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OVERVIEW 

In CAI Property, improvement values that are to be taxed on the occupancy roll rather than the property 

tax roll are entered with a Property Occupancy type of “Occupancy” while those that go on the property 

tax roll have a type of “Non-Occupancy.” Occupancy values are pro-rated based on an occupancy date. 

Occupancy roll improvements can be put on any of the three rolls (primary, first sub, second sub). 

It is not necessary to manually add the characteristics and/or value to the following year’s 

parcel. Improvements that are on the occupancy roll one year will copy to the next year’s 

primary non-occupancy roll at full value (not pro-rated). This is done during the end-of-year 

copy process. 

OCCUPANCY OR NON-OCCUPANCY? 

Property Occupancy is shown on the Property Master screen in the Parcel Values section. 

 

It also displays on the characteristic screens in the grid at the top. Depending on your column widths, you 

may have to scroll to the right to see it. 
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CREATING AN OCCUPANCY CHARACTERISTIC 

Occupancy characteristics are created like any other new characteristic. The only thing that sets 

characteristics apart is the Property Occupancy type you select. 

Open the parcel in Property Master, making sure you are in the correct property year. Select the 

characteristic type that you need to add by clicking on its button towards the bottom of the Property 

Master screen. 

 

1. If the characteristic type you choose already has at least one record, the characteristic screen will 

open 

 

a. Click on “Add Characteristics” button 

OR 

1. If the characteristic type you choose does not already have at least one record, skip to step 2 

2. Verify that you want to add a new characteristic 

 

The Create Characteristic Index screen will open. 
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1. Year Verify that you are working in the correct Property Year 

2. Parcel Suffix Enter a suffix (can be a number from zero to nine, or a single 

character A to Z). You cannot have the same suffix as an 

existing characteristic, and should consider numbering them 

consecutively. 

3. Property Address Enter the property address if desired 

4. Property Occupancy Select “Occupancy” from the dropdown list 

5. Assessment Roll Select the appropriate assessment roll from the dropdown list 

6. Status Select the appropriate status from the dropdown list 

7. Status Date Defaults to current date, typically no need to change it 

8. Button Click on Add button to create the new characteristic, or Cancel 

to exit 

REVIEW PRIMARY PROPERTY ADDRESS 

Because you are adding a new characteristic, you will be reminded to review the primary property flag. If 

the property address you entered in step 3 above is the parcel’s primary property address, you should 

designate it as the primary (from Property Master screen, click Edit and then Change Primary Property). 
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ENTERING OCCUPANCY ATTRIBUTES 

There is only one difference in how you enter the parcel’s attributes for occupancy improvements. Any 

time that the Property Occupancy is “Occupancy,” you are required to enter an occupancy date. The date 

will be used to pro-rate the value. 

The date you enter must be in the same calendar year as the property year you are working in. For 

example, occupancies entered in property year 2009 must be between 1/1/2009 and 12/31/2009. 

After entering the parcel’s attributes, including the occupancy date (#1 on screen prints below), you will 

see the pro-rated value (#2) when you click the OK button. Pro-rating is done based on the number of 

days occupied. 

RESIDENTIAL IMPROVEMENT 

 

    

MANUFACTURED IMPROVEMENT 
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COMMERCIAL IMPROVEMENT 
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OCCUPANCIES ON FUTURE YEAR PARCEL 

When parcels are created after the primary roll is closed, the new parcels become effective the following 

year. This is typically the result of a split or plat being processed. Even though the parcel doesn’t take 

effect until the next year within the Property system, there will be times when you need to assess 

improvements on the current year’s occupancy sub roll. 

For example, when a split or plat is done after the primary roll is closed, the new parcels don’t become 

active until the following property year. If you look at the current year, you see the active source parcel 

(the parcel(s) being split out).  If you look at the next property year, you would see that the target (new) 

parcels are active. 

The target parcels don’t exist in the current year, so there isn’t a parcel to put sub roll occupancy 

improvements on.  

CREATE AN OCCUPANCY PARCEL 

The Property system provides a way for you to create an occupancy parcel in the current year based on 

one of the target parcels. The occupancy roll improvements are added to that parcel, and at the end of the 

year they are copied to the new active parcel. 

 

1. Open the parcel in Property Master in the year the parcel becomes active 

2. Click on Edit 

3. Select Create Occupancy Parcel 

The Create Occupancy Parcel window will open. 
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Verify that you have the correct parcel, and that the year for the occupancy parcel is correct. Click OK 

button to continue.  

ENTER CHARACTERISTICS ON NEW PARCEL 

Open the parcel in Property Master in the current year. You can now add characteristics and attributes as 

needed.  

 

Remember that the newly created parcel is for occupancy roll purposes, so the Property Occupancy (1) 

needs to be changed from Non-Occupancy to Occupancy. You should also review the Assessment Roll 

(2) to make sure it is correct. 

CHARACTERISTICS COPY TO NEXT YEAR 

When the end-of-year copy processing is done, the characteristics that you create on the occupancy parcel 

will be copied to the target parcel and maintained there. 


