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OVERVIEW 

BATCH OR IMMEDIATE PROCESSING 

The tax charge process will generally take place over a period of a few days. There are several lengthy 

processing steps that take place, with some taking several hours to complete. Processing time varies from 

county to county depending in part on parcel count, network and hardware.  

You will typically have the option to either submit programs to run overnight or immediately. Consider 

the following when deciding which to choose.  

Batch (Overnight) 

 Does the documentation specify running a program in batch only? If so, submit to run overnight. 

 Is it close to the end of the workday? It would probably be best to run the program on the server 

overnight. 

Immediate 

 Is it okay if the computer you are working on is tied up running a program, possibly for several 

hours? If so, you might want to run it locally. 

 Are you able to use a spare computer for the steps that require running lengthy processes? If so, 

you could start the program to run locally on that computer without tying up your own. 

When is It Done? 

Jobs that have been submitted to batch will be processed through a program called SmartBatch. This 

program runs on your county’s server. Someone with access to this program can check it to see what jobs 

are still running. If no one in your county is trained to use SmartBatch, contact our Help Desk. 

A program that is run immediately may appear as though it is “not responding.” It will display a message 

when complete. Until you see the message, the job is not finished. Do not cancel, exit the program, 

reboot or shut off the computer while the job is running. 

Regardless of which option you take, do not advance to the next step until you know that the job has 

finished successfully. If you are not certain, contact our Help Desk. 

WORK DOESN’T STOP 

With few exceptions, the regular work of your office can continue throughout the tax charge process. 

Payments for past tax years can be received and processed, batches posted, and customers can be assisted. 

The Auditor Charge and Cost Adjustments may require you to stop entering payments while they run, 

depending on how you choose to run them. Detailed information is included in those sections to help you 

decide. 

At various stages of the tax charge process, charges, certifications, applied pre-payments, etc., will begin 

to show up in Tax Master for the current year. Even though charges will show, payments cannot be 

processed for the new tax year until the final step of this process, closing the roll. 
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BEFORE YOU START 

There are a number of things that must be completed before the tax charge can be applied. Many of these 

require coordination with other offices in order to make sure the tax charge can be done in a timely 

manner. 

PRELIMINARY REQUIREMENTS 

Refer to Tax Charge Preparation documentation for detailed information. You should not begin the tax 

charge process until everything in the preparation document has been completed.  

Documentation Reference: Name: Tax Charge Preparation 

 Section: All 

CURRENT ABSTRACTS 

You will need a Values by District report from the abstract for balancing purposes later on. The abstract is 

typically built and printed in the Assessor’s office, so work with whoever runs abstracts in your county to 

get a copy of this report. 

The original abstract submitted to the State Tax Commission after the primary roll does not include public 

utilities. You need all primary roll values for the tax charge, so make sure the report you get has been 

built after public utilities are imported. 

What to Ask For  

(Tools | Batch Processing | Auditor | Process Abstract) 

 Abstract Report: Values by District 

 Year: Current Year 

 Build: Built after Public Utilities completed 

 Property Type: All 

 Code Area: Blank (all) 

 District #: 0 (all) 

 Occupancy: All 

 Roll: Primary 

 Category: 0 (all) 

Note:  With exception of utility values (and possibly minor rounding differences), this should balance to 

original abstract submitted to STC after primary roll 
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PRE-PAYMENTS 

Prior to starting the Treasurer’s Tax Charge process, all packets containing pre-paid payments or 

adjustments must be posted.  

Once that is done, no more pre-payments can be accepted for the current tax year. Any payments received 

after that for the new tax year must be held until after the tax charges are applied and the tax roll is 

closed. At that point, they can be applied as regular payments. 

Regular payments for prior tax years can still be processed. 

 

TAX PACKETS 

Initialize Packet Tax Year 

Documentation Reference: Name: Tax Packets 

 Section: Yearly Packet Initialize 

Create Packets 

You will need some tax packets for use in the tax charge process. These can be created prior to starting. 

They must be assigned to a user. It does not have to be the person who will be running the jobs.  

 Payment Packets: 

o Circuit Breaker First Half ....................... Packet # ________________________ 

o Circuit Breaker Second Half .................. Packet # ________________________ 

o Pre-Payments ......................................... Packet # ________________________ 

 Adjustment Packets: 

(You can use the same adjustment packet for both of these steps if you choose) 

o Adjustments ........................................... Packet # ________________________ 

o Pre-Paid Adjustments ............................. Packet # ________________________ 

The packets must remain unposted throughout the tax charge process.  

Refer to Tax Charge Packets on page 27 for details on when to post the packets. 
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CARES ACT SAVINGS PROGRAM 

This section applies to 2020 tax charge only 

HYPOTHETICAL LEVIES 

(Tools | Table Maintenance | Auditor | Code Area / Districts | District) 

Any county or city participating in the CARES Act Savings program will have two levies, the actual levy 

used for tax charge and a higher hypothetical levy that is used only for calculation of the savings amount. 

The actual levy is entered in the Tax Charge Preparation steps. 

Skip this step if you do not have any districts (county or cities) participating in the program. 

1. Click on the Edit Cares Act Savings icon to open the Add Tax CARES Act Savings District panel 

 

 

2. Click Add icon 

3. Double-click District Number to select the district 

4. Enter the hypothetical (higher) levy amount 

5. Click Add button 

6. Repeat steps 2-5 as needed to add all CARES Act levies 
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FUND TRACKER LINK 

There is a space on both the regular and public utility tax bills for a user-defined message. It can be 

different for each property type if desired. In addition to any other text you want to print, you must 

include instructions and a link to the location on your website where statutorily-required fund information 

is located. 

(Tools | Table Maintenance | Treasurer | Tax DQM Message) 

 

1. Click New button 

2. Select Tax Bills as the Form Type 

3. Select the Property Type the message is for 

4. Enter message text 

a. Regular Tax Bill 

i. Up to six printed lines, including blank lines 

ii. Maximum of approximately 75 characters per line 

b. Public Utilities Consolidated Tax Bill 

i. Up to seven printed lines, including blank lines 

ii. Maximum of approximately 55 characters per line 

5. Click Apply button to save 

a. New record is originally saved with an Inactive status that must be changed to Active 

b. In the grid at left, highlight the record you just added 

c. Change the Active field at top right to Active 

d. Click Apply and verify to continue 

6. Repeat steps 1-5 for each property type 
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AUDITOR’S TAX CHARGE 

TAX DUE TABLE 

(Tools | Table Maintenance | Treasurer | Tax Due Date) 

The Tax Due Table contains dates and other information specific to each tax charge. Records need to be 

created for each tax year and roll, specifying the due date and processing date for each payment half. 

Processing Date 

Because of the volume of payments received just prior to the due date, you may need a few processing 

days to complete those transactions. Enter the approximate date when you expect to finish the backlog. 

This creates a period of time when you may adjust off late charges (if they have been applied).  

From the due date to the processing date, payment screens will have a checkbox for late charge. By 

default it will be checked on, but up to and including the processing date you enter, it can be unchecked to 

adjust off the late charge. 

Add Records for Current Year 

 

1. Year  Enter new tax year 

2. Assessment Roll  Select Primary roll 

3. 1st Half Dates Due Date: Enter due date 

Processing: Enter the approximate date when you expect to finish 

processing payments received by the due date above 

4. 2nd Half Dates Due Date: Enter due date 

  Processing: Same as above 

5. Continue New  Check this box to add another new record after this one 

6. Buttons Apply: Applies changes made in steps 1-4 

New: Create a new record 

Delete: Delete the record(s) highlighted in grid at left 

Refresh: Refresh the grid and screen 

7. Repeat steps 1 – 4, selecting 1st Sub Roll in step 2 

8. Repeat steps 1 – 4, selecting 2nd Sub Roll in step 2 
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AUDITOR CHARGE 

(Tools | Misc | Auditor Charge) 

Application of the charge is a multi-step process. The program is run in edit mode first, balancing and 

review is completed, and the program is then run to actually commit tax charges to parcels. 

Run in Edit Mode 

 

1. Edit Click the checkbox to enter edit mode 

2. Year Enter current tax year 

3. Roll Select Primary roll 

4. Submit Click Submit button to begin processing 

A message will display asking you to confirm your intent to run the program. You’ll then be prompted to 

run it in either batch mode (overnight) or immediately.  

If you run it immediately you will receive a confirmation message upon completion. 

If you submit this to run overnight, check the next morning to see if the job is complete. If needed, 

contact our Help Desk for assistance. 

 The following edit reports will assist you in knowing when the batch job is complete.  

o View the Auditor Charge Tax Charge report the next workday after submitting the job. If 

there are no totals, or the totals are less than expected, the job may still be running. 

o The Auditor’s Extended Roll can be printed, but is not necessary for balancing purposes. 

Print Edit Reports 

(Tools | Misc | Auditor Charge) 

 

1. Select Report Click radio button for Tax Charge 

2. Year Enter current tax year 

3. Property Type Select *ALL 
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4. Occupancy Select *ALL 

5. Assessment Roll Select Primary roll 

6. Buttons Click on Print or View to create report, Cancel to exit 

Balance Abstract and Edit Reports 

Use the Values by District abstract report you obtained prior to starting to balance to the edit reports 

created above. Any issues should be resolved before continuing. 

Commit Tax Charges to Parcels 

In this step you will run the Build Auditor’s Tax Charge process again, this time without checking the 

Edit checkbox. Doing so will create and apply tax charges, as well as apply certifications, Circuit Breaker 

payments and tax cancellations. 

OVER/SHORT AMOUNTS 

The Circuit Breaker payment process uses the Over/Short amounts in the Tax Admin Schedule table. 

Look at the amounts currently being used, and decide if you want to use the same amounts for Circuit 

Breaker payments received from the State Tax Commission. 

(Tools | Table Maintenance | Treasurer | Admin Schedule) 

 

Over/Short Amounts Okay 

If you want to use the same amounts that are already in the table for over/short, skip ahead to Apply 

Auditor Charge below. 

Change Over/Short Amount 

If you are going to use different amounts for this process, you will need to change the over/short table 

amounts. Since this is the same table that is used for payment processing, no payments should be 

entered until you are finished with this step and have reset the over/short amounts. 

Highlight the record you want to change on the Tax Admin Schedule grid. Enter the new amount at right 

and click Apply. Repeat as needed for any property types to change. If you do not want to apply this 

adjustment to a specific property type, enter zero for the over/short amount for that type. 
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APPLY AUDITOR CHARGE 

(Tools | Misc | Auditor Charge) 

Run the Build Auditor’s Tax Charge process again, this time without checking the Edit checkbox. Doing 

so will create and apply tax charges, as well as apply certifications, Circuit Breaker payments and tax 

cancellations. 

 

1. Edit Make sure checkbox is NOT checked 

2. Year Enter current tax year 

3. Roll Select Primary roll 

4. Packets * CB 1st Half Packet number to apply 1st half payments to 

5.   CB 2nd Half Packet number to apply 2nd half payments to 

6.   Adjustment Packet number to apply tax cancellations to 

7. Submit Click Submit button to begin processing 

* Packets: The packets for use here should have been created during the Create Tax Packets step 

earlier.  The packets must be assigned to a user, and NOT posted. 

A message will display asking you to confirm your intent to run the program. You’ll then be prompted to 

run it in either batch mode (overnight) or immediately.  

If you run it immediately you will receive a confirmation message upon completion.  

If you submit this to run overnight, check the next morning to see if the job is complete. If needed, 

contact our Help Desk for assistance. 

Balance Tax Charge Reports 

Print the Treasurer’s Tax Charge report (see Summary Report on next page) and balance it to the 

Auditor’s Tax Charge report (the one you balanced to the abstract earlier). If the reports do not balance, it 

may be because the batch job is still running. The report will also list the tax cancellations made during 

the Auditor’s Charge process. Balance the “Adjustments” line to the Tax Cancellations Listing (refer to 

Tax Cancellation documentation for printing instructions). 

Once the reports balance, the Auditor’s Charge process is complete, and can be certified to the Treasurer. 

RESET OVER/SHORT AMOUNTS 

After completion of this step, return to the Tax Admin Schedule and reset any over/short amounts that 

you changed. Once this is done, you can continue processing payments for prior tax years. 
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SUMMARY REPORT 

(Tools | Misc | Tax Charge) 

The Treasurer’s Tax Charge report shows summary amounts by property type for tax charge, adjustments, 

Circuit Breaker payments and pre-payments. As you work through the remaining steps in the tax charge 

process, this report will show the results of each one when it is completed. When all processes are done, it 

will show the final numbers for the assessment roll you are working on. 

 

1. Click on Print/View Reports 

 

1. Select Report Choose Tax Charge 

2. Year Enter the tax year you are working on 

3. Assessment Roll Select the assessment roll you are working on 

4. Buttons Click View or Print to generate the report, Cancel to exit 
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CERTIFY TAX CHARGE TO TREASURER 

The Auditor’s Tax Charge process is complete once the Treasurer’s tax charge report above balances with 

the Auditor’s tax charge report. You can now print final tax charge reports. 

Print Reports 

(Tools | Misc | Auditor Charge - lower portion of screen shown here) 

 

1. Select Report Click radio button for Tax Charge 

2. Year Enter current tax year 

3. Property Type Select *ALL 

4. Occupancy Select Non-Occupancy 

5. Assessment Roll Select Primary roll 

6. Buttons Click on Print or View to create report 

 

Repeat these steps, changing step 4 to Occupancy. 

Certify Charge 

These reports provide a place for the Auditor to sign, certifying the tax charge. Both occupancy and non-

occupancy charges need to be certified to the Treasurer, who will then complete the tax charge process. 
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TREASURER’S TAX CHARGE 

REVIEW RECAP REPORTS 

(Tools | Misc | Tax Charge | Print/View Reports) 

Before proceeding with the Treasurer’s tax charge, there are two reports that should be reviewed and any 

issues dealt with. These reports should be used to verify charges and payments that have been applied in 

preceding steps. 

 

1. Select Report Choose the report you want to work with (see below for 

descriptions of each) 

2. Year Enter the tax year you are working on 

3. Buttons Click View or Print to generate the report, Cancel to exit 

Certification (Cert) Listing 

Lists actual tax certifications charged. Verify that the certifications listed and their totals are what you 

expected before proceeding.  

Circuit Breaker Listing 

Lists actual Circuit Breaker payments applied. Verify that the parcels, first and second half payments, and 

totals are what you expected before proceeding. 
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PRE-PAYMENTS 

During the Treasurer’s tax charge process, you will be applying pre-payments.  

At this point all packets with pre-payments must be posted.  

Apply Status and Payer Intention must be reviewed before continuing to ensure that payments and 

excess/shortage amounts are processed as you intend. 

Apply Status 

Apply Status determines what will happen to any excess money when a pre-payment amount exceeds the 

actual tax charge. 

 Push (default) Excess is entered as a pre-payment for the next tax year 

 Refund A refund will be created in the payment packet 

 Sub-Roll Pre-payment is not processed in this tax charge. Refer to 

“Miscellaneous Post-Charge Steps” at the end of this document for 

instructions on changing it for the next tax charge. 

The payment is essentially “on hold” until you decide to include it in a 

charge process. This allows you to set aside pre-payments made for taxes 

that will be charged on a future roll. 

 Applied The pre-payment has been applied during a tax charge. This status is set 

by the program. Do not manually assign this status to any payments. 

Payer Intention 

Payer Intention is specified when each pre-payment is entered into the Property system. By default 

payments are marked as Partial. You have the option to change that to Full on manufactured and personal 

property parcels, indicating that you are accepting payment of the estimated amount as payment in full, 

regardless of what the actual tax charge ends up being. 

If the pre-payment amount exceeds the actual tax charge, the Apply Status mentioned above will 

determine how the excess is handled. 

If the pre-payment amount is less than the actual tax charge, the Payer Intention will determine how the 

shortage is handled. 

 Partial (default) Shortage will be billed 

 Full Shortage will be written off as an adjustment 

SINGLE PAYMENT SCREEN: 
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MULTI-PAYMENT SCREEN: 

 

Changing Status or Intention 

Once a pre-payment has been made, both the Apply Status and Payer Intention can be changed as needed. 

This is done on the Tax Master screen by clicking on the Pre-Paid tab and scrolling to the right.  

After making a change, be sure to click the Apply button at upper left of grid to save the change. 

 

Note: Do not manually change any payments to “Applied.” This is for program use only. 

Review Pre-Payment Reports 

(Tools | Misc | Tax Charge | Print/View Reports) 

These reports should be used in preparation for applying pre-payments later in the process. 

PRE-PAID LISTING  

Lists payments that will be posted. Pay particular attention to the Payer Intention and Apply Status as 

these will determine how any excess or shortages will be applied. 
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PRE-PAID EXCEPTION 

Lists pre-payments, indicating any difference between the payment and tax charge, as well as other 

exceptions. You should review any parcels showing an excessive over-payment amount to decide if it 

should be refunded rather than pushed to the next tax year, and change the Apply Status if needed. 

 

Exceptions are explained on the last page of the report. 
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TREASURER’S TAX CHARGE 

(Tools | Misc | Tax Charge) 

 This screen is used to complete several different processes. Each function is explained below in the order 

they are to be completed. Each one requires you to enter the year and roll that you want to work on. 

Tax Charge Status 

This section will show you the current status of the tax charge process. As each step is completed, the box 

next to it will be checked. 

 

Apply Reductions 

This process will apply pre-payments and any adjustments resulting from short pre-payments that have a 

payer intention of full. 

 

 Packets * Pre-Paid Pmts Packet number to apply pre-payments to 

Pre-Paid Adj Packet number to apply pre-payment adjustments to 

 Submit  Click Submit button to process 

* Packets: The packets for use here should have been created during the Create Tax Packets step 

earlier.  The packets must be assigned to a user, and NOT posted. 

A message will display asking you to confirm your intent to run the program. You’ll then be prompted to 

run it in either batch mode (overnight) or immediately.  
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If you run it immediately you will receive a confirmation message upon completion. 

If you submit this to run overnight, check the next morning to see if the job is complete. If needed, 

contact our Help Desk for assistance. 

 If the report in the next step does not have totals for Pre-Paid Payments, or the totals are less than 

expected, it may be because the batch job is still running. 

REVIEW TAX CHARGE REPORT 

Print the Treasurer’s Tax Charge report (see Summary Report on page 11). The Pre-Paid Payments line 

will show the results of this step. Compare this to the pre-paid listing printed earlier. 

 

Cost Adjustments - OPTIONAL 

This is an optional step. It allows you to prevent bills from being sent out with small amounts owing. You 

determine the amount to use, and can have a different amount for each property type (real, manufactured, 

personal, public utilities), or apply adjustments only to some property types and not others.  

It uses the current tax charge due (after any payments and/or adjustments made in previous steps). If that 

amount is less than or equal to the amount in the over/short table, an adjustment will be made in the same 

adjustment packet that was used during the Auditor’s tax charge. 

If you do not want to apply this adjustment, skip ahead to Assign Bill Number on page 21. 

OVER/SHORT AMOUNTS 

This process uses the Over/Short amounts in the Tax Admin Schedule table. Look at the amounts 

currently being used, and decide if you want to use the same amounts for this adjustment. 

(Tools | Table Maintenance | Treasurer | Admin Schedule) 

Over/Short Amounts Okay 

If you want to use the same amounts that are already in the table for over/short, skip ahead to Apply 

Adjustment below. 

Change Over/Short Amount 

If you are going to use different amounts for this adjustment, you will need to change the over/short table 

amounts. Since this is the same table that is used for payment processing, no payments should be 

entered until you are finished with this step and have reset the over/short amounts. 

Highlight the record you want to change on the Tax Admin Schedule grid. Enter the new amount at right 

and click Apply. Repeat as needed for any property types to change. If you do not want to apply this 

adjustment to a specific property type, enter zero for the over/short amount for that type. 
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APPLY ADJUSTMENT 

 

Click Submit button to process cost adjustments. 

A message will display asking you to confirm your intent to run the program. You’ll then be prompted to 

run it in either batch mode (overnight) or immediately.  

If you run it immediately you will receive a confirmation message upon completion. 

If you submit this to run overnight, check the next morning to see if the job is complete. If needed, 

contact our Help Desk for assistance. 

 If the report in the next step does not have the correct totals for the Adjustments line, or the totals 

are less than expected, it may be because the batch job is still running. 

REVIEW TAX CHARGE REPORT 

Print the Treasurer’s Tax Charge report (see Summary Report on page 11). The Adjustments line will 

show the total of the tax cancellations from the Auditor’s Tax Charge, as well as cost adjustments you just 

applied. 

RESET OVER/SHORT AMOUNTS 

After completion of this step, return to the Tax Admin Schedule and reset any over/short amounts that 

you changed. Once this is done, you can continue processing payments for prior tax years. 
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Assign Bill Number 

 

Click Submit to assign bill numbers.  

A message will display asking you to confirm your intent to run the program. You’ll then be prompted to 

run it in either batch mode (overnight) or immediately.  

If you run it immediately you will receive a confirmation message upon completion. 

If you submit this to run overnight, check the next morning to see if the job is complete. If needed, 

contact our Help Desk for assistance. 

 The Tax Parcel Count below will assist you in knowing when the batch job is complete. View it 

the next workday after submitting the job. If the totals do not match, the job may still be running. 

TAX PARCEL COUNT 

(Tools | Table Maintenance | Treasurer | Tax Parcel Count) 

 

Enter the year you are working on and click OK button. 
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This screen shows totals for each roll for the year you entered. The difference between beginning and 

ending bill numbers should equal the number of parcels on the roll. 

1. Subtract the Beginning Bill # from the Ending Bill # and add one 

2. Add up the Real (count), Personal Property (count), Manufactured (count) and Public Utilities 

(count) 

3. The two numbers should match 

Note:   Tax Charge 

+ Certification Charge 

- Circuit Breaker Payments  

- Pre-Payments 

- Adjustments (Cancellations and/or Cost Adjustments) 

= Taxes Due 
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Build Bills 

This process will create the files that are used to print bills. The same files are used to print in-house or 

using a print vendor. 

A date is required for this process. It has to be at least one day later than the date you applied 

reductions. 

 

Click Build Bills to submit this job. 

A message will display asking you to confirm your intent to run the program. You’ll then be prompted to 

run it in either batch mode (overnight) or immediately.  

If you run it immediately you will receive a confirmation message upon completion. 

If you submit this to run overnight, check the next morning to see if the job is complete. If needed, 

contact our Help Desk for assistance. 

 

Print Tax Bills 

Refer to Tax Bills documentation for instructions on printing tax bills. 

Documentation Reference: Name: Tax Bills 

 Section: All 

NOTE: If you have any districts (county or cities) participating in the CARES Act Savings program AND 

you outsource printing, contact CAI Help Desk for assistance exporting the Savings Export File to send to 

your printer.  
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Close Roll 

 

Closing the roll is done only after all previous steps have been completed and sample bills verified and 

approved. Payments on the new tax charge cannot be made until the roll is closed. We recommend that 

this be done the day your bills go in the mail. 

This process will write the tax charge amounts to the General Ledger. Upon completion of this step, you 

will be able to begin applying payments. 

Click Close Roll to process this job. 

A message will display asking you to confirm your intent to run the program. You’ll then be prompted to 

run it in either batch mode (overnight) or immediately.  

If you run it immediately you will receive a confirmation message upon completion. 

If you submit this to run overnight, check the next morning to see if the job is complete. If needed, 

contact our Help Desk for assistance. 
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Tax Year Update 

Update the years that indicate the current tax, assessment and tax deed years. Assessment year is normally 

the same as the new tax year. 

(Tools | Table Maintenance | Treasurer | Tax Years) 

 

1. Years Enter the tax, assessment and tax deed years 

2. Apply Click Apply button 

3. Exit Click X in upper right corner to exit 

Turn Charge to Clerk 

Print the tax charge from the General Ledger and turn it to the Clerk. 

 

1. Select Report Choose Tax General Ledger Summary 

2. Date Equal To Enter the date you ran the Close Roll process above 

3. Year Range Enter the tax year you are working on in both fields 

4. Tax Roll Select the roll you are working on 

5. Process Code Select Tax Charge 

6. Buttons Click on Print or View to generate the report 
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MISCELLANEOUS POST-CHARGE STEPS 

The following steps should be completed only after the tax roll has been closed. 

PUBLIC UTILITIES 

The Property system provides you with a consolidated tax bill for public utilities that can be used rather 

than sending individual tax bills for each parcel. This is optional. If you prefer, you can print regular tax 

bills for each parcel. The program also allows you to create labels for use when mailing the consolidated 

tax bills. One label will be produced for each separate owner. Labels print three across and 10 down for a 

total of 30 labels per page. 

In addition, the State Tax Commission requests that an annual operating property report “YR011 – Utility 

Tax Report for Non-UAD” be sent to them after taxes are calculated. 

Documentation Reference: Name: Public Utilities 

 Section: Tax Charge 

PERSONAL PROPERTY TAX CHARGE 

(Tools | Misc | Tax Charge | Print/View Reports) 

The State Tax Commission needs a report listing tax charge by primary owner for the primary and first 

sub roll totals. It is to be submitted after the first sub roll charge only. 

 

1. Select PP Tax By Name 

2. Enter the current tax year 

3. Click Print or View to create the report, Cancel to exit 

4. Export report to spreadsheet (format spreadsheet with headings before sending to STC) 

Send spreadsheet to Gary Houde at the State Tax Commission. Do not send in PDF format. 
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COPY LEVIES TO NEXT YEAR 

Levies should have been copied to the next year as part of the Tax Charge Preparation steps. Complete 

this process now if it hasn’t already been done. If you have already copied, repeating the process will not 

cause any harm. 

Documentation Reference: Name: Copy Processing 

 Section: Final Levy Copy 

MORTGAGE COMPANY FILES 

(Tools | Batch Processing | Treasurer | Tax Unpaid) 

Mortgage companies typically need new unpaid and tax information files once the new charges have been 

applied. If necessary, complete the following steps. This should only be done AFTER the roll has been 

closed. 

1. Build Tax Unpaid File 

2. Build Tax Information File 

3. Export Tax Unpaid File   

Documentation Reference: Name: File Transfers 

 Section: Tax Unpaid 

4. Export Tax Information File 

Documentation Reference: Name: File Transfers 

 Section: Tax Information 

TAX CHARGE PACKETS 

Several packets were used during the tax charge process. Use the following guidelines to decide when to 

post those packets. 

Do not make any reversals or adjustments in tax charge packets.  

Circuit Breaker Payment Packets 

Two packets were created for Circuit Breaker payments, one for each tax half. 

Do NOT post these packets until each payment is received from the state. Upon receipt of each half’s 

payment, the corresponding packet should be posted at that time and included in that month’s distribution.  

Other Packets 

Packets were created for pre-payments, cancellations and cost adjustments (some of these were optional; 

you may not have all of them).  

It is recommended that you post these packets before proceeding with any further actions. 

PRE-PAYMENTS WITH SUB-ROLL STATUS 

If you had any pre-payments with a Sub-Roll Apply Status, they were not processed in this tax charge. If 

you want them to be applied during the next tax charge, you should review those payments and update the 

Apply Status to either Push or Refund. 


