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Introduction 
 
The Basic STAR Reports can be viewed or downloaded and are for use by assessors and other 
authorized users to update and verify assessment rolls. 

 

The STAR Eligibility tool within the online assessment community site is highly secure. The Tax 
Department is charged with processing and guarding the personal information of millions of 
taxpayers. Similar standards and practices are in place for the STAR eligibility tool and the data it 
contains. 
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Accessing the Basic STAR Eligibility Reports 
 

1. Go to the Department of Taxation and Finance website:  www.tax.ny.gov 

 
2. Select the Government & Researchers link. 

 

 
 
 

3. Under the online services column, select Assessment community login. 

 
  

http://www.tax.ny.gov/
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4. Select LOG IN TO ASSESSMENT COMMUNITY. 

 
 
(Note:  If you need an account, or to make changes to an existing account, select REQUEST 
ACCOUNT for instructions.) 
 
5. Select the STAR Eligibility bubble. 
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6. Click on the middle box:  Click for Basic STAR Eligibility Reports. 
 
 

 
 

7. Read the security contract and select Yes, I agree. 
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8. Select your Muni Code then select Basic STAR Reports. 
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Basic STAR Eligibility Reports Overview 
 

There are two reports available: 

• The Basic STAR (bSTAR) bulk delete transaction file is available for download only and should 
be used to update your assessment roll.  Instructions for utilizing this report in the RPS STAR 
Management utility are on page 16 of this guide.   

 

• The Basic STAR (bSTAR) Status Report is available to view or download.  This report contains 
only records who are determined to be “not qualified” due to income requirements. 
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View the Reports 
 
1. Select View 
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Download the reports 

1.  Select Download for the desired report. 

 

 
2. In the pop-up box select Save as. 
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3. Designate where you want to store the file.  The file will automatically be zipped.  Do not 
change the Save as type.  Select Save. 
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3. Before opening the file, you will need to unzip it. If the Open folder pop-up option appears, select 

Open folder,  

 

 
 

OR 

 

If the Open folder pop-up option does not appear, navigate to where you stored the file, right-click the 

file and select Extract All from the list of options. 

 

 
  

Right-click 
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4. In the pop-up window, select Extract.  Close the folder. 

 

 
 
 

5. Open Microsoft Excel. 

 

6. Browse to the file location and single-click on the file – not the compressed type. (If the file is not 

displayed, be sure All Files is selected). 

 

 

Single-click 
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7. Select Open. 

 

8. If you get the following message, select Yes. 

 
 

9. The Text Import Wizard – Step 1 of 3 will open, select My data has headers, then select Next.   
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10.  The Text Import Wizard – Step 2 of 3 will open, select Next. 
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11. The Text Import Wizard – Step 3 of 3 will open, select Finish. 

 
 

 
 
 

12.  Print or save your report. 
 

• If any of the columns have pound signs (#) – widen the column so the digits for date and time 
appear. 
 

• Remember to keep the report secure if it contains confidential data.  
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Instructions for the Bulk Delete Transaction File for RPS 
Processing 
 

Note:  Before executing this update program, you must: 
 

1. have already downloaded the Basic STAR (bSTAR) bulk delete transaction file from the 
STAR Eligibility tool in the Online Assessment Community.  For download instructions, see 
page 9 of this guide; and 

 
2. installed all RPS software release updates.  See Real Property System. 

 
Use this program to remove STAR exemptions from current roll year parcels (and next year parcels if 
they exist) as directed by the Tax Department.  Upon completion, exemptions and taxable values 
within the municipality will automatically be updated.  
 
Exemptions for parcels in cooperatives or manufactured home parks will not be included in this 
update and must be reviewed and manually removed at the parcel level. 
 
Exemptions with an initial year equal to or greater than the current roll year will not be acted on in this 
update; these parcels need to be reviewed at the parcel level to determine if the exemption should be 
removed. 
 

**Before running this program, you should backup your database.** 
 
To begin: 
 
1. Select Administration on the Navigation Screen to open the Administrative Toolbar. 
 
2. Select Update Programs. 
 
3. Scroll down and select STAR Management, then select OK. 
 

 

https://tax.ny.gov/research/property/assess/rps/index.htm
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Note: If you do not see the STAR Management option, verify that your User Update Rights are set for 
STAR Management. You may need to check with your Security Group Administrator. 
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4. On the STAR Management screen, select STAR Disqualification Update. 
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5. On the STAR Exemption Disqualification Update screen, select Import NYSDTF File. 
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6. Select the file you would like to import and select Open. 
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After the file is imported, the contents of the file will appear on the Pre Update View screen. If there 
are numerous parcels, you must select OK before you can scroll through the list. Selecting OK does 
not update any data, and if necessary, you can select Reset to choose a different file or close out of 
the program without consequence.  The number of parcels on the file will be summarized at the end. 

 

7. If the file appears appropriate*, select OK.  You can print and/or save the report. 
 

 
 
*If the file does not appear appropriate, “x” out of the confirmation message and go back to the Import 
NYSDTF File and select the appropriate file.  If you continue to have an issue, contact your ORPTS 
Customer Service Liaison.  

https://www.tax.ny.gov/about/orpts/crmlist.htm
https://www.tax.ny.gov/about/orpts/crmlist.htm
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8. Select Remove Exemptions to update the database. 
 

This Update program will first remove exemptions on the Current Roll year (and on the Next Roll year 
if it exists) from parcels listed on the transaction file and will then automatically run a recalculation of 
taxable values for all parcels in the municipality. The update program can take from five to 
twenty minutes depending on the size of the municipality (longer if Next Year roll exists). 
 
After processing is complete, a report of the removed exemptions will display in the Removed 
Exemptions tab. 
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Discarded Transactions file 
 
If a parcel listed on the imported transaction file did not have the exemption removed, the parcel will 
be listed on the Discarded Transactions tab noting the reason why no action was taken. 
 

 
 

• If a parcel does not have a Basic STAR exemption, the following message will display in the 
Reason column: 

 
Exemptions transactions found to have been already removed 

 

• If a parcel listed on the imported transaction file is either a cooperative building (owner code = ‘P’ 
or ‘Q’) or a mobile home park (property class = 416), no action will be taken.  The following 
message will display in the Reason column: 

 
Mobile Home and Cooperative transactions, not acted upon mechanically and subject to manual 
intervention. 

 

• Parcels where the basic exemption exist in the current year; however, the exemption initiation year 
is greater than or equal to the roll_yr.  The following message will display in the Reason column: 

 
Exemption transactions where EX_INIT_YR equal or greater than Current Year 
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All three report tabs are accessible for comparison. You should print and/or save the reports as a 
PSR file before closing. If you close the utility without saving the report(s), they will no longer be 
available for accessing. 
 
If you will be processing a file for another municipality, select Reset.  This will clear all reports and 
initialize the program so you can import the next file. 
 
 

Administration, forms, and FAQs 

 
For additional information regarding Basic STAR such as: 
 

• Exemption Amounts 

• Administration 

• Maximum STAR Savings and the 2% Limit 
 

See STAR information for local officials. 

https://tax.ny.gov/pit/property/star/assessorinfo.htm

