Transfer Individual Adjustments

From the Grand List into Tax Admin


When a parcel has a change in tax amount because of an Error & Omission or a late filed hs 122 declaration you can now transfer that individual parcels adjustment to Tax Administration instead of manually making the adjustment.  The steps below show you how to use this procedure.  You can send multiple adjustments to tax administration as well using the following steps.


In this example we will adjust a parcels value and print an adjusted bill and transfer the adjustment to tax administration.
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1. We adjusted the parcels value from 223,800 up to 231,800 due to an E & O.  This would normally be done by the Listers / Assessors.





2. When you return to the ‘Main Menu’ there will be a red alert that states the number of parcels that need a revised bill. Left click on this alert to view a report of the parcels that need revised bills.





3. Go to the ‘Reports’ menu and select ‘Print Adjusted / Revised Bill’  Follow the prompts and print the revised tax bill for the appropriate parcel.





ORIGINAL TAX BILL


4241.91





REVISED TAX BILL


4393.54


A 151.63 dollar increase in taxes due





4. Once your revised bill has been printed click on ‘A. Transfer to Tax Admin’ on the ‘Main Menu’.





5. Make sure this box is checked.  Un checking this box will transfer all parcels to Tax Admin.





6. Press the ‘Ok’ button to transfer any parcel that has an adjusted tax amount.  In our example it will only be 1 parcel.





7. Press the ‘Yes’ button to proceed with transfer.





9. Press ‘Ok’ and then open your Tax Administration program.





10. You will be prompted to select a tax year when you enter the Tax Admin program.  In this example we want to transfer the adjusted parcel into the 2007 tax year.





11. Preview the Transfer before receiving the new data.  Make sure it matches the transfer report in step # 8.  If it does then click on the ‘Receive Now’ button.  If it does not then review report to identify the discrepancy.





NOTE: Leave checkbox blank unless you want to change all of the historical tax years to display the 2007 parcel owner.





12. This warning is just a double check to make sure you really want to update the taxes for this parcel in this tax year.  Press ‘Yes’ to continue.





13. Press ‘Ok’ once the transfer is complete.





14. To see your adjustment go to the ‘Reports Menu’ and select ‘Detailed Transaction’ report for the appropriate parcel and tax year.  And you can see the 151.62 increase to this parcel has been applied.  Also run a ‘Status’ report for all parcels it should match your tax boo summary in the Grand List.





8. This report shows all of the parcels and the amounts of the adjustments being made to the NEMRC Tax Admin program.








