NEMRC Transfer/Split
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The Parcel Transfers/Split Process

Keep Track of Your Transactions.
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To begin entering your property transactions, click on the Parcel Transfer button on the Main Menu.
After the Transfer File Maintenance screen is displayed use this handout or the instructions on the screen to
guide you through this process.

If this is a parcel transfer
you will be brought to the
Parcel Maintenance
screen. Enter in the new
owner information, and
then click on the Ok
button to return to this

> Transfer

» Splitis used for sub-divisions (when only a piece of a parcel is

being sold.)

Input the transaction information about the parcel in the available fields.

A) When entering new Transfers/Splits leave the 'Add' button checked as
seen below. Next select the transaction type (Transfer or Split).

is used when entire parcel is being sold.

screen. Now proceed to
step E.

B) Find the parcel that you want to
split or transfer.

A

7 N

W T[anSmeimcnmch
Step 1: Choose add or edit @ add

Step 2: Select Transfer or Split, then enter the transaction information below.

Saleiclose date

Transfer 1D

Valid/invalid Price Reason
Miscellaneous Info 1

Miscellaneous Info 2

This Step is only used when
Splitting Parcels!

Edit

0222013
2012-001

Date recorded | 02/05/2013 LR Book 001

Sale Price 80,000.00 ||| Valid

10 AC SUBDIMISION

Step 3. Select the parcel that is being split or transferred.

~ Parcel #
Owner 1

To Parcel(s)

Step 4: Arrow down or click on the next available line and enter the new pa

5

A 80006 o 0029

Parcel 1D Ma

C) Enter the New Parcel Id in the
next available space below the
original Parcel id.

AADODE 0029 DEMPSIJULIUS

N

Transfer (@ Split
Page{s) 100-110

o [-E)- e

This section
only displays
on the screen
when you
choose the
Split Parcel
option.

A\

P

>

—

D) If you are doing a parcel split
click on the modify button to
advance to a blank Parcel
Maintenance screen. Fill in the
data and click on the Ok button
to return to this screen.

Note: Use the modify button to
return to the Parcel
Maintenance screen if
needed. This works for both
Parcel Splits and Transfers.

Step 5: Arrow dof
Click on the Ok button

lick on the parcel id above, then click on the "Modify" button to enter the parcel data.

save your changes. To edit a parcel click on the Modify button.

| Save |

| Modify |

r

E) After you have returned from the Parcel
Maintenance screen, click on this Save
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Dealing with Contiguous Parcels
Contiguous parcels — are defined as parcels that touch each other and the ownership is in the same name.
When this happens both parcels must be combined together and taxed as one parcel. The instruction on this

page shows you how to correctly use the ‘Contiguous Parcel’

field located on the Parcel Maintenance screen.

Step 1: Choose add or edi
Parcel Transfers’ P

Miscellaneous Info 2

Parcel #
Owner 1

To Parcel(s)

Step 2: Select Transfer or Split, then enter the transaction information bel&g Transfer @ Spli

2. Select ‘Add’ and ‘Split’ as seen on . P—
this window. Transfer I | 2012-001

3. Enter all of the Transfer Validfinvalid Price Reason
Information

Miscellaneous Info1 10 AC SUBDIVISION

Step 3: Select the parcel that is being split or transferred.

Step 4: Arrow down or click on the next available line and enter the new parcel id(s).

Here is a tax map where the owner of the parcel on the left is going
to sell 10ac of land to the property owner of the parcel on the right. ,‘
So the 10ac subdivision of land will become contiguous with | \
parcel AA0007.0029 on the right. Below is the procedure to ‘ \
follow. /// i\
1. Create the new subdivided parcel l e el Mo !
2. Then Inactivate the new parcel and combine the 1 N \
acreage to the parent parcel ‘AA0007.0029’ in this A\A«w : 5& AAOS}(;Z'?OB
example. | AA0006.0029 1
3. Reduce the acreage of the original parcel | iR \
‘AA0006.0029’ in this example. l\ \
lg /
IL//
|
1. On the ‘Main Menu’ select ‘4. WTransfer File Maintenance (=] @

2 Add Edit

Date recorded | 02/05/2013 LR Book | 001

80,000.00 ||| Valid

Page(s) 100-110
Sale Price

Parcel I MName P
AADODOB 0029 DEMPSI JULIUS
AADODOB 0291 LAUNDRY ALFRED AND WILMA

—

Enter the new owner and parcel
information as well as the acreage on the
new subdivided parcel.

Inactivate this parcel because it will be taxed
with the parcel it is contiguous with.

Contiguous Parcel Information

Step 5: Arrow down or click on the parcel id above, then click on the 'Modify’ button to enter the parcel data.
Click on the Ok button to save your changes. To edit a parcel click on the Modify button.

Enter the main parcel id that this parcel is
contiguous with as seen here. You will see
the owner, status and acres of that parcel
appear.

Click the Save button to save your changes
and return to the Parcel Transfer window.

. LAUNDREY ALFRED AND WILMA

Url e e Parcal last updated on: | /

Parced Value/Exempt Misc/Acres Notes&Fess PmtTax Chg Appr. Contracts Fanm HE-122

| Parcel# [anp006 |- [0291 | (Fing| [Real - INACTIVE PARCEL
Owner 1 LAUNDRY ALFRED AND WILMA d| Parcel Status |Inacti'.re El
Owner 2 Find| Tax status [T EI
Address 1| 7 ANDY AVENUE
eaddisss.g

City/StZip | ANYTOWN T 05555

Catego W -

Location A Find gory W
Location B Find Qumer T EI

e iniy s Find
911 Loca. [ ANDY AVE Fing| Tot Acres 10.00
Tax Map - Contiguous Parcel Information

AADDODT 0025
Prop.Desc.| LAND Find Parcel#
A e A
SPAN Find Owner 1 LAUNDRY ALFRED AND
Parcel Status Active
/ Tot. Acres  60.00
Save Cancel | | Close | | Print

el
Eﬁll}'[u\"llﬁb LINICu Jialina LisL — —J [
Parcel Maintenance AA0006-0291

Delete i
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Highlight the original parcel and click on the
Modify button. Reduce the total acreage for
this parcel and save that change. In this
example the original parcel was 100 acres
and they sub divided 10 acres off of that.
Therefore this parcel now contains 90 acres.
You will have to adjust the acreage in your
appraisal program manually and generate a
new value for this parcel as well.

Click the Save button when you return to the
transfer screen.
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Transfer (@ Split
Page(s) 100-110

W Transfer File Maintenance

Step 1: Choose add or edit (@ Add Edit
Step 2: Select Transfer or Split, then enter the transaction information below.
Salelclose date | 01/22/2013 Date recorded  02/05/2013 LR Book 001
TransferID | 2012-001 Sale Price 80,000.00 | |¥|WValid
Validfinvalid Price Reason

Miscellaneous Info 1 | 10 AC SUBDVISION

Miscellaneous Info 2
p 3: Select the parcel that is being split or transferred.
Parcel # AADDDE = 0029

Step 4: Arrow d or click on the next available line and enter the new parcel id(s).

Parcel 1D Name -

AADDDE 0029 DEMPSI JULIUS
AADDDB 0291 LAUNDRY ALFRED AMD WILMA

Once you finish editing your
parcels, click on the Save button
to save those changes.

The program recognizes that the
new parcel is contiguous with
another parcel.

Click the Yes button to edit that
parcel and add 10 acres and Save
that change. Remember you will
have to change the that parcel
accordingly in your appraisal
software.

When you return to the Transfer
screen select Save and decide
whether or not to record another
transfer.

\ Step 5: Arrow down or click on the parcel id above, then click on the 'Modify" button to enter the parcel data.
\Click on the Ok button to save your changes. To edit a parcel click on the Modify button.

o [E)-nes

Transfer @ Split
Page(s) 100-110

W Transfer File Maintenance

Step 1: Choose add oredit (@ Add Edit
Step 2: Select Transfer or Split, then enter the transaction information below.
Salelclose date | 01/22/2013 Date recorded (02/05/2013 LR Book 001

Transfer 1D 2012-001 20,000.00 | || Valid
I -
‘1

Sale Price

Validlinvalid Price
Miscellaneod NEMRC Fund Accounting

Miscellaneol

Step 3: Select
Parg|, During the transfer you indicated parcel AA0006-0291 is
Ownl| ¢ . contiguous with AAQ007-0029 do you want to do maintenance
To P on that parcel now?
p 4: Arrow

Yes

Step 5: Arrow down or click on the parcel id above, then click on the "Modify' button to enter the parcel data.
Click on the Ok button to save your changes. To edit a parcel click on the Modify button.

[ Moaiy | [ Cancel |

o [EfS

Transfer @ Split
Page(s])| 100-110

W Transfer File Maintenance

Step 1: Choose add oredit @ add Edit
Step 2: Select Transfer or Split, then enter the transaction information below.
Salelclose date  01/222013 Date recorded | 02/05/2013 LR Book | 001

Transfer ID | 2012-001 Sale Price 80,000.00 ||| Valid
Validfinvalid Price Reason
Miscellaneous Inf—=
Miscellaneous inf MEMRC Fund Accounting u"”"

Record Another Transfer?

Step 4: Arrow down

m
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e 5 T, -

: Parcel | Value/Exempt || MisciAcres || Motes&Fees || PmuTax || Chg Appr. Contracts Famm || Xfers || Contg || HS-122 Respp
Parcel# [ an0006 |- [0281] ‘Real  [¥] INACTIVE PARCEL
g Owner 1 LALUNDRY WILMA Parcel S‘h‘llls
B Owner 2 Tax status
| Address 1| 7 ANDY AVENUE
Address 2
Ul cityistiZip | anvTown | |vr | | 0ssss
' | Location A Category | w_[¥]
' | Location B Owner T =]
| Location C
911 Loca. 6 | | anDvave - Tot. Acres
| Tax map —Contiguous Parcel Information——
Prop.Desc. LAND (FEEs
SPAN 599.201.14059 Owner 1 LAUNDRY ALFRED AND
| Parcel Status Active
& Change Parcel D Tot. Acres  §0.00
Save =< Prev Hext == Cancel Close Print Delete
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Parcel Transfer/Split Cont.
Review Data Entry with Transfer Report.

Once you have entered some of your property transactions, you can run the Parcel Transfer report to
help you track the parcels that have been entered into the computer. From the Reports Menu select the
Transfer Report button. The Transfer Report Options window will come into view. This report is driven
by the Date to Record Transfer field located on the Transfer File Maintenance window (refer to the
illustration on the previous page). Therefore, you could run this report daily, weekly, or monthly depending
on how many transactions you have to deal with. Enter a handful of transfers, then run this report on a small
date range. Next, compare the report against the property transfer cards to ensure that there were no data entry
errors. If you do find discrepancies between the property cards and the transfer report you can correct the
error immediately. Below is an illustration of the Transfer Report Options window. Simply enter a date
range and select Detail or Summary. After you have made your selections you can click on the Print button.

5 Transfer Report Options E

Transfer Date Range (Blank for All}
IEIS.l'EH 2002 -] |E|3.f31 f2002

™ Report Summary

Preview

Print

Cancel

Below is an example of a Detailed Transaction Report for one parcel.

asToacas-1 LTS - ' o T == =0 ' ' oo s TEAT as. 7oo
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Editing Parcel Transfers / Splits

1) Select 'Edit' as seen below to edit a property 2) Enter the sequence number of the
transfer that you previously entered. transfer below. The Sequence Number
must be obtained from the 'Parcel

Maintenance' Transfer' Tab or the
Property Transfer’ report at this time.  [Z[5I%]

File Edit Window Help The illustrations on the next page will
show you where you can find the
seauence numbers.

B £
- . Step 1: Choose add or edit " add " Edit  then select a sequence number i—EI | e
: Step 2: Select Transfer or Split, then enter the transaction information below.
Date to Record Transfer | 0341852002 Land Record Book |21 4 Page I 44
= Transfer Parcel | Transfer ID 234 Sale Price Im v walid
" SplitParcel Miscellaneous Info 1 |

Mizscellaneous Info 2 |
Step 3: Select the parcel that is being split or transferred.

RN Parcel # 0STO1005 - |1 Find |
iy, 9 Owner ‘1 SHUFELT JAMES L JR Fir | §
To Parcel{s) 0STO01005-1
TAYLOR JAMES

3) Edit any of the fields
on this screen that might
be incorrect or press the
'Modify' button to
correct any parcel

iy information that might

: need to be corrected.

Press the 'Ok’ button to
Click on the Ok button to save your changes. To edit a parcel click on the Modify button.] ggye your Changes_

ok | Modiy cancel | .

4) If this is a current transaction you are editing you will be
asked the following question seen below. "Yes' will update
your current Grand List with the changes you are making.
‘No' will update the historical Grand List file and not
change the current Grand List'

HEMRC Fund Accounting |

& Do you want ta zend your changes ko the Current Grand List?




NEMRC Transfer/Split 8/12/2016 Page 7 of 7

Locating Sequence Numbers for Parcel Transfers

o Grand List-NEMRC HE E
File  Edit Window Help

Y LUDLOW Grand List [H[=] E3

| o 0STOLOD0S-1 District Differertial %
o .Eg{,lﬁg}. llu\gg_i.l}tenance JOHNSON JASTON TEST m r O
. : Parcel last updated on: / f In: MAIN Only
el | Mizcibores | Fees and Motes | PaymentiTax Dats | Appraizal Change/Cortract 2 SIS Transfers :
Seqno \(ype PrevioLis Chwener Price at Sale{Book Page Diate \ “Walid - A) From the Parcel
10 TAYLOR JAMES JOMNES 110000 .00]300 144 naz0i2002 Y v . . .
a |7 SHUFELT JAMES L JR 110000 00215 a7-aa | [osmemonz | v Malnte'pance WmldOW’ click
17 SMITH CARL 110000.00 |4t 12 oaror2002 J) v on the "Transfer' tab. The
A 4 sequence number is located
B on the left side. Also note
the date the transfer was
recorded to make sure you
get the correct transfer
sequence number to edit.
s Y | L
B Ty |
1 ;IJ
Save << Prev Next == Cancel | Close I Print Delete |
File Edt ‘Window Help =181 x|
_ Prirt Preview [x] =
4 <] m| > ] [roo =B
03 /20/2002 LUDLOW Grand List Page 1 of 2 _I
10:20 am Fropecty Transfers Report chris

For Transfers Between 03/15/2002 and 0372042002

ACFLAGES TEXEBLE VALUATIONS EXCHETIONS / CONTRACTS
3 ghi15/2002 Grantor 0STOLO0S-1 Price: 110,000.00 B) From the 'Reportsl
_— menu select the
2506 CALEWDAR EROOK FD | WD 30.50 | EREAL 134,600 | 'Transfers Report'
| 0P o.on | |
LYMDOWVILLE UT 05851-9402 | PAST 00 | | The Sequence numbel’
32.5 AC AND HOUSE/GRARAGE AND B | OTHER o.on | | is |ocated on the uppel’
RIGHT SIDE OFFOSITE PATOINE | s z.00 | GREND LIST 1,346.00 |
| SR | left corner of each
03TOL005-1 B2 T | TOTEL 3250 | | HOMES TEAD 35,700
e L E L e R = m e m o o e e e e e e e oo
Seq. #: 3 05/15/2002 Grantee 0STOLO0S-1 Price: 110,000.00
TRYLOR JRHES JOWES Bock: 215
Pags: 37-35
2506 CALENDAR BROOK BD | WD s0.50 | REAL 134,600 |
[T o.on | |
HORTHEIELD VT 05555 | FAST L |
32.5 AC AWD HOUSE/GRRAGE MWD B | OTHRR o.o0 | |
RIGHT SIDE OFFOSITE PATOING | s 2.00 | GREND LIST 1,346.00 |
1 seemees 1
03TO1005-1 B2 T | TOTAL 3z.50 | | HOMES TRAD 45,700
B ettt e e R L e e PP PP R
Seq. #: 10 03/20/2002 Grantoer 0STOL005-1 Price: 110,000.00

A il aWP



