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1.Introduction

The Enhanced STAR Income Verification Program (IVP) Tool is for use by ORPTS
and authorized users of the assessment community for sharing information related
to Enhanced STAR exemption recipients.

Beginning with 2019 assessment rolls, all Enhanced STAR exemption recipients
must participate in the IVP. After receiving Form RP-425-1VP, Supplement to Form
RP-425-E from a property owner, the assessor has the option to enter the data into
the IVP Tool or to transmit the form to the Tax Department for data entry. (See How_
to transmit IVP forms to the Tax Department.)

Assessors will also use the IVP Tool to update records where there have been
primary residence or ownership changes.

The IVP Tool is highly secure. The Tax Department is charged with processing and
guarding the personal information of millions of taxpayers. Those standards and
practices are in place for the IVP Tool and the data it contains.


https://www.tax.ny.gov/research/property/transmit-ivp-forms.htm
https://www.tax.ny.gov/research/property/transmit-ivp-forms.htm

2.What’s new in the IVP Tool

Beginning with processing for the 2020-2021 school tax year, the new IVP Tool
aligns with the changes to Form RP-425-IVP, Supplement to Form RP-425-E. The
form has been expanded to enable the Tax Department to make accurate and timely
eligibility determinations.

The following are some of the notable changes compared to the prior IVP Tool that
had been in place since 2002:

New look and feel. We will continue to use this format as we update the other
applications in the Online Assessment Community.

Property-based records. In the old IVP Tool, every owner and resident spouse
had their own IVP record. In the new tool, every property has one record
containing all the owners and resident spouses.

Property search. Before you begin to enter the information from the IVP form,
you'll first use the tool to search for the parcel. If there is an IVP enrollment on file
for the parcel, the search will return the IVP enroliment record. If there is no IVP
enrollment on file for the property, the tool will retrieve the parcel from the
assessment roll on file with the Tax Department. (The information you enter in the
IVP Tool will not directly impact your assessment roll.)

New data fields. You will be asked to enter the following information from Form
RP-425-1VP:

o mailing address,
o income information and the source of that information,
o the relationship of the owners (spouse, sibling, or neither),

o the reason you are removing an owner from a parcel or closing an IVP
enrollment.

Surviving spouses. You will have the ability to select an alternative income tax
year if the death of a spouse would result in the surviving spouse being eligible for
the Enhanced STAR exemption.


https://www.tax.ny.gov/pdf/current_forms/orpts/rp425ivp_fill_in.pdf

3.Access the IVP Tool

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

2. Select the Government & Researchers link.

2 Services News Government Local

Department of
Taxation and Finance

Individuals Businesses Property Owners Tax Professionals Government & Researchers

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

ONLINE SERVICES

Assessment community login _

Municipal Profiles

Find sales tax rates

Sales Tax Web File

Other online services

Watch demos and videos

Troubleshooting Tips



http://www.tax.ny.gov/

4. Select LOG IN TO ASSESSMENT COMMUNITY.

Online Services for assessors and county directors

Log in to or create an Assessment Community Online Services account—today!
Benefits include access to:

» Basic and Enhanced STAR income verification applications
« real property transfer data

+ parcel and sales inventory data
+ training portal

+ sales reports

+ state land reports

+ valuation guidelines

+ school district levy simulator

. Assessors’ Manual: Data Collecti

LOG IN TO ASSESSMENT COMMUNITY REQUEST ACCOUNT

Forgot your password? Call 518-591-5233 or email Real.Property@tax.ny.gov to reset it.

(Note: If you need a new Online Assessment Community account, or to make
changes to an existing account, select REQUEST ACCOUNT for instructions.)

5. Select STAR Eligibility.

* Sales Reports

Customer Support

Sehool District STAR Help |
Levy Distribution
Simulator Update Secure |
- Star Account
Eligibility
Sales Reports Help |

Valuation

*Real Fyooo
Transfer Data

*Parcel & Sales
Inventory Data
’Training Portal

Valuation
Guidelines

Valuation Standards|

* State Land
Reports



6. Select Enhanced STAR IVP Tool.

ORETS Assessment Community Resource Center

STAR Eligibility Program Selection Screen

ORPTS OnLine Home I STAR ful'AsstsursI ORPTS Internet ‘ Secure Access Applications

Previous Page

Welcome

=

Enhanced STAR Enhanced STAR Enhanced STAR

Basic STAR STAR Credit
IVP Tool IVP Edit Reports IVP Eligibility Reports

Eligibility Reports Reports
~—_—
STAR IVP Help STAR IVP Help STAR IVP Help

Basic STAR Help STAR Credit Help

Questions/Comments Secure Assessment Community | All Contents Copyright @ NYSORPTS 2019

Privacy and Security | ORPTS Home | Top

7. Read the security contract and select * | agree, then select Continue.

Services News Government Local

Department of Taxation and Finance

= Menu Enhanced STAR Income Verification Program

STAR Income Verification Security Contract
* Required field

Security contract

NYS ORPTS has designated this application for "Secure Access", meaning that this application is available only to
Real Property Assessors, or their authorized designees. Registered users agree to protect the confidentiality of
applicant's tax information, to only use such information for the purposes of determining STAR eligibility, and not to
use or disclose such information for any other purpose. Any unauthorized disclosure of such information shall be
deemed a violation of section 805-A of the General Municipal Law. Any member of the Assessment Community who
has access to this application, or has granted access to their staff, must immediately notify The New York State

Office of Real Property Tax Services when they, or their staff, are no longer required/approved to enter STAR

exemption data. For security reasons, if you leav T WOTKS ., you are required to log off the application.

Continue




4.Property Search

Once you enter the tool, you’ll begin by searching for a property on the Property
Search screen. If the property is already enrolled in the IVP, your search will return
the enrollment record. If the property is not enrolled in the IVP, your search will
return a record from the latest assessment roll on file with the Tax Department.

Note: Any edits you perform in the IVP Tool will not directly impact your assessment
roll — they will only be reflected in the Tax Department’s IVP enroliment database.

To search, you must enter the following information:

1. SWIS code,
2. Levy year, and
3. one of the following combinations as it appears on the assessment roll:
¢ Print key (must be at least six characters), or
e Street number, Street name, and ZIP/Postal Code, or
e Owner’s last name, or
e Owner’s last name and ZIP/Postal code

If your search doesn’t return the property you were searching for, check your search
criteria and try again.

If your search yields more than 50 results, you will be prompted to refine your
search. You can add Unit number to any search to improve your results.

The View field options are: All, Closed, Open

¢ Selecting Active will display only open enrollments.
¢ Selecting Closed will display only closed registrations.
e Selecting All will display all roll records and registrations regardless of status.

Property Information

SWIS code:” | Select one v @

Levy year”  Select one |
Print key:
Unit number:
Street number:
Street name:
ZIP/Postal code:
Owner's last name:

View:" | All v




The results will appear in the table at the bottom of the screen. The user will have
the following action options to choose from:

o |f the source is from a roll record: New Enrollment, Merge, or Split. l

+ [Print = Strest address = Unit = Owner = Mobile home or - Levy = Source | & Closed
key number names co-op year date
. DUANE '
MARY SPIDE ) Mew Enrodiment

o |If the source is from an IVP Enrollment: Merge, Split, Close Enroliment, or Edit
Enroliment.

& Print & Street address & Unit = Owner = Mobile home or | & Lawy & Source & Closed
number names co-op year date
143.74-1- | 61 CLEVELAND BINGHAMTON, NY . Ive
24 13905-2223 Corol Tuesday 2020 enel /. Actions =
i - e -

Accessibiity  Disclaimer  Privacy  Security  Copyright  EmailPhishing

¢ Reactivate will only be available on a registration that was closed within the last
five business days.

& Print | % Street address & Unit = Owner + Mobile home | % Lewy & Source & Closed
key number names or co-op year _QK
160.62-3- | 13 CHAPIN BINGHAMTOMN, TOM VP, -
16 NY 13905-4404 CHAPIN 2020 Er{ \‘”‘“'"’"5 -
Reactivate
160.62-3- | 13 CHAPIN BINGHAMTOMN, TOM | / -
16 NY 13905-4404 CHAPIN 2020 EntN(grent | fActions ¥
\—-—/

Select Clear to erase all data entered in the search fields and return all drop downs
to their defaults.



5. Create A New Enrollment

1. From the Property Search screen, select New Enrollment.

& [Print ¥ Streat address - unit = Owner + Mobile home or = Lewy & Source
key number names co-op year
, | DUANE '
MARY SPIDE )

You'll be brought to the Property Details — New Enrollment screen.

2. Complete the information under New property registration information and
Mailing address information.

New property registration information

SWIS code: 030200
Print key: 160.63-3-11
Unit number: 19
Property address: 4 OAK ST BINGHAMTON, NY 13905-4640

Is this a mobile home or co-op? OvYes O No

Is this property held in a trust or life estate? OYes ONo ©

Mailing address information

PO Box:
Street number:
Street name:
Unit/Apt:
City:
U.S. state/Canadian province: = New York ﬂ
ZIP/Postal code:

Country: ~ UNITED STATES ﬂ

10



3. Scroll down and select Add Owner.

Owner summary

< Name & Social Security number (SSN)

4 Owner/spouse

% Date of birth 4 Relationships

There is no data to display.

Add Owner

4. You'll be brought to the Owner/Non-Owner Details screen.

5. Complete the information under Owner/non-owner resident spouse

information.?

Owner/non-owner resident spouse information

SWIS code:
Print key:

Property address:

030200

160.63-3-11

4 OAK ST EINGHAMTON, NY 13905-4640

First name:"
Middle initial:
Last name:"
Suffix:

Select oneﬂ
Social Security number (SSN):* Show
Confirm Social Security number (SSN)."
Date of birth:"

Owner type:” | Select one ﬂ

6. Complete the information under Income information. For the definition of income,

select the question mark in the blue circle.

The Income amount is the federal adjusted gross income (AGI) minus the taxable

amount of total distributions from IRAs.

If the individual filed a joint income tax return, use the actual AGI from the return to

determine the amount; do not split the AGI between two partners.

Income information
When you add a new owner or non-owner you must enter their income in this section.

Income amount ($): (2]
2018/

Income tax return year:

Income source: | Select one

[

1*Remember: Where a trust or life estate is in place, only the beneficiary(ies) or life
tenant(s) are considered owners for STAR purposes and only those owners should
have an IVP enrollment. Do not enter trustees, remaindermen, or executors—they

are not the current owner(s).



Generally, the income tax return year will be two years prior to the school levy year.
However, if the property owner is a surviving spouse, and the death of their
spouse would result in he or she becoming income eligible for the Enhanced STAR
exemption, you can select one year prior as the income tax year.

If there are additional owners, select Add Another Owner. Follow steps 5 — 7 for each
additional owner. For each additional owner, you will be required to select the
relationship between that owner and each of the other owners.

Relationships

Other owner and non-owner resident spouse Relationships

Duane Spilde Select a relationship ﬂ

When all owners have been added, select Continue.

You will be brought back to the Property Details — New Enrollment screen. Review
the information you entered. To review an individual owner’s information, under
Owner summary select his or her name.

Owner summary

O

+ Name % Social Security number (SSN) % Owner/spouse <+ Date of birth + Relationships

O

Spilde, Duane ‘ XXX-XX-2468 Owner | 0170171940

Reason for removing owner(s): | select one ™|

Remove

You will be brought back to the Owner/Non-Owner Details screen.

10.When ready, select Continue. You will be brought back to the Property Details —

New Enrollment screen.

11.When all of the data for the property and the owners is entered, select Add

Enroliment. The enroliment will be added, and you will be brought back to the
Property Search screen, where you can search for a new property.

12



6. Additional Actions

A. Edit an enrollment

1.
2.

Search for the property on the Property Search screen.

Select Edit enrollment in the Actions dropdown. You'll be brought to
the Property Details screen, where you can make edits.

To edit an owner’s information, select the owner.

4. To remove an owner, check the box next to the owner’s name and

provide a reason for removing the owner:

5. When you've finished editing owners, select Continue.

6. Select Update Enrollment when you have completed your edits.

B. Merge two parcels. If a property has split and it is already enrolled in the
IVP or it needs to be enrolled:

1.
2.

Search for the property on the Property Search screen.

Select Merge in the Actions dropdown. You'll be brought to the
Property Details — Split/Merge screen.

Enter the new Print key for the property that you are enrolling in the
IVP program, as well any other new information about the property.*

If the property was already enrolled in the IVP and the owners have
changed, check the box next to each owner’s name that needs to be
removed and provide a reason for removing them.

5. Select Add Owner to add new owners to the property.

When you have finished adding the information for the new parcel,
select Update Enrollment on the Property Details — Merge screen.

C. Split a parcel into multiple parcels. If a property has split and it is already
enrolled in the IVP or it needs to be enrolled:

1.
2.

Search for the property on the Property Search screen

Select Split in the Actions dropdown. You'll be brought to the
Property Details — Split/Merge screen.

Enter the new Print key for the property that you are enrolling in the
IVP program, as well any other new information about the property.*

If the property was already enrolled in the IVP and the owners have
changed, check the box next to each owner’'s name that needs to be
removed and provide a reason for removing them.

5. Select Add Owner to add new owners to the property.

When you have finished adding the information for the new parcel,
select Update Enrollment on the Property Details — Split/Merge
screen.

13



D. Close an enrollment for the following reasons:

all of the Enhanced STAR recipients are deceased,
the property has sold, or

the IVP enrollment was created in error.

Note: if all eligible property owners move but still own the property, don’t
close the enrollment. Instead, update each of the owners to be non-resident
owners. The eligibility reports issued in the spring will indicate that they are
not eligible for the Basic or Enhanced STAR exemption.

Follow these steps to close the enrollment:

1.
2.

4.

Search for the property on the Property Search screen

Select Close Enrollment in the Actions dropdown. You'll be brought to
the Close Enrollment screen.

Select the reason for closing the enroliment:

I. Deceased. All of the owners who are eligible for the Enhanced
STAR exemption were deceased before the taxable status date
for the current assessment roll.

ii. Property Sold. All of the owners who are eligible for the
Enhanced STAR exemption moved before the taxable status
date for the current assessment roll.

iii. Created in Error. The IVP enrollment was created in error.

iv. Post Taxable Status Date. All of the eligible owners are
deceased or if the property sold after the taxable status date for
the current assessment roll.

Select Close Enroliment.

E. Reactivate an enrollment. If you closed an enrollment in error, you have
five days to reactivate the enrollment.

a.
b.

C.

Search for the property on the Property Search screen.

Select Reactivate in the Actions dropdown.

Review the property information and make any necessary changes.
Select Reactivate enroliment.

14



7.Logout

Because the tool contains secure data, when you are finished with your work in the
tool, always log out promptly. Never walk away from your work area while the tool is
open. To logout, click on your user profile in the upper right corner and select
Logout.

Services News Government Local
N Username

_§5"“( Department of Taxation and Finance an Claudia Weeks

Enhanced STAR Income Verification Program
Logout

Property Search

Complete the information below about the property and select Search. The information you enter will be used to identify the best match on our databad
enter the information as it appears on the assessment roll in one of these field combinations:

ddition fo the SWIS code gog

= Print key
Cumns

s, T 4 ZIDIDeta) on,

15



8. Reports

Access the reports from the STAR Eligibility Program Selection Screen.

Select Enhanced STAR IVP Edit Reports.

Assessment Community Resource Center

STAR Eligibility Program Selection Screen

ORPTS OnLine Home I STAR for Assﬁsursl ORPTS Internet | Secure Access Applications | Previous Page

Welcome

=

Enhanced STAR Enhanced STAR Enhanced STAR Basic STAR STAR Credit

IVP Tool IVP Edit Reports VP Eligibility Reports Eligibility Reports Reports

STAR 1VP Help STAR IVP Help STAR IVP Help Basic STAR Help STAR Credit Help

Questions/Comments Secure Assessment Community | All Contents Copyright @ NYSORPTS 2019

Privacy and Security | ORPTS Home | Top

You'll be brought to the Reports page:

‘ f," Department of Taxation and Finance

Reports

Reports

STAR reports

4% Report name

Enhanced STAR Summary IVP Edit Report

Enhanced STAR Daily IVP Edit Report

Enhanced STAR Closed IVP Edit Report

16



Results from the reports can be viewed in the tool or downloaded. Here is a
description of each report:

Enhanced STAR Summary IVP Edit Report:

Includes all properties enrolled in IVP for the selected SWIS. (Note: The option

to download this report is coming soon. We will notify you when it’'s available).

Enhanced STAR Daily IVP Edit Report:

Displays only updates made by the assessor. (Changes made by the Tax
Department will not display.)

Contains additions, deletions, updates, reactivations, splits, and merges.
Displays real-time updates in both the view and download versions.
Displays up to four owners.

You can select edits up to 30 days in the past.

Enhanced STAR Closed IVP Edit Report:

Displays only records that have been closed by the assessor.
You can select records that have been closed up to 30 days in the past.
Displays real-time updates in both the view and download versions.

17



9. Download the reports

1. Select the desired report, choose the parameters, select Search. The results will
appear in the search results table.

2. Select Download Report.

Reports
Enhanced STAR Closed IVP Edit Report

* Required field

Search
Mobile home or co-op: el
Last updated search begin: | 09/11/2019
Last updated search end: | 10/11/2019
Sort | Ascending On: | Print Key
(o]
Reports
Date:  10/M1/2019 06:05 PM
Created for:
Download Report |
& School & Print | & Mobile & Address & Name & Action | 4 Confirmation & Last & Last
tax year key home co- number updated updated by
op by date
2020 MAL703- BINGHAMTON Ny | Jake Ofalitrades | o | gvpogonigoo00n21 | oreTs 023/208
n 13905 (POO-XX-2468) 08:53 AM
144 B3- 4 EMMETT test test (OO(- 1070272019
2020 379 BINGHAMTON NY XX-1321) Close ENVP1002130000145 | ORPTS 0820 AM

18



3. In the pop-up box, select Save as from the Save pull-down menu.

Do you want to open or save STAR Daily IVP Edit Report.txt from utmv6.tax.ny.gov? Open Cancel

4. Designate where you want to store the file. The file can only be saved as a text
document. Select Save.

._3 Save As X
« v » This PC » Desktop » STAR Test Reports v O Search STAR Test Reports y
Organize « Mew folder = - o
[ Desktop 2 Mame . Date modified Type Size
‘ Downloads

Mo items match your search.
|=| Documents

&=| Pictures
deck pics
RNT
STAR Test Repor

User Guides
@ OneDrive

= This PC
M 3D Objects
[0 Desktop

S Narnmente e

File name: | STAR Daily IVP Edit Report

Save as type: | Text Document

~ Hide Folders Cancel
N—

5. Select Open folder.

The 5TAR Daily IVP Edit Report.tet download has completed, Open ™ Open folder View downleads

19



6. Double-click on the file to open and view.

L

= | STAR Test Reports
Home Share View
1+ » ThisPC » Desktop » STAR Test Reports

7 Quick access
[ Desktop
4 Downloads

E] Documents

% % 4

&= Pictures
deck pics
RNT
STAR Test Reports

User Guides
@ Onelrive

3 This PC
_J 3D Objects
[ Desktop
E]
; Downloads
J) Music

1item

Documents

-

~ Name Date modified
[E] STAR Daily IVP Edit Report 10/15/2019 1:46 PM
v

0
Type

Text Document

Size

[m}

Search STAR Test Reports

s

R

Convert the text file to an

1. Open Microsoft Excel.

Excel worksheet

2. Browse to the file location and single-click on the file (All Files must be selected).

3. Select Open.

LB LT Ll ] TN

Single-click

@ Documents

‘ Downloads

J‘s Music

&=/ Pictures

m Videos

i Windows (C:)
CD Drive (D)
57344 (\\dtf-ho
APPS (\\dtf-smik
DATA (\dtf-smk
TAPS (\\dtf-smb
ORPS A dtf-cmib ¥

FHHHHEIEL

Open
d N » ThisPC » Windows (C:) » Users » t57344.000 » Desktop » STAR Test Reports v
Organize « MNew folder
- Date modified Type Size
TAR Daily IVP Edit Report 10/15/2019 1:46 PM  Text Document 6 KB

File name: | STAR Daily IVP Edit Report

= -

Search STAR Test Reports

il |

Cancel

x
)
@

ST =TT AT

20



The Text Import Wizard — Step 1 of 3 will open. Select My data has headers, then
select Next.

Text Import Wizard - Step 1 of 3 ? >

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

! Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.

£3

(::I Fixed width - Fields are aligned in columns with spaces between each field.

il L

L

_n

|:| My data has headers,

a

Preview of file C\WUsers\t57344,0000Desktop\STAR Test Reports\STAR Daily IVP Edit Report.ixt,

1 ENHANCED STAR DAILY IVE EDIT REPORT ~
ate Bange: 0%/15/201% - 10/15/201%
2 records retriewved.

wis CodeLevy YearConfirmation NumberDocument Locator NumberPrint Eey W

 ——
Cancel < Back " Einish

Start import at row: 1| = File grigin: 437 : OEM United States ks

4. The Text Import Wizard — Step 2 of 3 will open. Select Next.

Laa Ll s A

Text Import Wizard - Step 2 of 3 ? x

This screen lets you set the delimiters your data contains, You can see how your text is affected in the
preview below,

Drelimiters
Tab
|:| Semicolon |:| Treat consecutive delimiters as one
[] comma
[ space

|:| DOther:

Text gualifier: |~ ~

Data preview

ENHANCED STAR DAILY IVE EDIT EEPCRT ~
ate Range: 09/15/201% - 1071572015
22 records retriewved.

wis Code [Levy Year Confirmation Number ocument Locator HNul w

< >

Cancel < Back Finish

21



5. The Text Import Wizard — Step 3 of 3 will open, select Finish.

Text Import Wizard - Step 3 of 3 ? >

This screen lets you select each column and set the Data Format.

Column data format

@ General
‘General’ converts numeric values to numbers, date values to dates, and
! OIEH all remaining values to text,
g O Date: MDY v Advanced...
3 CI Do not import column (skip)
q
n
o Data preview
zeperal Zeneral Zeneral
ENHANCED STAR DAILY IVE EDIT REPCET 4]

Date Range: 05%/15/201% - 10/15/201%
g2 records retriewved.

evy Year [Confirmation Humber Document Locator Nu w

Cancel < Back Mext >

6. Print and/or save your report.

¢ If any of the columns have pound signs “#” — widen the column so the digits
for date and time appear.

e Remember to follow appropriate steps to securely store and view the report if
it contains confidential data.

22



