
Agenda

9:00 – 9:30 Registration and Coffee

9:30 – 10:30 Parcel Transfers and Subdivisions

10:30 – 10:45 Quick Break

10:45 – 11:15 Covenant Restricted Housing

11:15 – 12:00 Change of Appraisal Process

12:00 – 1:00 Lunch

1:00 – 2:00 Current Use – Best Practices

2:00 – 2:30 Cloud Computing vs Local PC / Network

2:30 – 3:00 How to incorporate PDF Files to keep track of your Grand list

3:00 – 3:30 State Payments on parcels without Homestead Dec

















Change of Appraisal Process
Change of Appraisal Process and Tracking your changes.  Begin by printing your 411 report before
making any changes for a given year.  Below is a sample 411. Notice there is no values in the
Homestead Column. Do you know why?



Change of Appraisal Process
Next change a value on a parcel on the Parcel Maintenance screen as seen below. You will be
prompted to flag the parcel for a Change of Appraisal notice at this time.  If you are using the MSOL
CAMA program then all value changes will be automatically updated and the Change of Appraisal
flag will be turned on as well.

Original Parcel Value

Move to the ‘Chng Appr/Contracts
Farm’ Tab and Add a comment as
seen here.



Change of Appraisal Process
Run a new 411 report after you change.  You will notice when you compare the new 411 to the
original 411 on page one of this document that the ‘R2’ Category has increased by 55,700.  The
reason for the change is the parcel that was edited on page two.



Change of Appraisal Process
Moving to the Reports menu of the Grand List program there are 2 reports we can use to identify
changes that we have made throughout the year.  The first one is ‘O Comparison Reports’  the other
is the ‘7 Grievance Processes’.



Change of Appraisal Process
‘O COMPARISON REPORTS’: Comparison Reports compare the grand list you are working in to
any other grand list you have listed on your ‘Entity Maintenance’ screen.

Below is what the Real value comparison report looks like.  This is showing us the 1 parcel that we
made a value change to on page two of this document.  If a parcel appears on this report then we
should also see it when we run the ‘7 Grievance Processes’ Reports.

Or select another grand list entity you
wish to compare your data with.
Simply highlight the Entity number by
clicking on it as seen here.  Entity 80 is
the entity selected in the example
below.

Select what comparison report you
would like to see.  In this example
we selected the ‘Real Values’.



Change of Appraisal Process
‘7 Grievance Processes: This option allows you to see all parcels that have been flagged for a
‘Change of Appraisal Notice’ or ‘Result of Grievance Notice’

Here is what the ‘Report’ for the Action ‘Initial Notice of Change’ would look like. Itshows use the
same parcel that we saw on our comparison report on the previous page.

1. Action – you select here will dictate what reports and
notices will print or display.  For instance currently
‘Initial Notice of Change’ is selected therefore when
you select an item under ‘Format’ it will print a
Grievance Report, Grievance Notice, or Certificate
of mailing.

2. Action - If you choose Result of Grievance then
when you make a selection under ‘Format’ they will
relate to the Results of grievance report, Result of
grievance notice, and Result of grievance cert of
mailing.



Change of Appraisal Process
Change of Appraisal Notice – Select the Format type to ‘Notice’ then click on the ‘Edit Selected
Notice’ button to the right.  The software allows you to save multiple notices.  As you can see here
there is a ‘Change in Appraisal’ notice and a ‘Personal Property Notice Style’

When you click on the ‘Edit Selected Notice’ button the window appears below.  It allows you to edit
various pieces of your notice.  The Section 1 tab is the top portion of the notice, Section 2 is the
middle section, and Section 3 is the bottom portion of the form.



Change of Appraisal Process
This is what the Change of Appraisal Notice looks like.  It is designed so the Name and Address will
fold and appear in a standard # 10 window envelope. You can see how the areas you edited on the
Section 1,2, & 3 tabs on the previous page will appear on 1 page.
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3. Enter your remarks in the
corresponding comment areas.

In this example we only approved the
Real value changes and only have a
remark in the Real value comments
section.

Result of Grievance

.

Once the Change of Appraisal hearings are over you may print a 'Result of
Grievance' letter for the appropriate parcels.  This is done on the ‘Parcel
Maintenance’ ‘Appraisal Change / Contracts and Farms’ tab. As seen in the
picture below.

1. You will notice that there are 3 separate Grievance flags and 3 separate Results of
Grievance radio buttons.  They are circled below.  1 for Real value changes, 1 for
Homestead changes, and 1 for Housesite changes.  You must make a selection in
each area in order for that value to be present on the result of grievance notice.

2.  DO NOT REMOVE your original grievance flag….

4. Only do this step if you are linked to the Microsolve Cama software.  This routine
will move all of your current values to the previous value fields for those records
that were flagged as ‘Approved’ for a result of grievance. Now you can import
your revised cama values for the appropriate parcels.

A. On the main menu select the ‘Annual Rollover’ button
B. Check the box under ‘Perform on Results of Grievance Approved ONLY’
C. Check the box under ‘Perform Now’

LEAVE ALL OTHER CHECK BOXES BLANK AT THIS TIME.
D. Press the ‘Ok’ button
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5 Now go to the 'Grievance Process' report option on the 'Reports' menu and click on the
'Grievance' tab.  Select the 'Result of Grievance' option next to Action and ‘Notice’ next to
Format as seen below.  Then begin printing your Result of Grievance notices.

6. Below is a sample of the ‘Result of Grievance’ letter.  When folded properly the name and address will fit in a
standard number 10 envelope.


