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CALENDAR OF PROCESSI NG 

 

Month/Date Process Step Application 

April 1  Interest attaches to second half real estate taxes, mobile home taxes, 

& special assessments at 1.5 percent per month 

Tax Receipting 

April 15  Taxes for a subsequent year may be paid by the tax sale purchaser 

Ç Enter Subsequent Tax Payments and update to accounting 
Tax Sale 

April 1 -31 Prepare delinquent tax statements to be mailed on or by May 1
st
 

Ç Select delinquent real estate & mobile home receipts 

Ç Print delinquent notices        

Tax Receipting 

May 1-31 Prepare for publication a list of properties which may be offered for 

unpaid taxes 

Ç Review Tax Receipt Control file for publishing cost amounts 

Ç Select Options for Real Estate, Mobile Homes, Specials, Etc 

Ç Modify Public Bidder code on selected receipts 

Ç Print Office copies of publication 

Ç Print Newspaper copies of publication 

Tax Receipting & 

Publication 

 

June 1 Last day for real estate or mobile home entity to file claims for 

reduced tax rate. 

Ç Update/Add real estate elderly credit applications 

Ç Review mobile home elderly credit income level file 

Ç Update/Add mobile home elderly credit applications 

Tax Receipting 

 

June 1-15 Publication of property eligible for tax sale at least one week but no 

more than three weeks before the third Monday in June in an official 

newspaper of the county  (same steps as May 1-31) 

Ç Select Options for Real Estate, Mobile Homes, Specials, Etc 

Ç Review Invalid Parcel listings & do maintenance to specific 

receipts to ensure a valid parcel number for publishing 

Ç Modify Public Bidder code on selected receipts 

Ç Print Office copies of publication 

Ç Print Newspaper copies of publication 

Tax Receipting 

 

 

Publication 

June 15 Ç Remit the amount collected for the brucellosis & tuberculosis 

erad to the Dept of Agriculture 

Accounting & Appt 

3rd Monday Tax Sale of outstanding taxes, special assessments, rates or charges 

Ç Review the Tax Sale Control file for rates & dates  

Ç Run Selects for Public Bidder real estate & mobile homes  

Ç Update Registered Bidders, Apply Bidders to parcels 

Ç Process óPurchaser Cash Outô for each investor 

Ç Run Select Records for Certificates 

Ç Print Edit List of new year certificates 

Ç Create new year certificates & Update Receipting collection files 

Ç Maintenance new year certificates (Optional) 

Ç Print new year certificates 

Ç Print Notice of Previous Sale     

Ç Print Tax Sale Register  

Tax Sale Menu 

 

 

June 20-30 

(after Tax 

Sale is 

Completed) 

Create new year Mobile Home receipts 

Ç List mobile home master files 

Ç Review for ownership changes, ID codes & park locations 

Ç Maintenance those mobile homes now taxed as real estate by 

adding an ID Code 

Ç List mobile homes by Park Location & ID Codes 

Mobile Homes 
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Ç List mobile home elderly credit application file 

Ç Review income level control file 

Ç Review application file for accuracy 

Ç List Future Tax Payment file for mobile homes 

Ç Print mobile home tax roll  

Ç Review for accurate tax calc, elderly credit, & delinquency 

Ç Print mobile home receipts  

Ç Save and update mobile home file to new year receipts 

June 20-30 

(after Tax 

Sale is 

Completed) 

Create Special Assessment receipts 

Ç Add all new special assessments 

Ç Be sure that all new assessments have been spread over a pay-

back schedule 

Ç Remove preliminary flags 

Ç Update receipt numbers & due dates for new year 

Ç Print special assessment receipts 

Ç List special assessment file for all projects showing new receipt 

numbers 

Ç After verifying the receipts, run clean work file after receipts 

have been printed 

Tax Receipting-

special assessments 

 

June 20-30 

(after Tax 

Sale is 

Completed) 

Create Drainage Assessment Receipts for waivered project 

Ç Be sure all new Auditor assessment receipts have been moved to 

collection files and spread over a pay-back schedule 

Ç Update receipt numbers & due dates for new year 

Ç Print drainage assessment receipts 

Ç List waivered drainage assessment projects showing new receipt 

number 

Ç After verifying the receipts, run clean work file after receipts 

have been printed 

Drainage Receipt 

By the 30 Ç Update Group Entity Numbers in Name & Address file 

Ç Print Future Tax Ledgers to verify amounts & tax districts per 

parcel 

Ç Real Estate Elderly Credit applications entered and edited 

Ç Invalid parcel numbers on prior year unpaid receipts corrected 

Tax Receipting 

 

 

Tax Sale 

Tax Receipting 

June 30 ï

July 1 

Ç Complete daily tax receipt procedures that pass collections to 

accounting. 

Ç Do month end for June Business 

Ç Put the hold on the apportionment file. 

Ç Accounting Fiscal Year End ïincluding the save, printing the 

Semi-Annual report, print year end detail revenue report, print 

year to date vouchers, print tax related revenue report(only after 

June Month end procedures completed). 

Ç Create Records for the New Year after the Auditors are done with 

their Fiscal Year End. 

Ç Print Paid & Due Reports for various receipt files. 

Ç Print Due Reports for various receipt files 

Ç Print Collectable Abstract Real Estate 

Ç Select and Print office copies of Publication 

Ç Run Stamped Drainage Warrant list  

Ç Change current year & prior year in Tax Receipt Control File 

Review tax receipt control file for <F> or <P> delinquency 

indicator preferred on new tax roll 

Tax Receipting 

 

Accounting 

 

 

 

 

 

 

 

Will Need for 

Accrual 

 

Publication  

Drainage Menu 

Tax Receipting 
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July 1-31 Be sure Control File has new current year payable information 
Ç Save receipt files 

Ç Run Verification procedures for all receipt files 

Ç Roll receipts to inactive file 

Ç Transfer Auditorôs levy file 

Ç List/review County Levy Descriptions and fill in all county fund 

numbers 

Ç List/verify Tax District levies for TIF percentages and fill in the 

TIF fund number 

Ç List files related to new tax levies 

Ç Review/Update voucher description files 

Ç Remove the hold from the apportionment file 

Ç Move Auditor receipts to collection files  

Ç Update entity numbers on Prior Year receipts 

Ç Update parcel tax history file for the new year receipts 

Ç Future Tax Payments applied to receipts will be updated to 

accounting  

Ç Print State Credit Report under the daily processing, then tax 

related revenues and then option 2 to print the report. 

Tax Receipting 

 

 

 

 

Levy Processing 

 

 

 

 

Apportionment set 

up menu 

Tax Receipting 

 

 

 

 

Daily Processing  

 

August 1 Ç Print Report of Real Estate Elderly Credit applied to new receipts 

Ç Print Report of Mobile Home Elderly Credit applied to new 

receipts 

Tax Receipting 

Mobile Homes 
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YEAR END CHECKLIST 

PUBLISHING CHECK LIST  

 

  If utilizing Partial Payment Fund in General Ledger     Page 213 

Do Pass of Partial Payments in Receipts & Accounting option 

 

  Review Tax Receipt Control File for Publishing Cost Amounts   Page 30 

 

  Use Select options on Publishing Menu for type of tax to be published  Page 31 

Options to either publish by current owner or owner at time of certification 

 

  Modify Public Bidder Code on Selected Receipts     Page 33 

Modify Parcel/Receipt for year/s previously published 

 

  Print Office Copies of Publication       Page 35 

 
  Print Newspaper Copies of Publication      Page 36 

 

TAX SALE CERTIFICATE CHECK LIST  

 

***NOTE** *  The following items would be done on the day of the Tax Sale. 

 

  Review Tax Sale Control File        Page 47 

 

  Run Select for Public Bidder Publishing      Page 48 

 

  Update Registered Bidders        Page 49 

 

  Apply Bidders to Parcels on the Day of Tax Sale     Page 52 

 

  Process óPurchaser Cash Outô for each investor     Page 55 

 

  Run Select Records for Certificates       Page 59 

 

  Print Edit List of Records for Certificates      Page 60 

 

  Create Tax Sale Certificates & Update Receipting Collection Files   Page 61 

 

  Maintenance New Year Certificates (Optional)      

 

  Print Tax Sale Register        Page 62 

 

  Print Tax Sale Certificates        Page 63 

 

  Print Notice of Previous Sale        Page 64 
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MOBILE HOME RECEIPT CHECK LIST  
 

***NOTE***  Mobile Home, Special Assessments, & Drainage Assessment receipts should be 

generated AFTER tax sale certificates have been created for the present year. 

 

  List Mobile Home Master File       Page 70 

Review for ownership changes, ID Codes, & Park Locations 

Verify that mobile homes that are not in a Park Location have a parcel number in the Master 

File 

 

 List Mobile Homes by Park Location       Page 71 

 

  List Mobile Homes by ID Code       Page 72 

 

 View Elderly Credit Income Level control file     Page 73 

Be sure range of incomes are entered correctly 

 

 List Elderly Credit Application file       Page 74 

 

 List Future Tax Payment File        Page 75 

 

 Print Mobile Home Tax Roll        Page 76 

 

 Print Mobile Home Receipts        Page 78 

 

 SAVE/Update file with new year receipts      Page 79 

If using a tape it will require tape initialized TXMHOM 

 

 Print Report of Elderly Credit Applied to Current      Page 80 

Tax Receipts - by District 

 

SPECIAL ASSESSMENT RECEIPT CHECK LIST  

 

 Add special assessment project and list project to verify your project  Page 81 

 

 Remove the preliminary flags        Page 84 

 

 Spread any new projects over the pay-back schedule     Page 85 

 

 Update Receipt Numbers & Due Dates for New Year    Page 86 

 

 Print Special Assessment Receipts       Page 88 

Will print in Index order 

 

 List Special Assessment file (Optional)      Page 89 

 

 Clean work file after Receipts have been printed     Page 91 
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DRAINAGE RECEIPT CHECK LIST  

 

 Be sure all new Auditor drainage projects have been moved to receipt files 

 

 Spread Drainage Waiver Payments       Page 92 

 

 Update Due Dates & Receipt Numbers for New Year    Page 93 

 

 Print Drainage Assessment Receipts       Page 94 

Will print in Index order 

 

 List Waivered Drainage Projects (Optional)      Page 95 

Will produce ledger for stamping payments which includes current year receipt numbers 

 

 Clean work files after Receipts have been printed     Page 97 

 

 Run the Stamped Drainage Register       Page 294 

 

ACCOUNTING YEAR -END CHECK LIST  

 

 Complete normal processing for June business      

 

 Manually post unposted journal entries to correct month     Page 103 

 
 Hold of Apportionment for Levies           Page 110 

         Fill in Y to hold after last June apportionment  

 

  Complete June Month End Procedures        Page 103 

Make sure to change the fiscal year on the orders, if processing thru before year end is done 

       Treasurer must complete month end before Auditor begins their month end 

 

  Run Save of Accounting Files-NFTRACCT         Page 113 

 
 Print Year-End List of Transactions         Page 1114 

This is a detail report; it may take some time to run.  Can be run anytime 

 

  Print Year to Date Vouchers          Page 115 

 Can be run anytime 

 
  Print State Credit Report          Page 116 

Review for accuracy to proper tax districts.  Can be run anytime 

 

 Print Semi-Annual Report           Page 117 

Dec. Semi-Annual plus June Semi-Annual = YTD General Ledger.  Can be run anytime 

 
 Auditors Month End and Fiscal Year End.  
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  Run Create Records for the New Year         Page 119 

  Can only be run after Auditor completes their fiscal year end   

  No July business can be processed until this option has been run 

TAX RECEIPTING YEAR -END CHECK LIST   
 

This check list should be completed before any tax collections are processed for the month of July. 

 

 If  utilizing Partial Payment Fund in General Ledger:     Page 213 

Do Pass of Partial Payments to Receipts & Accounting 

 

 Complete June 30th tax receipting procedures that pass collections to accounting 

 

  Print Paid & Due Reports for various receipt files     Page 120-123 

 

  Print Due Reports for various receipt files      Page 124-129 

Detail & Summary Reports can be used during process of balancing taxes to Auditor Abstract 

 

 Print Balance to Abstract Report        Page 130 

 

 Select and Print Office Copy of Publication      Page 31, 35 

 

REAL ESTATE RECEIPT CHECK LIST (Before Tax Run)  

 

***NOTE*** Before the Auditor creates new real estate receipts your office should have the 

following completed.  

 

 Tax Sale Certificates created 

 

  Elderly Credit applications entered and edited     Page 43 

 

 Invalid parcel numbers on prior year unpaid receipts corrected   Page 134 

 

 Mobile Home, Special Assessment, & Drainage Assessment 

Receipts printed 

 

 Tax Receipt Control File maintenance.        Page 132 

As of JULY 1ST:  Change current year and prior year payable  

 Change Current Year Cost Date & First Monday in June Date 

Place an <F> or <P> for indexing delinquency by either fiscal or payable year on new tax roll 

 

 Update Group Entity Numbers in Entity Name Record Maintenance  Page 99 

 

 Print Future Tax Ledgers to verify accuracy of tax districts and amounts per parcel  Page 102 

 

 SAVE receipt files         Page 134 

 

 Run Verification procedures for all receipt files     Page 135 
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 Roll Receipts to Inactive Files       Page 136 

NEW YEAR CHECK LIST (After Tax Certification)  

 

  Until levies are certified, process tax receipts as normal.  Since apportionment is not  

taking place, manually enter tax $ into accounting via miscellaneous receipts revenue entry to a    

holding fund. 

 

  Transfer Auditorôs Parcel/Levy information to Treasurer    Page 138 

Run only after Auditor has printed new real estate tax roll & receipts 

 

 Review County Levy Descriptions       Page 139 

Be sure to verify the Debt Service positions used by the County, if applicable 

 

  County Levies and Funds        Page 143 

You need to manually enter the county fund numbers to collect receipts 

 

  Update Tax District Levies        Page 144 

If your County deals with Tax Increment Finance districts, call up each district involved and 

show the percentage to TIF, the TIF fund number (i.e. Area School, Corp, or County) 

 

  Update Tax District Master File/Voucher Description Files    Page 147 

If County is creating a new district this year, must first make sure fund is built by auditor before 

update to this screen.  This option must be filled in for any new districts    

 

 Obtain Future Tax Payments Applied report from the Auditor 

 

  Remove Hold on Apportionment of Levies      Page 150 

Take Y off after levies have been certified     

 

 Next pass to accounting will apportion all tax $   

Make a disbursement entry in accounting to move $ out of the holding fund 

 

 Transfer Real Estate/Grain/Utility Receipt to Treasurer    Page 152 
 This option builds new frozen parcel file 

 

 Update Entity IDôs from Auditorôs Parcel for all receipts    Page 153 

Be sure Control File has new current year payable information 

 

 Update Parcel Tax History file for new year receipts      Page 154 

 

 Print Report of Elderly Credit Applied to Current     Page 157 

Tax Receipts - by District 
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ANOTHER CHECKLIST  for year end that can be used.   

 

1. DO MONTH -END FOR JUNE BUSINESS 

 

2. CHECK TO SEE IF ANY UNPOSTED JOURNAL ENTRIES  

 

3. HOLD THE APPORTIONMENT FOR LEVIES  

MENU: #15 (APPORTIONMENT SET -UP) OPTION #2 

LAST SCREEN FILL IN Y  TO HOLD AFTER JUNE APPORTIONMENT  

  TREASURER  MUST COMPLETE MONTH END BEFORE                              

AUDITOR BEGINS MONTH -END 

  

4. PRINT SEMI -ANNUAL REPORT    

(JAN-JUNE) YEAR-END (JULY -JUNE) 

 

5. SPECIAL ASSESMENTS, DRAINAGE, MOBILE HOMES COMPLETED  

 

6. DO A SAVE OF ACCOUNTING FILES  

      RELAX TAKE A BREAK ïWAIT UNTIL AUDITORS FINISH MONTH-END 

AND YEAR-END. OR YOU CAN DO STEPS 6-13 (ANYTIME AFTER YOU FINISH 

MONTH -END) 

 

7. PRINT YEAR TO DATE VOUCHERS  

 

8. PRINT STATE CREDIT REPORTS  

 

9. PRINT END LIST OF TRANSACTIONS  DETAIL   

THIS TAKES A WHILE TO PRINTé. FYI 

 

10. RUN PAID AND DUE REPORTS 

 

11. RUN COLLECTABLE ABSTRACT REPORT TO BALANCE TAX DISTRICTS  

 

12. PUBLICATION LISTS ARE RAN  
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 IF AUDITORS HAVE FINISHED YEAR -END PROCESS 

 

  TAX RECEIPT CONTROL FILE MAINTENANCE ðCHANGE CURRENT YEAR A ND 

PRIOR YEAR PAYABLE/COSTS/ AND 1
ST

 MONDAY IN JUNE DATE  

 

13.  RUN VERIFICATION PROCEDURES FOR ALL RECEIPT FILES  

 

14 RUN CREATE RECORD FOR THE NEW YEAR IN ACCOUNTING --- 

 

THIS HAS TO BE DONE BEFORE YOU CAN DO JULY BUSINESS 

 

15. SAVE RECEIPT FILES  

 

 

HOORAYéééééééééWE ARE ABOUT HALF DONE 

 

 

CHECK LIST OF ITEMS THAT SHOULD BE DONE BEFORE AUDITORS MAKES NEW 

RECEIPTS 

 

16. MAKE SURE YOU HAVE ALL YOUR TAX SALE CERTIFICATES CREATED  

 

17. ELDERLY CREDIT APPLICATIONS ENTERED AND EDITED  

 

18. MOBILE HOMES,SPECIAL ASSESSMENT, AND DRAINAGE RECEIPTS PRINTED 

 

19. REVIEW TAX RECEIPTING CONTROL FILE -PLACE (F) OR (P) FOR INDEXING 

DELINQUENCY BY FISCAL OR PAYABLE YEAR ON TAX ROLL  

 

20. INVALID PARCEL NUMBERS ON PRIOR YEAR UNPAID RECEIPTS CORRECTED  

 

21. UPDATE GROUP NUMBERS 

 

22. PRINT FUTURE TAX LEDGERS TO VERIFY T AX DISTRICTS/AMOUNTS  
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LAST STEPS (ONLY IF TAX CERTIFICATION IS DONE)  

AND NEW REAL ESTATE TAX/BOOKS ARE RAN  

 

23. TRANSFER AUDITORôS PARCEL/LEVY INFO 

 

24. UPDATE COUNTY LEVIES AND UPDATE VOUCHER DESCRIPTIONS  

 

25. UPDATE TAX DISTRICT LEVIES  

 

26. CHECK FUTURE PAYMENTS REPO RT FROM AUDITOR  

 

27. REMOVE THE Y YOU HAVE ON HOLD OF APPORTIONMENT OF LEVIES  

 

28. PASS TO ACCOUNTING ALL TAX  $$$$$ 

 

29. TRANSFER RE/GRAIN RECEIPT  

 

30. MOVE MOBILE HOME TO COLLECTION FILES  

 

31. UPDATE ENITITY IDôS/PARCEL TAX HISTOR FOR NEW YEAR RECEIPTS 

 

32. PRINT REPORT OF ELDE RLY CREDIT APPLIED TO CURRENT TAX RECEIPTS 

AND MOBILE HOME ELDERLY CREDIT  
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¶ Regarding the concern for the timing of June month-end and the fiscal year-end 

  

The treasurer must complete June month-end as usual. 

The auditor will complete their month-end after the treasurer. 

 

****The auditor must complete their year-end processing (through step 2 to Create New 

Records for the New Year) before the Treasurer can run their Create New Records for the New 

Year process (year end processing).   

 

****No July business can be processed until this Create New Records for the New Year has 

been run.  (Miscellaneous receipts can be entered and posted to transaction processing.) 

 

The Semi-Annual can be run at any time. 

Year To Date Vouchers can be run at any time. 

The Year End Detail Report can be run at any time. 
 

****Be sure to put the hold on the apportionment until levies are certified. 
 

¶ Regarding new year business 
 

****Remember to enter earned dates for the auditorôs accrual processes. 

Once the Create New Records is done in Accounting, you can post to accounting.  What goes 

into the holding fund until the levies are updated? 

¶ Real estate, excise tax, utility tax, and mobile home tax amount only, NO PENALTY 

¶ County Held Tax Redemptions for the tax amount only, NO PENALTY OR 

CERTIFICATE FEES. 

¶ Tax related revenues ï state credits. 
 

Enter taxes normally through Entry of Payment, but since no apportionment is taking place, you 

must enter tax $ into a holding fund through transaction processing maintenance in accounting.

    Ex.       Fund     3      09000      8490      99 
 

When levies are certified, take the hold off.  The next pass to accounting will apportion all the $ 

collected previously.  Must make a disbursement entry from the holding fund through 

transaction processing maintenance in accounting so the $ will not be included twice. 

   Ex.        Fund       4      21000      99 
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SOLUTIONS VIEW LEGEND 
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Screen Defaults 

If you would like to save the screen defaults, once you have the screen filled in to your preference, 

press F24 to set the defaults.  This way the next time that you enter the screen, the saved defaults will 

appear and you will not have to rekey it each time.  F24 fields are noted by an ó*ô at the end of the field 

description.   The ó*ô will be repeated throughout the manual to denote F24 capable fields. 

 

Function Keys 

These keys are the same throughout the book. 

Lookup or Prompt:  this is noted by a prompt button (é) after fields that you can do a lookup on   

Submit:  submits the report to batch and frees up your workstation while it is trying to print 

Interactive:  prints the report interactively while tying up your workstation 

*:  denotes F24 capable fields where you can set the defaults 

F24:  set defaults (hidden command key) 

 

Here are some new things you may notice with Solutions View version 9.   

¶ To sign off properly, you can click on the signoff icon, or exit until you are at a menu and then type 

in a 90, signoff, or click on the signoff option on a menu. 

 

¶ If you close a window improperly, whether in View or green screen, you will generate an error log 

that will appear in your spool files. 

 

¶ Your keyboard keys are now standard.   óEnterô keys are true enter keys to keep your keyboard 

functions similar to other PC programsðsuch as DOT.  óField Exit/+ô is the Plus key on the 10-key.  

óField Minus/-ó is the Subtract key on the 10-key.   

¶ You may increase/decrease your Internet Explorer window by holding down your mouse and rolling 

your mouse scroll wheel. 

¶ If you click in a field, you are placing the cursor in that location.  If you double click in a field, the 

entire contents are highlighted.  

¶ To toggle to the traditional green screen, you can press Ctrl + E. 

 

Here is the signoff button 

 

Here is the F3: exit button 
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APRIL 1 ï 31 

PREPARE DELINQUENT NOTICES 

Select Delinquent Receipts for all Receipt Types 

Delinquent Notices / Publication Menu  Option 1 

 
PROGRAM NOTES: 

¶ This option will select all types of delinquent receipts. 

¶ This option will select tax receipts that are not paid in full.  In the next option, you will choose which ones to 
actually send out.  

¶ An error listing will be produce for any receipts having either invalid parcel, VIN, or entity numbers.  If there 
are no errors, no listing will be produced. 

¶ If maintenance to the listing receipts is not done, a delinquent notice will still be generated but it will not show 
the legal description or the address to the parcel if it is an invalid parcel. 

¶ Delinquent Notices will print the entity name from the Treasurerôs receipt file if ownership is not the same or 
is not found in the Auditorôs Parcel file. 

¶ The delinquent notice will be mailed out to the primary entity unless the parcel has a mail to then the notice 
will be sent to the mail to entity.  If the delinquent notice needs to be sent to all entities, check the box to 
send notice to non-primary owners. 

¶ The delinquent notice will include the phone number, fax number and email address from the parcel control 
file.  Make sure your parcel control file is filled in with the phone number and fax number all together.  For 
example 7122624520 is how the control file should look. 

¶ A delinquent notice will still print for the parcels found on the error listing. 
 
Timing: 

¶ After all tax collections have been received. 

¶ Use for the February 1
st
 required notice of post cards. 

¶ Use for the May 1
st
 required notice of delinquency. 
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FIELDS: 

¶ Select Current Entity from Auditorôs Real Estate (for parcels):  check the box to print the entity selected from 
the auditorôs real estate file.  * 

¶ Also send notice to NON-PRIMARY owners:  check the box to print a delinquent notice for all ownerships 
involved on the parcel excluding ALT-alternates and GRP-groups.  * 

¶ Receipts Involved In:  check the box(es) by the types of receipts to add to your selection.  See the screen for 
valid options.  * 

¶ Exclude Parcels found on County held Certificates:  check the box to exclude the county held certificates on 
the delinquent notices.  * 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  * 
 

Print Delinquent Notices (8.5 x 11) for all receipt types 

Delinquent Notices / Publication Menu  Option 2 

 
PROGRAM NOTES: 

¶ The Tax Sale Date is not input capable.  It defaults to the 3
rd

 Monday in June from your control file. 

¶ The date in the upper right corner can be changed to determine the penalty amount. 

¶ The delinquent notices will print in alphabetically order. 

¶ For your May delinquent notices, you need to print both halves (either unpaid). 

¶ If the parcel has a ómail toô, the delinquent notice will print to the mail to name and address for all tax types. 

¶ Delinquent Notices will print the entity name from the Treasurerôs receipt file if ownership is not same or is 
not found in the Auditorôs Parcel file.  The notice will also not print with the legal description.   

 
FIELDS: 

¶ Processing Date:  defaults to current date, but can be change.  This date will determine the penalty amount. 

¶ Tax District Range:  enter in a specific range of tax districts, enter in the same tax district number in both 
fields, or leave the defaults to print all tax districts. 

¶ Print Headings:  this is free text on what will print on the heading of the delinquent notices. 
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¶ Entity Range:  enter in a specific range of entity numbers, the same entity number in both fields, or leave the 
defaults to print all entity numbers. 

¶ Print Notices For:  check the box to print notices for ñ1ò is for first half delinquent only, ñ2ò will print first and 
second halves unpaid amounts (use for May notices), or ñ3ò will only print notice if first half is delinquent and 
then it will print the second half payment. 

¶ Print Mobile Home Notices Separately:  check the box to print mobile home notices as a separate spool file.  
If this is checked you will receive a separate screen to enter you free text comments.  * 

¶ Comments:  this is free text and is user defined. 
 

Print Delinquent Notices (8.5 x 11) for all receipt types (Building on Leased Land)  

 
PROGRAM NOTES: 

¶ Once you hit enter, the next screen is for your Building on Leased Land Only.  You can change the Print 
Headings and enter your user defined text to print on the notice.  Then enter to receive your printer options 
or if you selected separate mobile home, you will receive the Mobile Home Notices Only. 
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Print Delinquent Notices (8.5 x 11) for all receipt types (Mobile Homes ONLY)  

 
PROGRAM NOTES: 

¶ Once you hit enter from BLLôs, the next screen is for your Mobile Homes Only.  You can change the Print 
Headings and enter your user defined text to print on the notice.  Then enter to receive your printer options 
 

Print Delinquent Notices (8.5 x 11) for all receipt types (Printer Options)  

 
PROGRAM NOTES: 

¶ When printing the notices, if the AFP capable is checked that will print a different formatted 
delinquent notice than when it is not checked.  The free text data for the AFP version has been 
moved to the top of the statement. 
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FIELDS: 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ Hold Spool File:  check the box if you would like the report held before printing.  * 

¶ Copies:  defaults to 1 copy, but can be changed.  * 

¶ Source Drawer:  enter in the drawer of the printer that you would like the notices to print from.  * 

¶ AFP capable:  check the box to print as Advance Function Printer.  * 

¶ OnDemand Options:  select no to print the listing as normal, Prt&OnD to both print the report and send a 
copy to OnDemand, or OnD Only to send a copy to OnDemand without printing.  * 

 
 
 
AFP Capable was checked 
 

 
 

 

You can 

change this 

heading. 

You enter and 

can change this 

detail. 
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AFP Capable was NOT checked 

 

You can change 

this heading. 

You enter and 

can change 

this detail. 
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Print Tax Sale Redemption Statements 

Delinquent Notices / Publication Menu  Option 3 

 
PROGRAM NOTES: 

¶ This print out is optional.   

¶ This listing will print a redemption statement that can be mailed with your delinquent notices. 

¶ You can change the calculation date for the penalty amounts. 

¶ You must select county held, include reversals, and/or private held to receive a report.  If everything is blank, 
no report will be generated. 

 
FIELDS: 

¶ Calculation:  defaults to current date, but can be change.  This date will determine the penalty amount. 

¶ Certificate Year:  leave as the default of blank to all 9ôs to receive all outstanding tax sale certificates or enter 
tax year certificate range. 

¶ County Held:  check the box to include county held certificates. 

¶ Include Reversals:  check the box to include reversals. 

¶ Private Held:  check the box to print private held tax sale statement. 

¶ Sort by Entity Name:  check the box to sort by entity name; otherwise it will sort by tax sale year and 
certificate number. 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Hold Spool File:  check the box if you would like the report held before printing.  *   
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Download Delinquent Notices to PC 

Delinquent Notices / Publication Menu  Option 4 

 
PROGRAM NOTES: 

¶ This will create the file to outsource the delinquent notices to Mail Services. 

¶ You only need to run this option if you are going to outsource the delinquent notices. 
 
Steps in creating the file: 

1. Run the Select Delinquent Receipts for all receipt types. 
2. Print Delinquent Notices for all receipt.  Enter everything on this option as you did in the past.  When you 

get to the printer option screen, I would suggest holding the spool file so it does not print.  This option is 
where we create the outsource file. 

3. Run this option to Download Delinquent Notices to PC.   
4. Click OK on this screen or just enter.  Then you will receive the following screen: 

5. Once you receive this screen, you will need to go back to your session and press enter or OK again.  
Once that is done it will bring you back to the menu.   

 
The files that were created can be found on the C: under the querydata fold.  The two files that need to be sent 
to Mail Services are PAPEROA.ZIP and PAPEROB.ZIP.  You will need to contact Mail Services on how they 
want you to send the files.   
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MAY 1 TO JUNE 15 

PREPARE FOR PUBLICATION TO NEWSPAPER 

Tax Collections Control File Maint 

Maintenance Menu   Option 15 

 
PROGRAM NOTES: 

¶ Review the control file for the publishing cost amounts. 

¶ Click on continue or enter to the next screen and to update any changes. 
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Select Del. Receipts for Real Estate, Spec., Drain. & M-Homes 

Delinquent Notices / Publication Menu  Option 10 

 
PROGRAM NOTES: 

¶ Will only select tax receipts that have a balance remaining. 

¶ Will produce an error listing of any receipts having either invalid parcels or entity numbers.  Do maintenance 
to specific receipts to ensure a valid parcel number for publishing. If there are no errors, a listing will not be 
produced.   

¶ This option needs to be run first on the day of tax sale.  This is optional if you plan on using the sequence 
numbers. 

¶ Each time you re-run the select for publication, it will re-number the sequence number on the parcels.   

¶ If using the Auditorôs current entity and it is not found on the auditorôs side, it will print the ownership from the 
Treasurerôs receipt file. 

¶ Only enter an adjourned tax sale year payable when processing an adjourned tax sale otherwise leave 
blank. 

 
FIELDS: 

¶ Select Current Entity from Auditorôs Real Estate (for parcels):  check the box for the current entity to come 
from the auditorôs real estate file.  * 

¶ Adjourned Tax Sale Year Payable:  enter a fiscal year to select for an adjourned tax sale.  This can be done 
anytime throughout the fiscal year and will select all fiscal years up to and including the year entered.  When 
running an adjourned tax sale with a previous fiscal year, all receipt will be marked as public bidder.  
Otherwise leave blank. 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  * 
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Select Del. Receipts for Grain Handled & Buildings on Leased Land 

Delinquent Notices / Publication Menu  Option 11 

 
PROGRAM NOTES: 

¶ Use option to select delinquent receipts for grain handled tax or building on leased land. 

¶ An error listing will be produced of any receipts having either invalid parcels or entity numbers. 

¶ If no listing is generated; there are no errors.   
 
FIELDS: 

¶ Select Current Entity from Auditorôs Real Estate (for parcels):  check the box to if you would like the entity 
selected from the auditorôs real estate file.  * 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  * 
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Modify Public Bidder Code on Selected Receipts 

Delinquent Notices / Publication Menu  Option 12 

 
PROGRAM NOTES: 

¶ Program allows change of a receipt selected for Regular to be change to either Public Bidder or Public 
Nuisance. 

¶ If you need to move a specific receipt or multiple receipts from one type to another, just enter the number 
that reference that type. 

¶ Press enter to update the list. 

¶ Click on the create receipt if you need to add a new receipt to this file. 
 
LEGEND: 

¶ 1=Regular:  if this is a regular bidder, enter a ó1ô in front of the item. 

¶ 2=Public Bidder:  if this is a public bidder, enter a ó2ô in front of the item. 

¶ 3=Public Nuisance:  if this is a public nuisance , enter a ó3ô in front of the item. 

¶ 4=Delete:  enter a ó4ô in front of the item/s that you wish to delete. 
 
FIELDS: 

¶ Dist/Parcel:  put in a specific district and parcel number to reposition the list. 
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Create Receipt 

 
PROGRAM NOTES: 

¶ To add a receipt you will need to field in the following fields. 

¶ Use the add receipt option if you need to publish a receipt that is not found in the file. 
 
FIELDS: 

¶ Year:  enter the year payable. 

¶ Receipt #:  enter the receipt type and the receipt number. 

¶ Item #:  enter the item number, usually it will be 01. 

¶ Entity #:  enter the entity number and name. 

¶ Tax District:  enter the tax district number 

¶ Parcel # or VIN:  enter the parcel number or VIN number 

¶ Proj #:  enter the project number, if this receipt is a special assessment or drainage. 

¶ Tract #:  enter the tract number, if this receipt is a special assessment or drainage. 

¶ Payment #:  enter the payment number, if this receipt is a special assessment or drainage. 

¶ Bidder:  select the appropriate bidder type.  Regular are all current year delinquent receipt, Public Bidder are 
previous years delinquent receipts or Public Nuisance receipts.   
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Print Publication for Real Estate, Spec. & Drain. - Office Copy 

Delinquent Notices / Publication Menu  Option 20 

 
PROGRAM NOTES: 

¶ This listing will print by tax district and then alphabetical order. 

¶ View the report sample for the difference between the office copy and the newspaper copy. 

¶ The listing will show a grand total and the number of parcels will print on the last page. 

¶ If this listing is re-ran without reselecting, the entity name, parcel information, and sequence number will print 
but the amount will be blank.  If you plan on using the sequence numbers, you DO NOT want to reselect. 

¶ When selecting from the auditor current file, if the parcel number has a new tax district it will print zero for the 
acres.   

 
FIELDS: 

¶ Tax District Range:  enter in a specific range of tax districts, enter in the same tax district number in both 
fields, or leave the defaults to print all tax districts. 

¶ Report Type:  select the type of bidder for the report to print Regular, Public Bidder, or Public Nuisance.  * 

¶ Print Type:  select the type to printðParcel ONLY OR Parcel and Legal.  * 

¶ Sort order:  select the sort order for proofing by District/Name or District/Parcel.  * 

¶ Calculation Date:  defaults to current date, but can be changed.  This date will determine the penalty amount. 

¶ Fiscal Year:  check the box to print the fiscal year from the auditorôs files.  Example is if your year payable is 
20102011 it will print 20092010.  * 

¶ New Dist/new page:  check the box for when the tax district changes you want to advance to a new page.  * 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  * 
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Print Publication for Real Estate, Spec. & Drain. ï Newspaper 

Delinquent Notices / Publication Menu  Option 21 

 
PROGRAM NOTES: 

¶ This listing will print by tax district and then alphabetical order. 

¶ View the report sample for the difference between the office copy and the newspaper copy. 

¶ Publication of property eligible for tax sale at least one week but no more than three weeks before the third 
Monday in June in an official newspaper of the county. 

¶ The grand total due and the number of parcels will print on the last page. 

¶ To email the publication to the newspaper, you will need to hold the spool file, use the F14 for spool file or 
My Reports, find the file name Print Publishing Newspaper, and use the P for PDF or a T for Text Document.  
The PDF file cannot be modified, but the text document can be saved to your pc and modified.  You can also 
enter E for email and it will send it as a PDF. 

¶ If this listing is re-ran without reselecting, any parcels that have been paid will be skipped on the 
listing including skipping the sequence number. 

¶ When selecting from the auditor current file, if the parcel number has a new tax district it will print zero for the 
acres.   

¶ You will need to re-run this option for each report type.   
 
FIELDS: 

¶ Tax District Range:  enter in a specific range of tax districts, enter in the same tax district number in both 
fields, or leave the defaults to print all tax districts. 

¶ Report Type:  select the type of bidder for the report to print Regular, Public Bidder, or Public Nuisance.  * 

¶ Print Type:  select the type to printðParcel ONLY OR Parcel and Legal.  * 

¶ Print Sequence:  check the box to print the sequence number. This number will print after the entity ID 
number.  * 

¶ Print Page Headings:  check the box to print the heading on each page or leave uncheck to only print the 
heading on the first page. 

¶ Calculation Date:  defaults to current date, but can be changed.  This date will determine the penalty amount. 

¶ New Dist/new page:  check the box for when the tax district changes you want to advance to a new page.  * 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 
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¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  *   

¶ OnDemand Options:  select no to print the listing as normal, Prt&OnD to both print the report and send a 
copy to OnDemand, or OnD Only to send a copy to OnDemand without printing.  * 

 
Print Publication for Real Estate, Spec. & Drain. - office copy 
 
Date:  4/08/04                                         Publis hing Tax List                                         Program: TXP0083  

Time: 12:10:52                                                                                                     Page:       1 

                                                           Office Copy  

  Tax District: 000    to 999 99    Report type: 1 1=Regular          Print type: 2 1=Parcel ONLY          Print Fiscal Year:  

                                                   2=Public Bidder                  2=Parcel & Legal  

  Tax Dist -   010    LAKE TERRIL  

  Entity      Seq          Parcel                               Year Sold    Acres        Tax        Pen/Int    Cost        Tot al  

 Beving, Susan  

                 1  000973506400007         1 ACRE TRACT PT SE SW SE   STR 6 - 97- 35 

                                                     2ND HALF    2003/2004       .84       49.00         1.00                  50.00  

                                                                    Parcel Total:          49.00         1.00                  50.00  

                                                               Entity Total:         ___________    _________  _______   ___________  

 Bielfeldt, Dennis  

                 2  000973509400002         NE SE   STR 9 - 97- 35 

                                                     2ND HALF    2003/2004     40.20      314.00         5.00                 319.00  

                                                                    Parcel Total:         314.00         5.00                 319.00  

                 3  0009735094 00004         SE SE   STR 9 - 97- 35 

                                                     2ND HALF    2003/2004     39.20      292.00         4.00                 296.00  

                                                                    Parcel Total:         292.00         4.00                 296.00  

                                                               Entity Total:         ___________    _________  _______   ___________  

 Bobolynn, Inc  

                 4  000973529400001         NW SE   STR 29 - 97- 35 

                                                     2ND HALF    2003/2004     47.00      298.00         4.00                 302.00  

                                                                    Parcel Total:         298.00         4.00                 302.00  

                 5  000973529400002         NE SE   STR 29 - 97- 35 

                                                     2ND HALF    2003/2004     47.00      353.00         5.00                 358.00  

                                                                    Parcel Total:         353.00         5.00                 358.00  

                                                               Entity Total:         ___________    _________  _______   ___________  

 Clark, Ruth Ann  

                 6  000973503100001         N NW   STR 3 - 97- 35 

                                                     2ND HALF    2003/2004     32.80      227.00         3.00                 230.00  

                                                                    Parcel Total :         227.00         3.00                 230.00  

                 7  000973503100002         S NW   STR 3 - 97- 35 

                                                     2ND HALF    2003/2004     35.40      311.00         5.00                 316.00  

                                                                    Parcel Total:         311.00         5.00                 316.00  

                 8  000973503200001         NE   STR 3 - 97- 35 

                                                     2ND HALF    2003 /2004     62.00      387.00         6.00                 393.00  

                                                                    Parcel Total:         387.00         6.00                 393.00  

                                                               Entity Total:         ___________    _________  _______   ___________  

 
 
Print Publication for Real Estate, Spec. & Drain. - newspaper copy 
Date:  4/08/04                                         Publishing Tax List                                         Program: TXP0089  

Time: 12:11:09                                                                                                     Page:       1 

  Tax Dist -   010    LAKE TERRIL  

                                                                                                          Years  

    Entity                                   Seq      Parcel                                              Delinq  Acres     Total  

Beving, Susan                                   1 000973506400007                                           *         .84      50.00  

Bielfeldt, Dennis                               2 000973509400002                                           *       40.20     319.00  

                                                3 000973509400004                                           *       39.20     296.00  

Bobolynn, Inc                                   4 000973529400001                                           *       47.00     302.00  

                                                5 000973529400002                                           *       47.00     358.00  

Clark, Ruth Ann                                 6 000973503100001                                           *       32.80     230.00  

                                                7 0009735031 00002                                           *       35.40     316.00  

                                                8 000973503200001                                           *       62.00     393.00  

Clark, Ruth Ann                                 9 000973502300001                                           *       49.00     365.00  

                                               10 000973502300002                                           *       48.00     326.00  

                                               11 000973502300003                                           *       48.00     330.00  

                                               12 000973502300004                                           *       46.60     331.00  

                                               13 000973513300001                                           *       34.60     281.00  

                                               14 000973513300003                                           *       37.70     303.00  

                                               15 000973514400002                                           *       39.00     297.00  

                                               16 000973514400005                                           *       37.60     287.00  

Clark, Ste ven R & Kevin A; Clark, Ruth A -       17 000973503300001                                           *       35.40     256.00  

 Clark, Ruth A - L.Est.  

                                               18 000973503300002                                           *       37.60     245.00
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Print Publication for Real Estate, Spec. & Drain. ï Bidder Copy  

Delinquent Notices / Publication Menu  Option 22 

 
PROGRAM NOTES: 

¶ This listing will print by tax district and then alphabetical order. 

¶ The grand total amount and the number of parcels will print on the last page. 

¶ An indicator will print if the parcel is including a special assessment or a drainage assessment. 

¶ If this listing is re-ran without reselecting, any parcels that have been paid will be skipped on the listing 
including skipping the sequence number. 

¶ When selecting from the auditor current file, if the parcel number has a new tax district it will print zero for the 
acres.   

 
FIELDS: 

¶ Tax District Range:  enter in a specific range of tax districts, enter in the same tax district number in both 
fields, or leave the defaults to print all tax districts. 

¶ Report Type:  select the type of bidder for the report to print Regular, Public Bidder, or Public Nuisance.  * 

¶ Print Type:  select the type to printðParcel ONLY, Parcel and Legal, or Legal ONLY.  * 

¶ Print Sequence:  check the box to print the sequence number. This number will print after the entity ID 
number.  * 

¶ Calculation Date:  defaults to current date, but can be changed.  This date will determine the penalty amount. 

¶ New Dist/new page:  check the box for when the tax district changes you want to advance to a new page.  * 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  * 
¶ OnDemand Options:  select no to print the listing as normal, Prt&OnD to both print the report and send a 

copy to OnDemand, or OnD Only to send a copy to OnDemand without printing.  * 
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 Print Publication for Personal Prop/Building on Leased Land   

Delinquent Notices / Publication Menu  Option 24 

 
PROGRAM NOTES: 

¶ This listing will print by tax district and then alphabetical order. 

¶ The treasurers will inherit the BLL from the auditorôs if they have the parcel marked as a BLL at fiscal year 
end when you pull over the receipts.  Otherwise, you will need to manually mark the receipts. 

 
FIELDS: 

¶ Tax District Range:  enter in a specific range of tax districts, enter in the same tax district number in both 
fields, or leave the defaults to print all tax districts. 

¶ Print Type:  select the type to printðParcel ONLY  or Parcel and Legal.  * 

¶ Calculation Date:  defaults to current date, but can be changed.  This date will determine the penalty amount. 

¶ Fiscal Year:  check the box to print the fiscal year of the receipt from the auditorôs files. 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  *  * 

¶ OnDemand Options:  select no to print the listing as normal, Prt&OnD to both print the report and send a 
copy to OnDemand, or OnD Only to send a copy to OnDemand without printing.  * 
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Print Publication for Mobile Home - Office Copy 

Delinquent Notices / Publication Menu  Option 26 

 
PROGRAM NOTES: 

¶ This listing will print by tax district and then alphabetical order. 

¶ View the report sample for the difference between the office copy and the newspaper copy. 

¶ If this listing is re-ran without reselecting, any mobile homes that have been paid will be skipped on the listing 
including skipping the sequence number. 

 
FIELDS: 

¶ Tax District Range:  enter in a specific range of tax districts, enter in the same tax district number in both 
fields, or leave the defaults to print all tax districts. 

¶ Report Type:  select the type of bidder for the report to print Regular (for all current year delinquent receipt) 
or Public Bidder (for previous yearôs delinquent receipts).  * 

¶ Calculation Date:  defaults to current date, but can be changed.  This date will determine the penalty amount. 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  * 
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Print Publication for Mobile Home - Newspaper   

Delinquent Notices/Publication Menu  Option 27 

 
PROGRAM NOTES: 

¶ This listing will print by tax district and then alphabetical order. 

¶ View the report sample for the difference between the office copy and the newspaper copy. 

¶ The grand total due and the number of mobile homes will print on the last page. 

¶ If this listing is re-ran without reselecting, any mobile homes that have been paid will be skipped on the listing 
including skipping the sequence number. 

 
FIELDS: 

¶ Tax District Range:  enter in a specific range of tax districts, enter in the same tax district number in both 
fields, or leave the defaults to print all tax districts. 

¶ Report Type:  select the type of bidder for the report to print Regular (for all current year delinquent receipt) 
or Public Bidder (for previous yearôs delinquent receipts).  * 

¶ Print Page Headings:  check the box to print the heading on each page or leave uncheck to only print the 
heading on the first page. 

¶ Calculation Date:  defaults to current date, but can be changed.  This date will determine the penalty amount. 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  *  * 

¶ OnDemand Options:  select no to print the listing as normal, Prt&OnD to both print the report and send a 
copy to OnDemand, or OnD Only to send a copy to OnDemand without printing.  * 

 
 
 
 
 
 
 



Treasurerôs Tax Receipting School of Instruction 

ñSolutionsò É 1986 ï 2010 

 
  42 

How to and tips on Email Documents to the Newspaper 

Email Publication to Newspaper 
¶ To email the publication to the newspaper, you will need to hold the spool file. 

¶ Use the F14 for spool file and find the file name.  TXP0089 is for real estate and TMP0090 is for mobile 
home publication list. 

¶ Enter a P for PDF or a T for Text Document.  The PDF file cannot be modified, but the text document 
can be saved to your pc and modified. 

¶ From the PDF file, under file at the top there is a tab that will email the document. 

¶ From the text document, you will need to save to your pc and modify if needed.  Then right click on the 
document from your desktop and select send to or for the document use the file tab and select send to. 

 

 

 
Print Publication for Mobile Home - office copy 
 
Date:  4/08/0 4                                         Publishing Tax List                                         Program: TMP0083  

Time: 12:46:47                                                                                                     Page:       1 

                                                      Office Copy -  Mobile Home  

  Tax District: 000    to 999 99    Report type: 1 1=Regular  

                                                   2=Public Bidder  

  Tax Dist -   170    SIOUX SPENCER COMM  

     Entity                                                     Year Sold    Acres        Tax        Pen/Int    Cost        Total  

 Amendt, Wendell L or Sherry A  

 Vin: 066369                Title:   21 - U74683 

 Year: 1994  Make: MARE  Model:      ESQUIRE  Color: BLU,BLK  Sq Ft: 1088.0  

                                                     2ND HALF    2003/2004                 98.00         1.00                  99.00  

                                                                    Vin Total:             98.00         1.00                  99.00  

                                                               Entity Total:         ___________    _________  _______   ___________  

 Burnell, Julie A  

 Vin: HM7361                Title:  21 - U096139  

 Year: 1998  Make:  HLA  Model:        DARBY  Color:     UNK  Sq Ft: 1056.0  

                                                     2ND HALF    2003/2004                106.00         2.00                 108.00  

                                                                    Vin Total:            106.00         2.00                 108.00  

                                                               Entity Total:         ___________    _________  _______   ___________  

 Daugherty, Roger M  or  

 Daugherty, Yvonne D  

 Vin: HK6331                T itle:  21 - U091084  

 Year: 1996  Make: DARY  Model:               Color:     UNK  Sq Ft: 1216.0  

                                                     2ND HALF    2003/2004                109.00         2.00                 111.00  

                                                                    Vin Total:            109.00         2.00                 111.00  

                                                               Entity Total:         ___________    _________  _______   ___________  

Print Publication for Mobile Home ï newspaper copy 
 
Date:  4/08/04                                  Publishing Tax List -  Mobile Home                                  Program: TMP0090  

Time: 12:46:51                                                                                                     Page:       1  

  Tax Dist -   170    SIOUX SPENCER COMM  

                                                                                                          Years  

     Entity                                                                                               Delinq            Total  

Amendt, Wendell L or Sherry A                     Vin: 066369                Title:   21 - U74683             *                  99.00  

                                                    1994 MARE      ESQUIRE BLU,BLK Sq Ft: 1088.0  

Burnell, Julie A                                  Vin: HM7361                Title:  21 - U096139             *                 108.00  

                                                    1998  HLA        DARBY     UNK Sq Ft: 1056.0  

Daugherty, Roger M  or                            Vin: HK6331                Title:  21 - U091084             *                 111.00  

 Daugherty, Yvonne D                                1996 DARY                  UNK Sq Ft: 1216.0  

Denison Drywall  Supply Co Inc                     Vin: M605215               Title:  24 - W080733             *                  75.00  

                                                    1978 HYPK              CRM,TAN Sq Ft:  924.0  

Dirksen, Eugene Arthur or Dirksen, Devada  Marie   Vin: H09059                Title:  21 - U110666             *                 124.00  

                                                    2000  HLA  STONEYBROOK     BGE Sq Ft: 1216.0  

Elliott, Mark W                                   Vin: HL7168                Title:  21 - U102791             *                 176.00  

                                                    1997  HLA      14 X 66 GRY,WHI Sq Ft:  924.0  

Garcia, Consuelo                                  Vin: 1610V                 Title:  21 - U127544             *                 157.00  

                                                    1984  FSH              GRY     Sq Ft:  924.0  

Huckfelt, Todd M                                  Vin: KC1215A               Title:  21 - U086959             *                  68.00  

 Thomas, Stacie K                                   1979 BNDX              BGE,BRO Sq Ft:  840.0  

Le Clair, Chad Thomas &                           Vin: 1180664267            Title:  21 - U091277             *                  59.00  

 Le Clair, F elice Angeline                          1978 TITA              BRO,TAN Sq Ft:  728.0  

Meyer, Paul L                                     Vin: 191560                Title:  21 - U110422             *                  85.00  

                                                    1984  SCU              BRO,TAN Sq Ft: 1056.0  

Meyer, Susan T                                    Vin: 0356298I              Title:  21 - U068427             *                  76.00  

                                                    1974 HOME              BRO,TAN Sq Ft:  938.0  

Petersen, Patricia                                Vin: 98A16818              Title:  63 - W152695             *                  98.00  

                                                    1989 CHIE              TAN,BRO Sq Ft: 1216.0  

                                                    1969 COM               WHI     Sq Ft:  720.0  
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JUNE 1 LAST DAY TO FILE ELDERLY CREDITS 

Elderly Credit Maintenance  

Elderly Credit Menu   Option 1 

 
PROGRAM NOTES: 

¶ JUNE 1
st
 IS THE LAST DAY FOR REAL ESTATE OR MOBILE HOME ENTITY TO FILE CLAIMS FOR 

REDUCED TAX RATE.   

¶ MUST BE ENTERED INTO SYSTEM BY JUNE 30. 

¶ Use this option to add or delete an elderly credit application.   

¶ All maintenance to the percent of credit, the percent of use, and to delete the elderly credit must be entered 
here. 

¶ Enter a ó2ô to update a parcel number. 

¶ If the entity is no longer valid, the entity name will show ñ***ENTITY NOT FOUND/INVALID***. 

¶ In the Iowa Administrative Code #701-73.23(425) the rule about delinquent taxes and allowing the Elderly 
Credit is as follows: 
"A property tax credit shall be allowed to an eligible claimant even though the claimant's taxes for a previous 
fiscal year are delinquent.  The claimant may receive a reimbursement for delinquent taxes paid provided the 
taxes are paid by December 31 following the fiscal year in which the taxes became delinquent." "This rule is 
intended to implement Iowa Code section 425.17(8)." 

 
FIELDS: 

¶ Position to:  depending on your sort order you can either enter the tax district/parcel number or entity name 
to reposition the list to. 
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2 = Update 

 
PROGRAM NOTES: 

¶ If the parcel is rural, you must fill in the value of the house and the acres used by owner to receive elderly 
credit.  Otherwise, they may not receive elderly credit. 

¶ If the parcel is rural, we will display the current values from the auditorôs side. 

¶ There is a hidden command key of F21 to display how the system will calculate the elderly credit amount. 

¶ You are able to add multiple entities to one parcel.  If the amount of credit is over 100% a message will 
display on your edit list.   

 
FIELDS: 

¶ % of Credit:  enter the percentage of credit that the entity will receive. 

¶ % of Use:  enter the percentage use that the entity currently uses. 

¶ Value of House:  this field will only display if the parcel is rural.  Enter the rollback value from the auditorôs 
files.  

¶ Acres used by Owner:  this field will only display if the parcel rural.  Enter the acres used by the owner from 
the auditorôs files.  If left blank, all the acres on the parcel will be used. 
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Print Elderly Credit Edit List 

Elderly Credit Menu   Option 2 

 
PROGRAM NOTES: 

¶ This option should be run before entering new year applications. 

¶ Can be run anytime for verification of application data.  Verify the report!! 

¶ This report will show any errors within your file.  An ó*ERRORô will print on the right side of the report. 

¶ The errors that will display are 
o Entity not same as Auditor 
o % use > 100 (Actual = 200) -- this means that there are multiple entities for one parcel and the 

amount used is over 100%. 
 
FIELDS: 

¶ Sort Order:  select the print of elderly credits by entity name or by parcel number.  * 

¶ Printer ID:  defaults to the job default printer, but can be changed.  * 

¶ # of Copies:  defaults to 1 copy, but can be changed.  * 

¶ Print Both Sides:  select no, Duplex (to bind on the long edge), or select Tumble (to bind on the short edge.)* 

¶ Hold Spool File:  check the box if you would like the report held before printing.  *  * 
 
Report Sample 
 
DATE -   1/27/06                                       ELDERLY CREDIT EDIT LIST                                     PROGRAM -  TXL0011  

TIME -  13:32:32                                            BY ENTITY NAME                                             PAGE -        2 

ENTITY                                                                                                        HOUSE    OWNER 

     DIST   PARCEL                                                                               % %Used      VALUE    ACRES  

     620    9538 12 177 017      34  1 5 O.P.  

   705000 Bolyard, Bradley A                                                                   100   100  

     640    9636 07 207 021      13  3 TRIPP  

   758000 Brehmer, Roberta F                                                                    25   100  

     580    9438 33 257 004      W 1/2 8 - 9- 10  3 KIRCHNERS 3RD  

   846000 Brown, Ray & Delores                                                                  35   100  

     640    9636 18 204 010      E 50' OF W 88' OF N 1/2  1 EGLESTON IRREG.  

   935000 Butler, Marie ** Entity not same as Auditor **                                        70   100                     *ERROR *  

     640    9636 18 351 018      9  1 SOUTHMOOR 4TH                                                                          *ERR OR* 


























































































































































































































































































































































































































































































































































































































































