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How to Make Recommended Changes
When running the following reports, you should correct all identified errors:

e Ref Tbls Issues
e Misc_Issues

The examples below are solutions to common errors requiring mandatory fixes.

Report Title - Ref_Thbls_Issues

Note: If no issues are found with the reference data, a report will still be generated with
all the reference data headings displayed, but with no data returned. In this case, no
action is necessary.
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swis print_key bank code  roll yr Error Description
No Data to Display for Selected Muni 4110.Please Select other Muni Options
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Error Description Trigger Make this change to your
RPSV4 file

Data exists in V4 Non- | Data exists in V4 Non- If Code is valid, add to

Reference tables but Reference tables but Reference table. If invalid,

not in V4 Reference not in corresponding correct or remove Code.

tables. Reference tables.

Example: Bank Code is on Assessment Table (V4 Owner screen, Bank tab shown
below), but is not present on Bank Reference Table.

Owier l T ax Bill Mailing Address l 3rd Party Address Bank l
Bank Code: Effective 0 ate: tartgage Mo

(0260010 ~| [1170372009 |

If Bank Code is valid, add to Bank Reference table. If invalid, correct or remove Bank
Code.



Example: Bldg Style is on Res_Bldg table (V4 Residential Building Screen below), but
is not present on Building Style Reference table.

Site Ho: 1
EldgShle: |04 Cape cod _»| Central sir. | _w | st Stany 1366
Mo. of Stories: (1.5 Bsmt Type: |3 Partial v | 2nd Story:

If Bldg Style is valid, add to Building Style Reference table. If invalid, correct or remove
Bldg Style code.

Example: Exemption Code is on Exempt table (V4 Exemption Update Screen below),
but is not present on Exemption Definition Reference table.

Total 1 Exemptionz [Right Click to Add] lnit  Temn Own
Esemption Code Amount  Pot Year Year Pct

41854 BAS STAR 33.570 2004

If Exemption Code is valid, add to Exemption Definition Reference table. If invalid,
correct or remove Exemption Code

Example: Nbhd Code is on Site table (V4 Site Update Screen below), but is not
present on Neighborhood Code Reference table.

Site No: 1

Froperty Clazs: |21 0 1 Family Res ﬂ Lazer Digk Mo

Fioute Mao: RO04 Data b ailer: [w
Mbhd Code: [1002 =

If Nbhd Code is valid, add to Neighborhood Code Reference table. If invalid, correct or
remove Nbhd Code .

Example: School Code is on Assessment table (V4 Description Update Screen below),
but is not present on School District Reference table.

Frop Clazs: [210 1 Family Res k3 Desc 1|

Dwnerzhip Code: | x| Desc 2|

Foll Section: |1 Taxable Ed Desc 3|

Roll Subsection: | Dese Print BT T =
School Code:  [104801 Mew Lebanon | Code =Fnnt on Ho I




If School Code is valid, add to School District Reference table. If invalid, correct or
remove School Code.

Example: Special District is on Special District table (V4 Special District Update
Screen below), but is not present on Special District Definition Reference table.

Total 1 Special Diztricts : To open. click the approprniate row [Right Click to Add]

Code

Primary
Lnits

Znd
Initz

Pt

Irit 't Type

If Special District is valid, add to Special District Definition Reference table. If invalid,

correct or remove Special District Code.

To further clean up Special District Extensions, delete any extensions that have not
been used for the past 6 years.

ﬂ Special District Reference Table Selection E”E
Roll District  Digtrict Extl CCOM Ext2 CCOM Ext3 I
Year Code Mame Type Code Flag Code Flag Code
2011 07001 OMITTED Tax S ~][MT__~] Fi~] ]
07002  SCHOOL OMITTED Téx 5 ~|[MT_~] [ -] [ -]
2011 07003 SCHOOL OMITTED T 5 ~|[MT_~ [ -] [ -]
0700 OMITTED T 5~ [MT_~] [ -] [ -]
2011 07002 SCHOOL OMITTED Téx 5 ~|[MT__~ [ =] [ -]
PRO0  PRO-RATED TAX 5 ~|[MT_~] [ -] [ -]
PRO02  SCHOOL PRO-RATED Téx 5 ~|[MT_~ [ -] [ -]
WARDT  FIRST WARD V] MT__~] [ -] [ -]
WARD2  SECOND WARD Vx| M1~ [ =] [ -]
WARD3  THIRD WARD Voo~ M1~ [ -] [ -]
2011 WARD4  FOURTH WaARD Vx| M1~ [ -] [ -]

Example: Property Class is on Site table (V4 Site Update screen below), but is not
present on Property Class Reference table.

Site No:

1

Froperty Class: |2"] 1 Family Res ﬂ

—

Foute Mo

Lazer Digk Mo
[rata M ailer:

—
v

If Property Class is valid, add to Property Class Reference table. If invalid, correct or
remove Property Class Code.



Example: Prop Class is on Assessment table (V4 Description Update Screen below),
but is not present on Property Class Reference table.

Frop Class: [210 1 Family Res > Desc 1:|
Ownership Code: | | Desc & |

If Prop Class is valid, add to Property Class Reference table. If invalid, correct or
remove Prop Class code.

Example: Ex Code is on Co_Op_Exempt table (Cooperative Worksheet), but is not
present on Exemption Definition Reference table.

Nbr Pct
Shares Total AY Co-op AY Ex Code
50 100.0000  §,265,900 41854

1 20000 125,318 41801

If Ex Code is valid, add to Exemption Definition Reference table. If invalid, correct or
remove Ex Code.



Report Title — Misc_Issues

Error Description Trigger Make this change to your
RPSV4 file

Split Merge No contains | Split Merge No field is | Update Split Merge No data
alphanumeric characters. | not a numeric value. if incorrect.

Example: Split Merge No field (V4 Assessment Update screen) contains ‘1462A’.

AR Information
Equal Inc: | Phys. Inc: | Hald AF At
Equal Dec:| Phys. Dec:| Split Merge Mo: (14624

Correct data in Split Merge No field as shown below.

AR Information

Equal Ins: | Phys. lne: | Hold A5 Amt;

Equal Dec:| Phys. Dec:| Split Merge Mo: (1462

Error Description Trigger Make this change to your
RPSVA4 file

Parcel Total Assessed | Assessment Total Enter a valid Total Assessed

Value is zero. Assessed Value = 0. Value > 0.




Reports Indicating Recommended Items to Review

It is the assessor’s or county director’s role to determine whether the parcels identified
by the following reports as having Potential Issues should be addressed:

e Exempt_Issues

e Own_Name_lIssues
e Mailing_Add_lIssues
e Land Issues

e Roll_Sect_Issues

e Res Bldg_Issues

Report Title — Exempt_Issues

Potential Issue Triggers Where appropriate, make
this change to your RPSV4
file

Invalid exemption data | Invalid exemption data or | Enter valid exemption data.
exemption data mismatch

Example: Roll Section 8 parcel has a Non-Wholly-Exempt Exemption Code as shown
below.

411589 Saratoga Springs Active F#S:8 Schoo Saratoga Spnm

Roll*fear: |2016 Curr ¥r 1 Family Res Land &%: 125,800

Land Size: 398 acres Total &h: 347,200

Total 1 Exempltions [Right Chck to Add] Kt Temn Owh
Exemption Code Amount  Pot Year Year Pct

41003 VET LEVEL

< | l
Calc Sr. Exempts. .. Misc:
| Res Pt
Code: (41002 WET LEVEL *| Tem'rr EqFate  78.00
Amaunt: | Init ‘Year: 2016 Spec Aate: 0
Percent: Own Pot: I_

Fix or remove the invalid Exemption Code as shown below.



2016

50000 WHOLLY EX 347,200 2016




Report Title — Own_Name_Issues

Note that false-positive results are likely when running this report. In the examples
below, Mary-Kate and Billie-Jean are valid first names, but the presence of the hyphen
will cause this data to be retrieved for review.

Mary-Kate Jones Owiner Type: Primary D esig Status:

Billie-Jean Connors Owrer Type: Primary D esig Status:

Bilie-Jean o —

Similarly, the last name Rattner, as shown in the example below, will be retrieved for
review because of the character string attn within that name.

Richard R attner Dwner Tepe: Primary

No fix is necessary for data like the examples shown above.



Potential Issue | Triggers Where appropriate, make
this change to your RPSV4

file

Multiple owners | One or more of the following in | Remove second owner from
owner_first_name or owner_first_name field and
owner_last_name: &, And, +, -, | add second owner separately
‘w, Or, /, *, Attn, C/O, spaces. | as an additional owner.

Example: If First Name contains Melody & John:

o3 Owners-
Melody & John Smith

Last Mame ¢ Compare: First Mame: kl: ., Sr., eto
[Smith Melody & John [

Remove & John, leaving only Melody in First Name. Save this change, and then right-
click to select Add Owner. Enter Smith in Last Name, and John in First Name, and then
select Save, which will result in the following:

Total 2 Owners: To open, chck the appropnate row  [Right Chck to Add]
Melody Smith Dwher Tope: Primar Desig Statuz:

John Smith Qwner Tope: Additional  Desig Statuz:

Example: If First Name field contains Thomas C/O Ann Jones:

Lazt Mame / Company: Firzt M ame: bl:  Jr.. Sr., ete:
Hones Thomas C/0 Ann Jones R |
Attention To # In Care OF: Additional Address:

Move Ann Jones to Attention to / In Care Of field, leaving only Thomas in First Name
field:

10



Last Hame / Compary: Firzt Mame: bAl:  Jr.. 51, etc:
Hones [Thomas |ﬁ |

Attention Ta / ln Care OF Additional Address:

lAnn Jones |

Potential Issue

Triggers

Where appropriate, make
this change to your RPSV4
file

Field contains numbers
or special characters

One or more of the
following in
owner_first_name or
owner_last_name: (), [O-
9], #,*

Enter a valid name in these
fields.

Example: If First Name field contains Apt 99:

Lazt Mame / Company: First Mame: Ml:  Jr.. Sr., etc:
Johnson lApt 99 !

Aftention To / In Care OF: Additional Address:

| |

Enter a valid name in First Name field:

Lagt Mame / Compar: First Marmne: kl: ., Sr., et
Hohngon (D avid b

Attention To / ln Care OF

Additional Address:

11



Report Title — Mailing_Add_Issues

Note: Fields with blank data will display the word empty in the report for the column
which contains the blank data. In the example below, parcel 1.-1-100 actually has three
columns with blank data (mail_city, own_mail_state, and mail_zip). This helps you
easily identify which columns are missing data and triggering the Field should not be

empty message.

swis v |print_key + mail_st_rt | mail_st_nbr «|mail_city +|own_mail_state +|mail_zip [loc_zip -|Potential lssues

44400 11-100 empty (Er.10) Mail city field should not e empty

41240011100 empty (Er.11)0wn_mail_state field should not be empty

4140011100 empty (Er.12)Mail zip field should not be empty
Potential Issue Triggers Where appropriate, make

this change to your
RPSV4 file

Invalid data in Street /
Rural Route field

One or more of the following in
Street / Rural Route:
Directionals, Street Suffix, Unit
Name, Special Characters, PO

Box data

Correct data in Street /
Rural Route field or move it
to appropriate field.

Example: Street / Rural Route field contains 107 Maple’:

Street Mo:  Prefig Dir Street / Bural Boute:

StSuffi: Post D Unittame: Lait Mao:

| _~|[107 Maple

|Ave j|

=l

=l

Remove 107 from Street / Rural Route field, enter 107 in Street No field and then select
Save, resulting in screen shot below.

Street Moo Prefig Dir: Street /£ Bural Boute:;

StSuffi: Post Di: Unitklame: Uait Mao:

107 | _|Maple

|Ave j|

Example: Street / Rural Route field contains Rd.

||

~ll

12



Street Mo Prefin Dir: Street / Bural Boute: StSuffis Past Dir UnitM ame: Unit Ma:

2784 | _r||Aqueduct Rd | =l Rl | JEa ||

Remove Rd from Street / Rural Route field, select Rd from St Suffix dropdown, then
select Save, resulting in screen shot below.

Street Mo:  Prefiz Dir: Street # Bural Boute: St Suffie: Post Dir Unitdame:  Unit Ho:

2784 | ﬂlﬁqueduct |Hd ﬂl ﬂl ﬂl

Example: Street / Rural Route field contains the directional value N:

Street Mo:  Prefig Dir Street / Bural Boute: St Suffi: Post D Unitdame: Lait Mao:

620 | _*||N State st || Rd || |

Remove N from Street / Rural Route field, select N from Prefix Dir dropdown, then
select Save, resulting in screen shot below.

Street Mo:  Prefix Dir: Street / Bural Boute: StSuffi: Post D UritMame: Uit Ha:

620 N _v|State st =l = ~ll

Example: Street/ Rural Route field contains PO Box data:

Street Mo:  Prefix Dir: Street / Bural Boute: StSuffie:.  Post Din Unitame:  Unit Mo
|  *|lPOBox12 | R | A | )

Po Bos Mo it/ Tawwr: State: Zip Code:

| Niskayuna NY _~| [12309-4381

Remove PO Box 12 from Street / Rural Route field, enter 12 in Po Box No field, then
select Save, resulting in screen shot below.

Street Mo:  Prefiw Dir: Street # Bural Boute: St Suffie:  Post Di: UnitHame:  Lnit Mo
| =] | =i = |

Po Box Mo Citw/T awr: State: Zip Code:

12 Miskayuna NY ~| [12309-4381

Example: Street/ Rural Route field contains Apple Apt. 3:

Street Moo Prefig Dir: Street £ Bural Boute:; StSuffi: Pozt Dir: Unitame: Uait Mao:

17 | _~liapple Apt. 3 st =l =l ||

Remove Apt. 3 from Street / Rural Route field, select Apt from UnitName dropdown, and
enter 3 in Unit No field, then select Save, resulting in screen shot below.

13



Street Moo Prefig Dir: Street £ Bural Boute:; StSuffi: Pozt Dir: Unitame: Uait Mao:

17 | _xlApple St x|l llapt  x|3
Potential Issue Triggers Where appropriate, make
this change to your
RPSV4 file
No data in field State, One or more of the Add valid data to City/Town,
City/Town, or Zip Code following fields are State, Zip Code.
blank: City/Town, State,
Zip Code

Example: City/Town and Zip Code fields are blank:

Strest Mo Prefix Dir: Street / Fural Route: StSuffie: Post Din Unittame: Unit Mo
9 | _x|Apple st x|~ =i

Po Bow Mo ity T o State: £ip Code:

| | INY ||

Add a valid City/Town and Zip Code, then select Save, resulting in screen shot below.

Street Mo:  Prefiz Dir: Street # Bural Boute: St Suffi:  Post D UnitHame: Lot Ho:
9 | _xl|iApple st =l =l =l

Po Box Mo Citw/ T o State: Zip Code;

| [Albany NY -] 12210-

14



Report Title — Land_Issues

Potential Issue

Triggers

Where appropriate, make
this change to your
RPSV4 file

Land data dimensions
do not balance

Land FRONT, DEPTH,
ACRES, SQFT do not
balance

Update FRONT, DEPTH,
ACRES, or SQFT to
accurately balance.

Example: Front x Depth / 43,560 should compute to the value in Acres. If Front = 100
and Depth = 200 as shown below, Acres should be .45 since (100x200) / 43,560 = .45.
If Acres field contains 2.00, Acres value will get overwritten in Aces.

Site Ho: 1
Land Tuvpe; 01 Primary [ Depth Factor:
Frant: 10000 Infl Pct:
Depth; 20000 Infl Codel: [ ]
Aores: 2.00 Infl Code2: [ ]
Saft: Infl Code3: []
Soil Ratin: L Land ' alue:
Wiaterfrant Type: = Urit Price:  10.00D
Correct data in Acres field as shown below.
Site Ho: 1
Land Tuvpe: |01 Primary =] [Depth Factar: I_
Front; 100.00 Infl Pt; |
Depth; 200.00 Infl Coded: | ]
Aores: 45 Infl Code2: | ]
Sqft; Infl Code3: | |

Example: Front x Depth does not compute to value in Sgft. For instance, if Front = 100

and Depth = 100 as shown below, Sqgft should be 10,000 since 100 x 100 = 10,000. If

Sqft field contains 6,000, Sqft will get overwritten in Aces.

Site Ho: 1

Land Tupe: 01 Primary
Frant: 10000
Depth: 100.00
Acres: .00
Saft: 6,000
Sl B ating:

W aterfront Type;

= Depth Factar:
Infl Pt
Infl Codel:
Infl Codez:
Infl Code3:

Land Y alue:
IInit Price: 0. o0

i

k]

15



Correct data in Sqft field as shown below.

Example: Acres value does not compute to value in Sgft. For instance, 1 acre x
43,560 = 43,560 Sqft. If Acres =1, as shown below, Sqgft should be 43,650.

16



Report Title — Res_Bldg_Issues

Potential Issue

Triggers

Where appropriate, make
this change to your RPSV4
file.

Invalid Residential
Building data

Invalid data or data
outside of acceptable
ranges

Enter valid Residential
Building data.

Example: No. Half Baths is 12 on Residential Building Update screen as shown below.

Site Ho: 1

Bldg Style: |01 Ranch
Mo, of Stories: (1.0

Ext'wallMat |03 Alumfvingl
Actual v Buil; (1975

Eff 't Built;

't Remodeled:

Ma. Kitchens: |1_

_»| Central &ir: | |
Bsmt Tpps: |4 Full |
_»| BsmtGar Eap:ll]_
Overall Cond: |3 Mommal — ~|
E sterior Cond: | |
Interior Cond: | |
Conztr Grade: |[C Average v |

Kitchen Qual: |

»| Grade Adjust: (0

Mo Baths:  [1 Mo Half Bathe[12 Pct Good:

If incorrect, fix the data in No.

Site Ho: 1

Bldg Style: |01 Ranch _+| Central iz | ]
Mo. of Stonies: W Bsmt Type: |4 Full ]
Ext'wiall Mat: |03 Alum/vinyl _»| BzmtGar Eap:ll]_

Actual vr Bullk: (1975 Overall Cond: |3 Mommal —_~|
EFE ' Builk: Exterior Cond: | ]
r Hemu:u:leled:l_ Interior Cond: | ]
Mo. Kitchens: |1_ Conztr Grade: [ Average v |
Kitchen Qual: | w| Grade Adust [0

Mo Baths: 1 Ma. Half Baths:[2 Pet Good:

—_—

Half Baths field as shown below.

17



Report Title — Roll_Sect_Issues

Potential Issue

Triggers

Where appropriate, make this
change to your RPSV4 file.

Invalid Roll Section
data

Invalid Roll Section
data for property

Enter valid Roll Section data.

Example: Non-Special Franchise property is incorrectly listed as Roll Section 5 as

shown below.

411589 Saratoga Springs

Roll'v'ear: (2016 Curr Y'r
Land Size:

Achive
Commuricatin

R/5:5 Schoaol:
Land &b

Saratoga Sprnim

Tatal &4 76,431

Prop Clazs: 830 Communicatin _~| Desc 1:|
Ownership Code: | x| Desc 2 |
Foll Section:. |5 Special Franch. |

Roll Subsection: |

Desc 3|

=8 =]

Correct parcel Roll Section as shown below.

411589 Saratoga Springs

Raollvear: (2016 Curr ¥
Land Size:

Achive
Communicatin

R/5:6 Schoaol
Land &

Laratoga Sprim

Tatal &4 76,431

Frop Clazs: |830 Communicatin _~| Deszc 1: |
Dwherzhip Code: | =] Desc 2|
Foll Section: |6 Litility Ed| Desc 3|

Roll Subsection: |

| R oy (RS
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