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Solutions View Icons 
����

����

 
Exits program and 
signs off the user 

  
Displays the technical 
information for the 
screen 

����

 
Skin Chooser—
allows users to 
pick a color and/or 
right side functions 

 

 
 
Exit screen/program 
(F3) 

����

 
Starts remote 
support to allow 
Solutions on your 
PC 

 

 
Clicking on this logo 
will take you to 
WWW.GMDSOLUTIONS
.COM 

����

 
 
Launches a new 
window 

  
Adds an icon to your 
desktop for your 
preferred screen size, 
color, and/or layout.   

����

����

 
 
Print screen 

  
 
Scales the screen size 
up 

����

����

 
Copies screen text 
to clipboard 

  
Scales the screen size 
down 

����  
  
Refresh the screen 

 
 

 

 
If you have a printer 
session running, you 
will see this icon next to 
the command line box 
when it is connected.  

����
����

����

 
Displays help text 
for a field if 
applicable 

 

 

 
 
Navigation buttons 

����

 
 
Functions available 
for screen you are 
on 

 

 
Program or Subfile 
options. Within a 
Subfile, you may also 
right click to display 
options available. 
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Solutions View Version 9 Enhancements  
����
·  The background on the screens is now white.  This is to reduce eye strain and fatigue and is 

recommended as the best combination for color-blind people. 
·  User name and password are not saved when signing in due to security reasons. 
·  Keyboard keys are now standard.   ‘Enter’ keys are true enter keys so now keyboard functions are 

similar to other PC programs.  ‘Field Exit/+’ is the Plus key on the 10-key.  ‘Field Minus/-‘ is the 
Subtract key on the 10-key.   

·  Internet Explorer window may be increased/decreased in size by rolling the mouse scroll wheel. 
·  The QryXls is now labeled ‘Export Data to Excel’ and the F14=Spoolfiles is labeled ‘My Reports’. 
·  When you click in a field, the cursor is placed in that location.  When you double click in a field, the 

entire contents are highlighted.  
·  To toggle to the traditional green screen, press Ctrl + E. 
·  To sign off properly, click on the signoff icon, or exit from any menu and type 90 or signoff or click on 

the signoff option on a menu. 
·  If a window is closed improperly, an error log will generate and appear in ‘My Reports’. 
�
Screen Defaults 
·  To save screen defaults, complete fields to your preference and press F24.  The next time you enter 

the screen, the saved defaults will appear and you will not have to reenter your preferences again. 
·  Fields where the F24 function is available are noted by an ‘*’ at the end of the field description 

throughout the manual.   
 
Grid Legends   These keys are the same throughout t he manual.  
·  Lookup or Prompt:   appears after fields where lookup is available. 
·  Submit/OK:   Submits reports to batch; frees up workstation 
·  Interactive:   Prints reports interactively; tying up workstation 
·  *    denotes fields where F24 will set defaults 
·  F24:     Sets defaults on fields (may be a hidden command key) 

 
Print Options     These options are the same throug hout the manual. 
·  Printer*:   Enter the Printer ID.  Press <F4> to see a list of printers available.  

Printers that are currently active are marked with an *. 
·  Continuous/Laser:  Enter ‘C’ for Continuous label forms or ‘L’ for laser forms.  
·  Starting label:  Enter the label # to start printing when using laser. 
·  # of Copies*:  Enter the # of copies you want.  Defaults to 1, but can be   

    changed. 
·  Print Both Sides*:  Blank=no, D=duplex long-side binding, T=tumble short-side   

    binding. 
·  Hold Print*:   Blank=no, Y=yes to hold print 
·  Form Type*:  Enter the form type name. Not used at this time. 
·  OnDemand Options *: If OnDemand is not installed on your system, always leave this   

    field blank. 
If OnDemand is installed on your system, the options are as follows: 

®  No = Print Report, No OnDemand Processing  
®  Print Report and OnDemand Processing 
®  Only OnDemand   Processing, no report 
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Auditor Drainage Real Estate Main Menu 
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Program Notes: 
·  Drainage Real Estate module of programs allows for entry, maintenance, listing, and levy application.   
·  Each parcel is placed in a specific district and lateral.   
·  The number of acres benefited along with units assessed and average percent benefited is kept for 

each parcel.   
·  Standard letters used to send to property owners can be kept on the system and later modified for 

additional mailings.   
·  Can print the drainage tax roll and statements either as one time payments or as waivered payments 

over a number of years with interest or for the Treasurer to waive.  
·  Drainage tax rolls are indexed for book and page and interact with the regular real estate tax rolls and 

statements for referencing. 
·  The system will organize parcels by drainage districts defined by the user.   
·  A single drainage district may cross over multiple real estate taxing districts.   
·  Parcels of land that are not found in the real estate can also be taxed in drainage districts where 

necessary.   
·  This system of taxation allows the user to track districts that are jointly shared with neighboring 

counties even if the user is not the controlling county for the district.   
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Maintenance Options 

Maintenance to Drainage District/Lateral Informatio n 

����
 
Grid Legend: 
·  2=Edit Update drainage parcel information. 
·  4=Delete Delete drainage parcel. 
 
Program Notes: 
·  Allows you to edit, delete or add a drainage ditch. 
·  Options may be done on multiple records at one time. 
·  Records entered here have a corresponding parcel number in the Auditor’s Real Estate file. 
·  The key to each record is a district number, lateral number and tract number.  
 
Fields: 
·  Position to Dist: Enter the District to reposition the list. 
·  Lateral/Tract: Enter the Lateral/Tract to reposition the list. 
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Maintenance to Drainage District/Lateral Information (cont’d)                  2=Edit 

 
 
Program Notes: 
·  Description can be entered if it is different than the real estate legal description. 
·  If the description is left blank, it will default to the Real Estate legal description. 
·  Possible Waiver field is completed if payment will be spread over a period of time. 
·  Waiver payments are maintained by the Treasurer. 
 
Fields: 
·  District:   Enter the District of the drainage ditch. 
·  Lateral:   Enter the Lateral of the drainage ditch. 
·  Tract:   Enter the Tract of the drainage ditch. 
·  Tax District:   Enter the Tax/Sub District. 
·  Parcel:   Enter the Parcel/Unique Identifier 
·  Acres Benefited:  Enter the number of acres. 
·  Average % Benefited: Enter the percent. 
·  Units Assessed:  Enter the number of units. 
·  Description:   Enter a legal description (optional). 
·  Possible Waiver:  Select if a possible waiver. 
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Maintenance to Drainage District/Lateral Information (cont’d)                            4=Delete 

����
 
Program Notes: 
·  Example of the deletion screen used throughout real estate and drainage programs. 
·  Multiple records may be deleted at one time. 
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Maintenance to Drainage Parcel (NOT found in Real E state)  

����
 
Grid Legend: 
·  2=Edit Update drainage parcel information. 
·  4=Delete Delete drainage parcel. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Allows you to edit, delete or add a drainage parcel. 
·  Records entered here do NOT have a corresponding parcel number in the Auditor’s Real Estate file. 
·  The key to each record is a parcel number NOT found in the Real Estate file.  
·  The parcel numbers used are normally from 1-999. 
 
Fields: 
·  Position to Parcel: Enter the parcel number to reposition the list. 
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Maintenance to Drainage Parcel (NOT found in Real Estate) (cont’d)                 2=Edit 

��������
����
Program Notes: 
·  Records entered here represent records that do NOT have a corresponding parcel number in the 

Auditor’s Real Estate file. 
·  Parcel numbers used are normally from 1-999. 
 
Fields: 
·  Parcel:  Enter a parcel number NOT in real estate. 
·  Entity:  Enter the Entity number. 
·  Comment:  Enter any comment associated with the drainage parcel. 
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Maintenance to Drainage Letters 

����
����
Grid Legend: 
·  2=Edit  Update drainage letter. 
·  4=Delete  Delete drainage letter. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Allows you to edit, delete or add a Drainage Letter.  
 
����
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Drainage Letters (cont’d)                     2=Edit 

 
 
Program Notes: 
·  Drainage letters sent to property owners can be kept and modified for additional mailings. 
 
Fields: 
·  Drainage Letter: Enter a code for the Drainage letter. 
·  Description:  Enter a description associated with the Drainage Letter code. 
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Maintenance to Drainage $5.00 Minimum on zero units  

����
����
Fields: 
·  Charge $5.00: Select to charge $5.00 
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Maintenance to Drainage Names   

����
 
Grid Legend: 
·  2=Edit  Update drainage names. 
·  4=Delete  Delete drainage names. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Allows you to edit, delete or add a Drainage Name.  
 
Fields: 
·  Position to Dist: Enter the District to reposition the list. 
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Remove Waiver Code by District  

 
 
Grid Legend: 
·  1=Select  Allows you to remove a waiver from record  
 
Program Notes: 
·  Options may be done on multiple records at one time. 
 
 
 
 
 
 
����
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Inquiry 

Inquiry by Name / Parcel 

����
����
Program Notes: 
·  Allows you to select a specific drainage ditch or range of ditches to inquiry upon. 
·  To see all ditches, leave the fields as blank or zeros to all 9’s. 
 
Fields: 
·  District:   Enter the beginning and ending District. 
·  Lateral:   Enter the beginning and ending Lateral. 
·  Tax District:   Enter the beginning and ending Tax District/SubDistrict. 
·  Parcel:   Enter the beginning and ending Parcel #. 
·  Section:   Enter the beginning and ending sections. 
·  Township:   Enter the beginning and ending townships. 
·  Range:   Enter the beginning and ending ranges. 
·  Sort by:   Select 1=Alpha,  2=Parcel, 3=Alpha by County 
·  Start with Letter:  Enter a Letter to start Alpha by County  Inquiry  
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Inquiry by Name / Parcel (cont’d) 

 
 
Grid Legend: 
·  1=List Tract Details  Prints detail of tract selected.  
 
Program Notes: 
·  Options may be done on multiple records at one time. 
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Listings 

Drainage District/Lateral Edit List 

����
����
Grid Legend: 
·  1=List Tract Details  Prints Tract Details. 
·  2=List District Names Prints District Names. 
·  3=Totals Only  Prints Totals Only for Districts. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Options may also be done on all records by pressing the appropriate function key at the bottom of the 

screen. 
·  Subset allows you to subset by District and Lateral. 
·  When using Subset, the search will return all parcels that meet the selected criteria. 
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Drainage District/Lateral Edit List (cont’d)               F9=All #1 

 
 
Program Notes: 
·  When selecting All #1, the option 1 will automatically be inserted into the option field. 
·  When selecting All #1, all records will be printed by Tract Details. 
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Drainage District/Lateral Edit List (cont’d)            F10=All #2 

 
 
Program Notes: 
·  When selecting All #2, the option 2 will automatically be inserted into the option field. 
·  When selecting All #2, all records will be printed by District Names. 
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Drainage District/Lateral Edit List (cont’d)          F11=All #3 

 
 
Program Notes: 
·  When selecting All #3, the option 3 will automatically be inserted into the option field. 
·  When selecting All #3, all records will be printed with Totals Only. 
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Subset 

 
 
Program Notes: 
·  Allows you to subset the Drainage ditches by District and Lateral. 
·  The search will return all Drainage Districts that meet the selected criteria. 
 
Fields: 
·  Scan for District: Enter the District to subset the list. 
·  Scan for Lateral: Enter the Lateral to subset the list. 
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Difference between Drainage and Real Estate 

����
����
Program Notes: 
·  Compares Drainage parcels to Real Estate parcels.   
·  Listing will show invalid parcels that are in Drainage and do not exist in Real Estate. 
·  Also have an option to compare Acres between Drainage and Real Estate parcels. 
 
Fields: 
·  Compare Acres: Select G=Gross, N=Net or I=Ignore to compare acres   
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Assessment Notices 

����
����
Grid Legend: 
·  1=Print Individual District Select District to print Assessment Notices. 
·  A=Alpha Batch  Select to print Alphabetically 
·  Z=ZipCode Batch  Select to print in Zip Code order 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Subset allows you to subset by District and Lateral. 
·  When using Subset, the search will return all Districts that meet the selected criteria. 
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Assessment Notices (cont’d) 

 
 
Program Notes: 
·  Allows you to print Assessment Notices for Drainage District using a specific Drainage Letter. 
 
Fields: 
·  Letter Id:  Enter the Drainage Letter ID. 
·  Levy Percentage: Enter the levy percentage. 
·  Date of Letter: Enter the date of the Letter. 
·  County:  Ender County Name. 
·  Office Name: Enter Office Name. 
·  Address:  Enter Street address of Office. There are 2 lines available. 
·  City, St, Zip: Enter  City, State and Zip of Office. 
·  Closing Salutation: Enter a closing statement (optional). 
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Drainage Assessment Notices (‘View’ Only)   

 
 
Program Instructions: 
The Drainage Assessment Notices will be printed from Microsoft Word using a mail 
merge.   

·  Click on “Assessment Notices” to get to following screen. 
·  Enter the Levy Percentage 
·  Enter the option to print in front of District(s). 
·    Click “OK”.   
·  Message will appear at bottom saying “The list is printed”.   
·  Click on “Exit”. 

�

�
�
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�
�
�
Program Instructions (cont’d): 

·  Next, you will receive the following screen showing the command being run. 
·  Click on “Yes”.   
·  If you click on “No”, Microsoft Word will open but you will not be able to continue 

with the mail merge.  
·  For Microsoft Word 2010, you may receive this screen after the document comes 

up and after you click on “Enable Editing”.   
 
 

������������� �
�
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Program Instructions (cont’d): 

·  After you click on “Yes”, it will open up the document in Microsoft Word.  
·  The text is just a sample. 
·  You can modify the body of the letter, but do not make changes to the following: 

o Name/Address 
o  Primary (if listed) 
o District/Lateral 
o Total Due 
o Tract information located at the bottom of the letter.  

�

������������������ �
�
�
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�
 
Program Instructions (cont’d): 

·  On Microsoft Word 2007 or Microsoft Word 2010, click on “Mailings” 
 

�

�
 
 

·  Review results to be printed.    
·  Make changes to the document as needed. 
·  Click on the “Finish & Merge”. 
·  Click on “Edit Individual Documents” 
·  On the next screen, click “All” and then click on “OK”. 
·  This will create all the “Notices” to be mailed. 
·  You can either print the “Notices” or save to print later. 

�
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�
�
Program Instructions (cont’d): �

·  On Microsoft Word 2003, click on tools 
·  Click on Letters and Mailings 
·  Click on Mail Merge 
·  Once that is completed you will receive a “Mail Merge” popup to the right.      

�

�
�

·  Review results to be printed. 
·  Make changes to the document as needed. 
·  Click on “Write your letter” at the bottom right of the Mail Merge popup. 
·  Click on “preview your letters”. 
·  Click on “Complete the merge”. 
·  Then on the Mail Merge popup click on “Edit Individual Letters” 
·  On the next screen click on “All” and then click on “ok”. 
·  This will create all the “Notices” to be mailed. 
·  You can either print the “Notices” or save to print later. 
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Program Instructions (cont’d):  

·  After doing the merge, the merged “Notices” will display 
·  Shell letter will remain open behind the merged “Notices”.  
·  You can save the revised shell “Notice” to be used again next year by renaming 

the shell and saving it in the following location:  
C:\GMDsolutions\@GMD\Documents 

·  You definitely will want to do this if the body of the ‘Notice” is unique to each 
ditch.    

 
To open a saved “Notice” shell, do the following: 

·   Follow process on first and second pages of these instructions. 
·  This will open a “Shell” Notice. 
·  From the “Shell”, open the saved “Notice” found in  

C:\GMDsolutions\@GMD\Documents 
·  Make changes as needed. 
·  Click on the “Finish & Merge”. 
·  Click on “Edit Individual Documents” 
·  On the next screen, click “All” and then click on “OK”. 
·  This will create all the “Notices” to be mailed. 
·  You can either print the “Notices” or save to print later. 
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Labels 

 
 
Grid Legend: 
·  1=Select  Select District to print labels. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Subset allows you to subset by District and Lateral. 
·  When using Subset, the search will return all Districts that meet the selected criteria. 
·  Starting label field is only used when printing labels to a laser printer. 
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Apply Levy Rate to Drainage – Auditor 

����
����
Program Notes: 
·  Drainage Districts are in District/Lateral order. 
·  Can apply Percent Assessment to selected Districts. 
·  Only Districts with Percent Assessments entered will be printed.  
·  There is an option to only have Totals Only print for each District. 
·  If Project Name is entered in Maintenance to Drainage Names, it will appear here. 
·  Subset allows you to subset by District and Lateral. 
·  When using Subset, the search will return all Districts that meet the selected criteria. 
 
Fields: 
·  Print totals only:  Select to have totals only print 
·  Percent Assessment: Enter Percent Assessment for selected Districts. 
·  Project Name:  Enter a project name for the District. 
 



Auditor Drainage Real Estate  

35 
“Solutions Inc”  ©  1986-2011 

Apply Levy Rate to Drainage - Auditor (by Name) 

����
����
Program Notes: 
·  Drainage Districts are in Name order. 
·  Can apply Percent Assessment to selected Districts. 
·  Only Districts with Percent Assessments entered will be printed.  
·  Subset allows you to subset by District and Lateral. 
·  When using Subset, the search will return all Districts that meet the selected criteria. 
 
Fields: 
·  Percent Assessment: Enter Percent Assessment for selected Districts. 
·  Project Name:  Enter a project name for the District. 
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Apply Levy Rate to Drainage - Treasurer's (by name)  

����
����
Grid Legend: 
·  1=Process  Allows for selection of Districts to process. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Drainage Districts are in Name order. 
·  Allows you to apply Percent Assessment to selected Districts. 
·  Only Districts with Percent Assessments entered will be printed.  
·  Subset allows you to subset the Drainage ditches by District and Lateral. 
·  When using Subset, the search will return all Districts that meet the selected criteria. 
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Apply Levy Rate to Drainage - Treasurer's (by name) (cont’d) 

 
 
Program Notes: 
·  Allows you to apply Percent Assessment to selected Districts. 
 
Fields: 
·  Project:  Enter the Project ID. 
·  Letter/Number: Enter the Indexing letter and starting number. 
·  Fund Number: Enter fund number. 
·  Percent of Levy: Enter levy percent. 
·  Starting Receipt: Enter starting receipt number. 
·  Date of Levy: Enter levy date. 
·  Interest Starts: Enter the date interest starts in format MMDDYYYY. 
·  Max Parcels: Enter number of parcels per receipt 
·  Project Name: Enter a project name for the District. 
·  Year Payable: Enter year payable in format YYYY/YYYY. 
·  Due Date:  Enter the Due date for the receipt. 
·  Interest %:  Enter the interest percent per day. 
·  April pay:  Enter ‘X’ if April pay or leave blank. 
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List Waiver Payments by Parcel # within District 

 
Grid Legend: 
·  1=Process  Allows for selection of Districts to process. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Subset allows you to subset the Drainage ditches by District and Lateral. 
·  When using Subset, the search will return all Districts that meet the selected criteria. 
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List Waiver Payments (cont’d) 

 
 
Program Notes: 
·  Allows you to enter information for the Waiver payments. 
 
Fields: 
·  Assessment Percentage:  Enter Assessment Percentage. 
·  Interest % by day:   Enter Interest % by day 
·  Number of Yearly Payments: Enter number of payments per year. 
·  First Year Due Date:  Enter due date for first year in format MMDDYYYY. 
·  No. of Days in First Year:  Enter the # of days in first year. 
·  Project Name:   Enter the Project Name. 
·  Dollar Range to Waiver:  Enter $ amounts 
·  Mark Drainage with Waiver code: Select to mark with waiver code. 
·  Legal Information:   Select if you want legals to print on the bottom of the form. 
·  Title Signature:   Enter title signature to print on bottom of the form. 
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List Waiver Payments by Name within District 

����
����
Grid Legend: 
·  1=Process  Allows for selection of Districts to process. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Subset allows you to subset the Drainage ditches by District and Lateral. 
·  When using Subset, the search will return all Districts that meet the selected criteria. 
 
����
����
����
����
����
����
����
����
�
�
�
�
�
�
�
�
�
�
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List Waiver Payments by Name  - All 

����
 
Grid Legend: 
·  1=Process  Allows for selection of Districts to process. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Subset allows you to subset the Drainage ditches by District and Lateral. 
·  When using Subset, the search will return all Districts that meet the selected criteria. 
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Print Receipts (IOWA Form) 

����
����
Grid Legend: 
·  1=Process  Select the Districts to print receipts. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Notes if receipts have been created or printed. 
·  Drainage receipts will print on the Iowa Forms Committee form. 
 
����



Auditor Drainage Real Estate  

43 
“Solutions Inc”  ©  1986-2011 

Print Receipts (IOWA Form) (cont’d) 

 
 
Program Notes: 
·  Drainage receipts will print on the Iowa Forms Committee tax statement. 
·  The print of the Barcode is only valid on the Iowa Forms Committee tax statement. 
 
Fields: 
·  County Name/Address: Enter the County Office holder/Address. 
·  Tax Body Message:  Enter up to 3 lines of messages.  Lines 1 & 3 print in bold. 
·  Payment Delinquent: Enter delinquent date 
·  Print Receipt Barcode: Select ‘Y’ if printing with barcode. 
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Print Receipts (IOWA Form) (cont’d) 

 
 
Grid Legend: 
·  1=Process  Select the District to continue processing. 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  Notes which Receipts have been printed but not yet transferred to the Treasurer. 
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Transfer Receipts to Treasurer 

����
����
Grid Legend: 
·  1=Process  Select Districts to transfer Receipts to Treasurer 
 
Program Notes: 
·  Options may be done on multiple records at one time. 
·  A report generates showing total certified drainage and levee district assessments for Ag property.  
·  Report needs to be kept to certify Ag drainage to the State of Iowa when due. 
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Auditor's Operating Budget - Drainage Menu 
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Drainage Check List 
����

•  Run ‘Drainage District/Lateral Edit List’ for each ditch you are doing an assessment. 
 

•  Maintain records according to any splits/consolidations that may have occurred since last 
assessment of drainage using ‘Maintenance to Drainage District/Lateral information’ and 
‘Maintenance to Drainage Parcels not found in real estate’.. 

 

•  Run ‘Difference between Drainage and Real Estate’ listing. 
 

•  Compare records listed and make corrections accordingly. 
 

•  Maintain or create new letters if needed using ‘Maintenance to Drainage Letters’. 
 

•  Optional:  Make changes if needed on the following options: 
o ‘Maintenance to Drainage $5.00 Minimum on zero unit’  
o ‘Maintenance to Drainage Names’ 
o ‘Remove Waiver code by district’ 

 

•  Optional:  Run ‘Assessment Notices’  
 

•  Optional: Run ‘Labels’  
 

•  Run either ‘Apply Levy Rate to Drainage – Auditor’ which runs by parcel or ‘Apply Levy Rate 
to Drainage – Auditor by name’.         

o Above options can be run multiple times as no data file is created.  
 

•  Run ‘Apply Levy Rate to Drainage – Treasurers’.   
o This option creates the file needed for statements and collection of taxes. 

 

•  Run ‘Print Receipts‘ 
 

•  Run ‘List Waiver Payments by Parcel# within District, by Name within District, by Name-All’  
o Ondemand options allow you to only print the needed waivers. 

 

•  ‘Transfer Receipts to Treasurer’.   
o A new report is generated showing total certified drainage and levee district 

assessments for Ag property.   
o Keep report to certify Ag drainage to the State of Iowa.    

 
 


