• SCC State category code 

• Acreage Land size in acres for each parcel, if applicable 

• HOE Value Homeowner’s exemption amount, if applicable, for category entered 

• Assessed Value Assessed value for the category entered 

LAST YEAR VALUES 

• SCC State category code 

• Acreage Land size in acres for each parcel, if applicable 

• HOE Value Homeowner’s exemption amount, if applicable, for category entered 

• Assessed Value Assessed value for the category entered 
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NEW CONSTRUCTION TYPES 

Idaho code allows for a number of different circumstances that could qualify as new construction value. 

We refer to each of these as New Construction Types. The following descriptions are taken from Idaho 

code and administrative rule. These types and descriptions may not be all inclusive, and are not meant to 

a) limit your ability to include or exclude value on the roll, or b) interpret statues or rules regarding new 

construction. 

The batch build program populates this field to indicate which build function generated each entry. Other 

than its use when building the roll, this field is informational only. When editing an existing entry or 

adding a new one, the program requires a type (other than blank). The dropdown list contains the 

following types. 

• All The build program gives you the option to process all 

new construction  

• Blank This option is not allowed by the program 

• Change of Status Change of land use classification resulting in category 

change and change in taxable value; or 

  Previously exempt improvement that becomes taxable 

• Commercial Partial Construction of any new commercial structure where the 

structure is in an unfinished (partial) state 

• Commercial Remodel Alterations to existing commercial  structures; or 

Additions to existing commercial structures 

• New Commercial Construction of any new commercial structure 

• New Manufactured Installation of new or used manufactured housing that 

did not previously exist within the county 

• New Residential Construction of any new residential structure 

• New Subdivision Splitting of parcels into new subdivisions resulting in the 

land’s category change and an increase in taxable value 
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NEW CONSTRUCTION STATUS 

The status of each entry provides a way to identify which entries either have not been reviewed, are 

verified to go on the roll, or are to be excluded from the roll. 

When adding or editing entries, the program requires that you select a status (other than blank). The 

dropdown list contains the following status indicators. 

The two most common are: 

• Pending This is used by the batch build process to indicate entries 

that need to be verified and approved prior to completing 

the roll 

• Active Entries that have been reviewed and approved 

The following are uncommon but can happen under exceptional circumstances. Any records with one of 

these status indicators will need attention prior to completing the roll. 

• Characteristic Inactive Prior year’s characteristics are inactive so there is no 

prior year value to calculate 

• Characteristic New Construction Prior year’s characteristics were already used for 

previous new construction roll 

• Characteristic Not Found Prior year’s characteristics were not found so there is no 

prior year data to compare to 

• Inactive Sub Parcel Parcels associated with an instrument number that 

created a new subdivision have no value records or no 

characteristic records. 

• Master Inactive Prior year’s property master is inactive so there is no 

prior year data to compare to 

• Master Not Found Prior year’s property master was not found so there is no 

prior year data to compare to 

• Value Not Found Prior year’s value records not found so there is no prior 

year data to compare to 
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BUILDING A NEW CONSTRUCTION ROLL 

The automated build process will analyze parcel data to find events that may indicate new construction 

value exists. All new construction types can be processed at one time, or individual types can be 

processed one at a time. 

After the automated process is complete, review each entry and modify or remove them as needed. The 

program is intended as an aid only; users have complete control over what ultimately ends up on the roll. 

WHAT THE PROGRAM LOOKS FOR 

CHANGE OF STATUS 

• Prior Year Land and/or farm category 

• Current Year Land and/or farm category not in last year 

• NC Value Difference between current and prior year value 

COMMERCIAL PARTIAL 

• Current Year Partial Value field is greater than zero 

• NC Value Difference between current (Partial Value field amount) 

and prior year value 

COMMERCIAL REMODEL 

• Current Year Remodel Year = current property year minus one 

• NC Value Difference between current and prior year value 

NEW COMMERCIAL 

• Current Year Occupancy Date’s year = current property year minus 

one 

• NC Value Difference between current and prior year value 

NEW MANUFACTURED 

• Current Year Occupancy Date’s year = current property year minus 

one 

• NC Value Current year’s assessed value 

NEW RESIDENTIAL 

• Current Year Occupancy Date’s year = current property year minus 

one 

• NC Value Current year’s assessed value 

NEW SUBDIVISION 

• Current Year Parcel Tracking action type = Plat and Instrument 

effective date’s year = current property year minus one 

• NC Value Difference between current value of target parcels and 

prior year value of source parcels 
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RUNNING THE BUILD PROGRAM 

NOTE: Rebuilding the roll will replace records with a Record Type of “Batch” for the Year 

and Type that you rebuild (including “Batch” records you have already edited) 

 Rebuilding the roll will NOT replace records with a Record Type of “Manual” 

The roll can be built as often as you like. The final build would typically be done towards the end of the 

reappraisal year, after the majority of appraisals of new construction have been entered on the parcels and 

when values have been finalized. However, allow sufficient time to do the manual updating and editing 

needed to produce a preliminary new construction roll value for the auditor. 

Running the build program will delete any existing records with a Record Type of “Batch” for the year 

and type that you enter, so use caution when running this program. As a general rule, do not rebuild a roll 

for any new construction types after editing and/or deleting 

batch-created records of the same type.  

The roll is built from the New Construction Roll screen. 

Refer to Getting There on page 3 for instructions on opening 

that screen.  

Click the  Build New Construction Roll icon. 

1. Enter the new construction roll year to build 

2. Select a New Construction Type 

3. Click Build New Construction Roll button. A window will display stating that you are about to 

delete and re-establish all records for the type and year selected. 

a. Verify the Type and Year before proceeding 

b. Click Yes to submit to run 

overnight 

c. Click No or Cancel to exit 

4. Click Cancel to exit 
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MANUALLY COMPLETE THE ROLL 

The records are now ready to be verified and edited as needed. Pay particular attention to the status of 

each record.  

Those with a type of New Commercial, New Manufactured or New Residential will have a status of 

Active. Edit or delete them if necessary. 

Those with types of Change of Status, Commercial Partial, Commercial Remodel or New Subdivision 

will have a status of Pending. Each record must be reviewed. If it is okay, change its status to Active. If 

not, either edit (and change the status to Active) or delete the record. 

EditEditEditEdit    a Recorda Recorda Recorda Record    

1. Click on the record to edit (fields in the lower section will auto-fill with the existing data) 

2. Make changes as needed 

3. Click Apply button 

 

Copy a RecordCopy a RecordCopy a RecordCopy a Record    

1. Click on the record to copy (fields in the lower section will auto-fill with the existing data) 

2. Click   Copy icon 

3. Make changes as needed 

4. Click Apply button 
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DeleteDeleteDeleteDelete    a Recorda Recorda Recorda Record    

Caution: User will not be asked to confirm the deletion before it happens. Clicking the Delete button 

deletes the entry immediately. Make certain the correct record is highlighted in the grid before clicking 

delete. 

1. Click on the record to delete (fields in the lower section will auto-fill with the existing data) 

2. Click Delete button 
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CreateCreateCreateCreate    a New Recorda New Recorda New Recorda New Record    

1. Click New button (Important…failure to click New may result in the user typing over an existing 

record rather than creating a new one) 

2. If user has more than one record to add, save a step by clicking “Continue new?” and follow the 

remaining steps. On the last record being added, unclick “Continue new?” before clicking Apply. 

3. Enter the data 

4. Click Apply button. The newly added record will display on the grid in the upper portion of the 

window with a Record Type of Manual 
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 NEW SUBDIVISIONS 

When the build program processes new subdivisions, it will look through the instruments in Parcel 

Tracking to find those identified as plats. If the recording date falls within the year specified, a single 

record will be created on the new construction roll for that subdivision. The information for each 

individual parcel involved is stored as sub-detail within that main record. 

The New Subdivision process generally requires some manually updating after the build is completed. 

Please pay particular attention to these entries, verifying and modifying them as needed. 

Work with Sub Detail RecordsWork with Sub Detail RecordsWork with Sub Detail RecordsWork with Sub Detail Records    

1. Right click on a New Subdivision record 

2. Select Sub Detail 

 

3. The individual parcels will be listed in the grid area 

4. Highlighting a parcel in the grid will display its information in the parcel info area 

5. Use the buttons to apply changes, add parcels or delete parcels from the sub detail 
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Recalculate Sub Detail ValuesRecalculate Sub Detail ValuesRecalculate Sub Detail ValuesRecalculate Sub Detail Values    

If you make any changes on the sub detail screen, you will need to recalculate the new construction value 

for the main New Subdivision record.  

1. Highlight the New Subdivision record you want to update 

2. Click on the  Recalc Sub Values icon  

OR 

3. Right click on the highlighted record and select Recalc Sub Values 

 

4. Click Yes to update, No or Cancel to skip updating 

Tax Tax Tax Tax Code Area IssuesCode Area IssuesCode Area IssuesCode Area Issues    

New subdivisions may have source and/or target parcels that encompass more than one tax code area. If 

this occurs, the build process will leave the code area field blank to alert the user that additional action is 

required. When the new construction roll is finished, all value must have a corresponding code area. 

SINGLE CODE AREA 

If all source and target parcels are in the same code area, no additional action is necessary. The code area 

field will be populated. 

MULTIPLE CODE AREAS 

Manual entry is required when more than one code area is involved.  

1. Inactivate the main new subdivision record created by the build process 

2. Determine the new construction value for each code area involved (typically the value of the 

individual code areas would balance to the total of the main record just inactivated) 

3. Manually enter one record for each code area that has new construction value (refer to Create a 

New Record on page 12 for manual entry instructions) 
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CHANGE OF STATUS – SPECIAL CONSIDERATIONS 

All Change of Status records require manual review. The batch program will mark them as “Pending” 

status. Only change the status to “Active” when you are sure the new construction value is accurate and 

that the record qualifies for inclusion on the roll. 

New Construction ValueNew Construction ValueNew Construction ValueNew Construction Value    

The legislation dealing with Change of Status is complex. The program will attempt to determine the new 

construction value, but not all situations can be accurately calculated for you. Do not use the program-

calculated number without verifying it and adjusting it as needed.  

Please remember that the State Tax Commission (STC) is your source for instructions on how to interpret 

the legislation and rule. They should be consulted if you are unsure whether a deduction should be 

included, and if you have questions on how much the deduction should be. As your software provider we 

have made every attempt to provide you with the tools you need, and will assist you with the mechanics 

of making it work within the program, but we can’t advise you on what you should or shouldn’t put on 

the roll. 

Deductions to New ConstructionDeductions to New ConstructionDeductions to New ConstructionDeductions to New Construction    

To assist you with making deductions to the new construction roll, the program will create a record for 

any Change of Status that results in a negative new construction value. You must then determine whether 

or not the property in question has been on or contributed value to some previous new construction roll, 

and decide what if any deduction should be taken. 

The New Construction Listing will attempt to provide you with information from previous new 

construction rolls for this purpose. For Change of Status records, it will look at prior years’ data in CAI 

Property, and will show the value that was added. Use this information to assist you in deciding the actual 

deduction amount. 

THIS DATA WILL ONLY SHOW WHEN THE REPORT IS RUN ON “PENDING” STATUS. Once a 

record has been edited and changed to “Active” status, the prior year information will not print. 

Historical information is reliable for any prior year rolls that were built in CAI Property. Converted data 

for years prior to that is only reliable if  

a) All new construction data was balanced and accepted by the county at the time of conversion 

b) Historical new construction data is reconverted, balanced, and accepted by the county (This is 

an optional service available from CAI. Contact Brett Hill for pricing and details) 
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The Prior (2009) and Current (2010) columns show the assessed category, acres and value for each year. 

The Net NC Value is the difference in value between those two years (with HOE taken out as needed). 

If a parcel has been on a previous year’s new construction roll, that historical data is shown below the 

owner’s name (see yellow highlights above). Accuracy of historical data must be verified before using the 

information shown on this report. 

DOES IT QUALIFY FOR NEW CONSTRUCTION? 

Any change of land category will be shown on the report. That does not mean that it qualifies for the roll. 

It is up to you to decide whether it qualifies.  

If it does, change its status to “Active” and continue to the next step. If it does not, delete the record.  

NET NEW CONSTRUCTION VALUE 

 During the build process, the Net NC Value (last column) is populated with the difference between 

current and prior years’ assessed values and homeowner’s exemption amounts. The build does not look at 

any previous new construction rolls to adjust the deduction amount. It is up to the user to decide what the 

new construction value is. 

If the net value is a negative number (deduction), refer to STC guidelines for help in deciding what 

number to use. Make changes to the new construction record as needed to arrive at the desired net value. 

Things tThings tThings tThings to Considero Considero Considero Consider    

• Only records with an “Active” status will be included on the final new construction roll. Make 

sure you change the status on those records you want to keep. 

• Records which result in a Net NC Value of zero should be deleted. 

• Records with either a current or prior category of 999 must be reviewed and corrected.  

• Print the New Construction Listing for “Active” status when you are done working the Change of 

Status records. The last pages in the report will show any deductions that you are making to the 

roll. This is included here as a final safeguard to make sure you are not deducting value in error. 

Look for any deductions on non-land categories and recheck any large deductions to be sure they 

are right. 
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PRINT REPORTS 

The new construction roll is printed from the New Construction Roll screen. Refer to Getting There on 

page 3 for instructions on opening that screen.  

The detail listing lists individual parcel information, followed by new subdivision records. Missing tax 

code areas and any records with a new construction value of zero will be highlighted in yellow and should 

be reviewed. 

A breakdown at the end lists values by new construction type as well as a grand total. The grand total 

should balance with the “county” total on the district report. If they don’t balance, the first thing to check 

would be missing code areas. All new construction value must have a corresponding tax code area 

number. 

Click on the  Print icon. 

1. Select the type of report to print 

2. Enter the selection criteria 

3. Enter the number of copies you want in the Print Copies field (the system defaults to one copy) 

and change the printer setup if needed by clicking on the  Setup button. 

4. Click on either the  Print button  or  View button 

5. When finished click on Cancel button to exit 
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REPORT EXAMPLES 

New ConstructionNew ConstructionNew ConstructionNew Construction    by Taxing Districtby Taxing Districtby Taxing Districtby Taxing District    

 

 

New Construction ListingNew Construction ListingNew Construction ListingNew Construction Listing    
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Exception EditsException EditsException EditsException Edits    

INVALID CATEGORY EDIT 

When ran on “Pending” status, the New Construction Listing will include an edit at the end to list any 

records with invalid categories in either the current or previous year. These must be corrected. 

 

ZERO OR NEGATIVE VALUE EDIT 

When ran on “Active” status, the New Construction Listing will include an edit at the end to list any 

records with negative or zero new construction value. 

 

Zero Value 

There should not be any records on your final “Active” status roll. Review these and either change the 

new construction value of delete the record if there is no new construction value. 

Negative Value 

Records with negative value (deductions) may or may not be correct. This edit should be reviewed to 

make sure that any deductions on your final “Active” status roll meet the criteria specified in statute, 

administrative rule, and State Tax Commission directives. 


