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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-IVP, 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
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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 enrollment 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-IVP: 

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


5 
 

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. 

 

 
 
 
 

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 a new Online Assessment Community account, or to make 
changes to an existing account, select REQUEST ACCOUNT for instructions.) 
 
 
5. Select STAR Eligibility. 
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6. Select Enhanced STAR IVP Tool. 
 
 

 
 
 

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

• Street number, Street name, and ZIP/Postal Code, or 

• Owner’s last name, or 

• 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. 

• Selecting All will display all roll records and registrations regardless of status. 

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

• If the source is from a roll record: New Enrollment, Merge, or Split. 
 

 
 

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

 

 
 

• Reactivate will only be available on a registration that was closed within the last 

five business days. 

 
 

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

to their defaults. 
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5. Create A New Enrollment 
 

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

 
 

You’ll be brought to the Property Details – New Enrollment screen. 
 

2. Complete the information under New property registration information and 
Mailing address information.  
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3. Scroll down and select 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.1 
 

 
 

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. 
 

  
                                                           
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). 
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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.  

 

7. 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. 

 

 
 

8. When all owners have been added, select Continue. 
 

9. 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. 

 

 
 

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 
Enrollment. The enrollment will be added, and you will be brought back to the 
Property Search screen, where you can search for a new property.  
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6. Additional Actions 

A.  Edit an enrollment  

1. Search for the property on the Property Search screen. 

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

3. 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. Search for the property on the Property Search screen. 

2. Select Merge in the Actions dropdown. You’ll be brought to the 
Property Details – Split/Merge screen.  

3. 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.* 

4. 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.  

6. 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. Search for the property on the Property Search screen 

2. Select Split in the Actions dropdown. You’ll be brought to the 
Property Details – Split/Merge screen. 

3. 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.* 

4. 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.  

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

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

3. Select the reason for closing the enrollment: 

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. 

4. Select Close Enrollment.  

 

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

a. Search for the property on the Property Search screen. 

b. Select Reactivate in the Actions dropdown.  

c. Review the property information and make any necessary changes. 

d. Select Reactivate enrollment. 

  



15 
 

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. 
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8. Reports 
 

Access the reports from the STAR Eligibility Program Selection Screen. 
 
Select Enhanced STAR IVP Edit Reports. 
 
 

 
 

 
You’ll be brought to the Reports page: 
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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.   
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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. 
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3. In the pop-up box, select Save as from the Save pull-down menu. 

 

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

document.  Select Save. 

 

 
 
 
5. Select Open folder. 
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6. Double-click on the file to open and view. 

 

 
 

 

Convert the text file to an Excel worksheet 
 

1. Open Microsoft Excel. 

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

  

 

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

 
 

4.  The Text Import Wizard – Step 2 of 3 will open. Select Next. 
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5. The Text Import Wizard – Step 3 of 3 will open, select Finish. 

 

 
 

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. 
 

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

 
 


