NYS Department of Taxation & Finance
Office of Real Property Tax Services (ORPTS)
Utility Company Annual Reporting Application

Listed below are basic instructions for installing and using the ORPTS’ annual reporting “Utility
Company Information System” (UCIS) <ucisX.exe>

Minimum System Requirements:
100 MB free space on hard drive (if NOT used on a network)
20 MB free space on hard drive (if USED on a network)
512 MB memory
Windows XP, Vista and Windows 7

To Install the Application from ORPTS’ Internet Site:
The newest version of the application can be downloaded by clicking on the ORPTS website
address shown below, or by entering that address into your Internet browser address text box.

http://www.tax.ny.gov/research/property/valuation/ucisext/utilapp.htm

Upon doing so, you will be brought to the ORPTS’ “Public Utilities: Download Options &
Directions” page. To download the UCIS application, simply click on the “here” portion of the
following line that is listed on that web page:

“Download the Utility Company Reporting Application here”

Users will need to have full read and write access to the C:\Ucisx directory and subdirectories, in
order to successfully install the application. If you receive a message stating that you do not have
the necessary access rights, or otherwise generate an error during installation, contact your
network or system administrator to ensure that you have the appropriate permissions.

To Run the Application:
Go to the Windows ““Start™ button.
Select “Programs”.
Select “NYS ORPS”
Select “Ucisx” (this will start running the ucisX.exe file).
On the “Company Info” page, enter user’s LAST NAME ONLY near top left of page and click
on the “Done” button.
A Test Company #199999 is included for practicing on the application.

If the items described above are not present in your start menu, you can simply create a new
shortcut on your desktop and direct it to C:\Ucisx\Ucisx.exe

Load ORPTS Company Data:
Method 1 (Recommended) — Make sure that the Ucisx.exe application is closed before using
this method. Copy all inventory data files (those starting with MA, ST, or X_, and ending in your
company ID) into your C:\Ucisx\ORPSdata directory. If this subdirectory does not exist, create
it manually before copying the files. The data will be loaded the next time you run the Ucisx
application.


http://www.tax.ny.gov/research/property/valuation/ucisext/utilapp.htm�

Method 2 -- In the “File Tools” section click on the “ORPTS Data” button. Next, click the
ellipsis button (...) located to the right of the “from” text box. Select the proper drive (floppy, zip
or CD-Rom Drive) from which the company data files are located and click Select. The
application will now load the data.

Once loaded successfully, company files will be displayed in the Company List box. Click on
your company in the list box to select it. Lastly, click on the “Mass 4.1-4.6”, “Structure 2.1”, or
“Balance 5.1 page to start processing for that inventory type. Note that additional instructions
can be found on the bottom of these pages as well.

Share Company Data on a Network Drive (optional):
You must first load your ORPTS company data, as described above, before sharing the data

across a network drive. Under the “File Tools” section of the application, click on the “Working
Directory” page. Next, click the ellipsis button (...) next to the *“set working directory” text box
and select the network drive directory where you would like to store the shared data files. A
subfolder named Ucisx will be added to the network directory that you select and your company
data files will be moved to this folder. The application will now begin using these files, and use
this network folder as the default working directory. Any additional users can follow these same
instructions to gain access to shared files.

If you have any questions, please call Philly Reilly at 518-473-1269



