Creating Grand List Entities
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Create an As Billed, Lodged, or Reappraisal grand list when you are ready to print your tax bills, want a reference point of your data, or start a multi year reappraisal.  Remember any errors & omission issues that occur must be corrected in the current Grand list as well as the 'As Billed' grand list for that year along with your 'Reappraisal' grand list.  Failure to maintain the data in the new entities will cause you to have the same errors in your next year’s grand list.  You should make others aware of this procedure.  
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Transaction Tracking





1. From the ‘MAIN MENU’ select    number ‘6 Make as Billed Entity’


Note: Once a new entity is created make a unique password for that entity so people don’t access the wrong grand list by mistake.  Refer to the Password document on the NEMRC website for me details. 





2. Then choose one of the following:


A. Make As Billed Entity - (To Print Education Tax bills).


B. Make As Lodged Entity -  (Some listers do this as of APR 1st so they can see what the grand list looked like when it was Lodged.


C. Make Reappraisal Entity – Use this feature when you are going to do a town wide reappraisal that will span more than 1 year.





3. Link this new entity with your Working Grand List?  This will allow you to send changes from the new entity back to the Working grand list.  As well as add a new parcel to an as billed in the event one was missed at the time of billing.  This option maybe turned off at anytime by going to ‘Installation’ on the Main Menu and uncheck the box labeled ‘Link to As Billed Grand List’  This step must also be done in the as billed grand list entity. See step 5 on the next page for more details.


 Enter an NEW entity number and Name.  The Name and number should relate to existing entities.  In this example our entity # will be ‘9’ and the name is ‘Anytown Town 2009 Billed’ which is sequentially the next number available on your Entity screen as seen below.


Note when you select Make Reappraisal Entity you can only choose entity #’s from 60 – 69.  Once the reappraisal is finished the reappraisal entity will be removed and your data will be transferred to entity # one.





Once you have created your as billed grand list there will be a procedure run in the background that will actually create a copy of your as billed grand list.  Then any changes you make from that point on (i.e.: errors & omissions) will be recorded by the ‘Transaction Tracking’ feature built into the grand list program.  This will allow you to track your changes that you have made from the day you actually print tax bills to the day you finalize your grand list with the state.  





1. Running the Transaction tracking report.  Simply go to the ‘Reports’ Menu and select ‘G Transaction Report’.





2. Next select what type of transactions, enter a date range, and select Individual – Range – All parcels to further narrow your report output.





Below is an example of what the report will look like.





BE SURE ALL USERS OF THE PROGRAM KNOW WHICH GRAND LIST ENTITY THEY ARE TO UPDATE.





5. This is the Installation screen in the Working Grand List.  You can see that this entity is linked to the ’09 Anytown 2009 As Billed’ entity.  The program will automatically turn the link off 120 days after the as billed grand list was created.  If you whish to turn it off sooner then just place an ‘N’ in the box provided and press the ‘Ok’ button. Then you will not be prompted to send any new parcels to the ’09 Anytown 2009As Billed’ grand list





5b. This is the ‘Installation’ screen of the ’09 Anytown 2009 As Billed’ grand list.  And you can see that it is linked to the ‘Current working grand list’.  Therefore any parcel that is changed the user will be prompted to send the parcel data to the working grand list.  Remember this sends all of the parcel data back to the working grand list. So you must be careful when you use this feature.  This link will automatically be turned off after the last tax payment due date.  Or you can manually turn it off by placing an ‘N’ in the box provided and press the ‘Ok’ button.





What happens in the Current grand list 


after the ‘As Billed Grand List is created





6. Once your As Billed grand list has been created then the following can be done in the Working Grand List. This will allow you to process changes to parcels as they come into your office so you do not have to wait until you have a back log of work to process.  


		


Backup the Working Grand List…


Annual Rollover process.  Clear all Change of appraisal flags, Homestead Declaration Flags, Roll Current use value over, and Roll all property values over.  From this point on you can begin making your changes for the next grand list season.  In this example we would be preparing for the 2010 grand list year.


All Homestead declarations from the point of printing tax bills until the end of the year will be done in the As Billed Grand List.


All Current use adjustments need to be done in the As Billed grand list.


DO NOT download The HS 122 Declarations or Current Use files into the working grand list until February of the following year.  IE 2010 in this example.


All 411 and Grand list files sent to the State should be sent from the As Billed Grand List at this point forward.


Begin entering your new parcel transfers and subdivision work.  


Start entering new parcel values for properties that have been combined or have had new construction projects started/completed.


Flag the appropriate parcels for Change of Appraisal notices.
































Whenever you make a change to an ‘As Billed’ Grand list a message appears that asks ‘Send changes to current grand list?’  This was created to reduce the amount of double entry that the end users would have to do.





When you select ‘Yes’ it will update the entire record in the current grand list.


For Example:  If this parcel was flagged for a change of appraisal in 2005 and you have already cleared your change of appraisal flags in the current grand list this parcel would show up as being flagged again in the current grand list.














