November Abstracts User Guide

for the

Division of Property Valuation
Requirements

Kansas

Department of Revenue

Property Valuation Division

Revised October 2014

Prepared by

Abstract Section
State Appraised Bureau

Kansas Department of Revenue
Division of Property Valuation
915 SW Harrison, 400N
Topeka, KS 66612-1585







NOVEMBER USER GUIDE

TABLE OF CONTENTS

NOVEMBER ABSTRACT CERTIFICATION .....cioiiiiiritiisttie ettt 1
CERTIFICATION REQUIREMENTS ..ottt sttt 2
INSTRUGCTIONS ...ttt bbbkt b bbb £ ek R bkt bbbt b ket bbbt et ne e 3
GENERAL INSTRUGCTIONS. ...ttt etttk st bbbt nn bbbt e 3
CHANGE PASSWORD ..ottt ettt bbbt ekt b bbbttt nnebenas 5
IMATIN IMENU ...t bbbtk bbbkt bbbt bkt bbbt bt n e 7
WINDOW OVERVIEW ..ottt bbbt b ettt 8
NOVEMBER UPLOAD INSTRUCTIONS ..ottt ettt 12
UPLOAD NOVEMBER PERSONAL PROPERTY FILE........cccciiiitiiniiiniieirieieesisie e 15
UPLOAD NOVEMBER REAL PROPERTY FILE.......cccccoiiiiiiiiiieiinisieesise st 17
UPLOAD NOVEMBER HEAVY TRUCK FILE .......cccotiiiiiiiiinieitsiee et 19
UPLOAD NOVEMEBER STATE AND COUNTY FILE .....cciiiiiiiiiiiire e 21
UPLOAD NOVEMBER CITY FILE ...ttt 23
UPLOAD NOVEMBER TOWNSHIP FILE.........ccotiiiiiieiiiiire e 25
UPLOAD NOVEMBER SCHOOLS FILE ..ottt 27
UPLOAD NOVEMBER MISCELLANEOQUS DISTRICTS FILE ..o, 29
UPLOAD NOVEMBER TABLE 1 FILE........cotiiiitiiiiiiet ettt 31
UPLOAD NOVEMBER SPECIALS FILE .....ciiiiiiiiiie ettt 33
UPLOAD NOVEMBER TABLE 2 FILE........coiiiiitiititniet ettt 35
UPLOAD NOVEMBER TAX DISTRICT FILE .....cooiiiiiiiicieie e 37
NOVEMBER VIEW REPORTS ..ottt ettt bbb kbbbt 39
SUMMARY SIGNOFF ...ttt bbb bbbt bbbttt b et e bbb ettt b b e 40
HEAVY TRUCKS SIGNOFF ..ottt sttt sttt ne et 42
HEAVY TRUCKS (No longer needs to be SUDMILEEd) .........oceieiiiiiieiiieee s 43
FINAL REVIEW ..ottt bbbttt b ket bbbkttt ekt et 44
STATE AND COUNTY REPORT ..ottt sttt 45
CITY REPORT .ottt et bbb bbb bbb bt bbbt e b b et b e bt ettt bt 46
TOWNSHIP REPORT ...ttt bbbt bbbt bt e bbbt e bbbt n e 47
SCHOOLS REPORT ...ttt sttt ekt b bbb e bbb bt b et e bbbt ettt nn bt 48
MISCELLANEQUS DISTRICTS REPORT .....ccuiuiiiiiiiisiriet ittt 49
TABLE 1L REPORT ...otiitittitstete ittt sttt stttk b et £ bbb bbbt bbb e e bbbkt et b e b b s n e 50
SPECIAL ASSESSMENTS REPORT ..ottt sttt bbbttt 51
TABLE 2 REPORT ...ttt stttk bbbt b bt e bbb h e b bt bkt e bt eb bt n e 52
TAXING DISTRICTS REPORT ...ttt ittt sttt b ettt 53
NOVEMBER EDIT INSTRUCTIONS .......oitiiiiteiietttnie etttk bns 54
EDIT NOVEMBER HEAVY TRUCKS FILE........ccoiiiiiiiitiiiiiine it 54
EDIT NOVEMBER STATE AND COUNTY FILE......coiiiiiiiiiiieitnieesse e 57
EDIT NOVEMBER CITY FILE ..ottt 59
EDIT NOVEMBER TOWNSHIP FILE.........coitiiiiiiiiiiiet ettt 61
EDIT NOVEMBER SCHOOLS FILE ..ottt ettt 63
EDIT NOVEMBER MISCELLANEOUS DISTRICTS FILE ..ottt 65
EDIT NOVEMBER TABLE 1 FILE ..ottt 67
EDIT NOVEMBER SPECIALS FILE ..ottt 69
EDIT NOVEMBER TABLE 2 FILE ..ottt 71
EDIT TAX DISTRICT FILE ...ttt bbbttt 73
ERROR INSTRUGCTIONS ...ttt ettt ettt b ekttt st bbbttt bt 78
NOVEMBER CHECKLIST ...ttt sttt bbbttt ettt 79

November Abstracts User Guide i Revised October 2014



The Kansas Property Valuation Division exercises general supervision over ad-valorem policies and
procedures, conducts the valuation of state appraised properties and provides concise and timely property
tax information. Property is appraised by county appraisers and taxes are collected at the county level.

Abstract information is used to create The Statistical Report of Property Assessment and Taxation. This
report is published annually by the State Department of Revenue, Division of Property Valuation for the
purposes of reporting information that pertains to assessment and tax. The report is divided into 3 sections,
statewide statistics, county statistics and valuations and tax comparisons for the current and previous year.

The following pages contain documentation on using the on-line State of Kansas Edit and Abstract Program
and instructions for submitting the November abstract files.

PLEASE REVIEW THIS DOCUMENT IN ITS ENTIRETY BEFORE
BEGINNING TO USE THE PROGRAM.
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NOVEMBER ABSTRACT CERTIFICATION

The November abstract is the ad valorem tax levy, the in lieu of tax and the special assessments report that
the county clerk is required to submit to the Division of Property Valuation. K.S.A. 79-1806 requires the
county clerk to transmit to the Director of Property Valuation, on forms to be prepared and supplied by the
director, a statement showing the total amount of taxes levied in the county for all purposes. This abstract
will report the valuation used to compute the final tax levy rate pursuant to K.S.A. (1996 Supp.) 79-1803
that included the late filing personal property penalty (pursuant to K.S.A. (1996 Supp.) 79-332a, 79-1422
and 79-1427a) and the total taxes assessed on the tax roll (before removing the cancelled tax under $5).

The deadline for certification of the November abstract is on or before November 15 of each year pursuant

to K.S.A. 79-1806. If you are unable to meet the deadline for submitting your abstract, please contact the
director in writing before November 15. State your reason(s) for the delay and the date you expect to
certify. K.S.A. (1996 Supp.) 79-1605 states, “If any county clerk shall refuse or neglect to properly prepare
an abstract of the assessment roll of the county and forward the same to the Director of Property Valuation,

as required by law, he or she shall forfeit to the state the sum of five hundred dollars...”
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CERTIFICATION REQUIREMENTS

State Assessed Public Utilities (Excel) — Complete your “Statement of Valuations and Taxes Levied Against State
Assessed Public Service Companies” (LAPUP) abstract. To certify the data, type your type name and date in the
signature area (PV-AD-18).

E-mail abstract to: vicki.lignitz@kdor.ks.gov

Files are uploaded.

Summary Sign-off Report — Sign, date and affix your official seal to the signature page.
Mail a paper copy.

Final Review Report (no errors).
Mail a paper copy.

Fund Distribution Reports —
1. State/County
City
Township
Schools
Miscellaneous Districts
Table 1
Special Assessments
. Table?2
Mail a paper copy of each report.

N R~WN

16/20M Tagged Vehicle Abstract — Sign, date and affix your official seal (P\V98-AB-02).
Mail a paper copy.

16/20M Distribution Abstract (Excel) — To certify the data enter your type name and date at end of form (PV-AD-76).
E-mail abstract to peggy.huard@kdor.ks.gov

November Tax District Report — Mail a copy of the first and last page only.

Watercraft Abstract Sign-off — Sign, date and affix your official seal (PV-AD-81).
Mail a paper copy.

Neighborhood Revitalization Abstract — Print on-line certification. Sign, date and affix your official seal
(PV-AD-74). Due on or before November 1.
Mail a paper copy.

Levy Sheets —
Mail Ten (10) copies of your current levy sheet.

Call the division (see below) once the files are ready and paper copies prepared to mail.
Peggy Huard @ 785.296.6641 or Vicki Lignitz @ 785.296.3225

MAILING ADDRESS: ATTN: Abstract Section

Kansas Department of Revenue
Division of Property Valuation
915 SW Harrison, Room 400N
Topeka, KS 66612-1585
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INSTRUCTIONS

GENERAL INSTRUCTIONS

As of 2008 the July Abstract program is exclusively an on-line application. The program requires that your

computer have Microsoft Internet Explorer.

Access to the on-line November Abstract program is found on the Abstract Section’s home page which is
accessed from the KDOR website. The website is www.ksrevenue.org/pvdabstract.html. You are

encouraged to add this website to your ‘Favorites’. The user guides for July and November are available
under ‘Abstract Help’ should you wish to read through them before beginning the abstract process.

To close any window on your PC, click on the ‘X’ in the upper right hand corner of the window. Another

method is to pull down on the ‘File” menu and click on “‘Close’.

To return to the previous screen, click on the ‘Back’ button at the upper left-hand corner of the window.

To log into the abstract on-line application, click on ‘July and November Abstracts / Ratio’.

Department of Revenue

Personal Tax Business Tax Vehicles Online Services Forms Contact Us

Larger Font | Smaller Font

Register Now LogIn

Divisions Media Miscellaneous

Property Valuation Abstract Section

= Siatistics - Value, Tax, and Levy

Abstracts Used to Collect Data from County Officials:

= July and Nov. Absfracts / Ratio
= Article 51 Motor Vehicle Abstracts
= Morigage Regisiration Abstract

16/20M Motor Vehicle Tax Distribution Abstract

= 16/20 Form (Excel download)
= 16/20 Instructions

Meighberhood Revitalization Abstract:

= Neighberhoed Revitalizafion Abstract Instructions (new for 2011)
Absfract Help
= July Abstract User Guide
= July Watercraft User Guide

= November Abstract User Guide
= County Clerk's Handbook

Education for County Clerks
= 2014 Class Description / Schedule
= Regisiration Process/Form
County Clerk's Deadlines.
Tax Unit Boundary Certification

= Tax Unit Boundary Cerification
= DASC link for County Clerks

Open Recerds Request for Absiracts
Statewide Tax Unit Boundary Map
Tax Levy Sheets by County

Back to the main Property Valuation page
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D) FILE YOUR TAXES ONLINE

Related items...

-

-

-

-

Abstract / Ratio
Agricultural use
Cartography

Orion Implementation
Documents

Personal Property

Contact Property Valuation
E-services

Frequently asked questions

Policy library
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http://www.ksrevenue.org/pvdabstract.html

This loads the On-line Application Login Welcome screen, formerly the Abstract Application Login
Welcome screen. To log in, you must enter the username and password which you have used in the past.
Initially, a username and password was assigned by KDOR. This was your County Number and County
Name. The box titled ‘Username ’is clicked and the County Number (Example: 030) is entered as the
username. The County Number will remain the username and will aid in verifying the abstract data. The
box titled ‘Password’ may be tabbed to or clicked on and your current password is entered. If you have not
changed your password, it would be your county name. If the username (county #)/password combination
is invalid, an error message is displayed.

The Navigation Menu is at the left of the screen. Help information is available by clicking on the ‘Help’
button. The July and November User Guides are available at this location. KDOR contact information may
be found by clicking the ‘Contact Us’ button. The password may be changed by clicking the ‘Change
Password’ button. This button is available only after you have logged in. Clicking on the ‘Logout’ button
returns you to the Abstract Applications Login Page.

Click on the ‘Login’ button or press <enter> to login to the July and November Abstracts.

2} Login Page - Microsoft Internet Explorer =& =]
File Edit WYiew Favorites Tools Help ﬁ
GBack ~ = - (2 at | @search  [FFavorites  FMedia (% | B =5
Acddress [€] bt fronetdennl [AbstractsiLogin sspix =] #e |L\nks »

]

KANSAS

DEPARTMENT OF REVENUE

Nawigation hlenu
Help
Contact Us ) .
= Welcome to PVD Online Applications
Iufain blenu
Usernarne:
Password: I
Login

Copyright O 2008, Kansas Department of Eevenue

-]
|@ Done ’_ ’_ ’_ E Local intranet
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CHANGE PASSWORD

For security purposes the department-assigned password should be changed, but changing the password is
not required. To change the password, click on the ‘Change Password’ button in the Navigation Menu.

To change the password:

1. Enter the current password in the box titled ‘Original password’. An error message is returned if the
password does not match the current password.

2. Enter the new password in the box titled ‘New password’. The new password must be at least 4

characters long and must consist of only numbers and letters. Error messages appear in red to advise of
password composition mistakes.

3. Enter the new password again in the box titled ‘Confirm new password’.
4. Click on the ‘Change Password’ button to save the new password.

To start over or correct errors, click on the ‘Clear’ button to clear what has been entered and begin again.
A confirmation screen is displayed when the password has been changed successfully. Remember your
username and password for future use. However, if you forget the password, you may call the PVD

Abstract Section or technical support to have the password reset to the county name.

Click on ‘Main Menu’ on Navigation Menu at the left side of the screen to continue.

a Change Password Page - Microsoft Internet Explorer

18] x]
File Edit Wiew Favorites Tools  Help ﬁ
Back + = - (D fat | Qsearch [GFavorkes  PMeda (% | -GS = H

Address I@j hittp: firvwebdey0l [abstractsf SecurefChangePassword, aspx j @Gu |L\nl<s &

KANSAS

DEPARTMENT OF REVENUE

Mavigation Metn Original password:

Help

Contact Ts Hew password:

Change

Password Confirm new password: —
Logout

Ifain Meny Change Password

Copyright 0 2008, Kansas Department of Eevenue

=l
@ T BEedmes
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a Password Change Page - Microsoft Internet Explorer

File Edit WYiew Favorites Tools Help

GBack ~ = - (2 at | @search  [FFavorites  FMedia (% | B =5

Address I@ http: ffrvwebdevi Jabstracts{Securefpasswordchanged. aspx

j 6o |L\nks Ry

DEPARTMENT OF REVENUE

WNawigation IMenu Password Changed

Change
Password
Logout
Dfan bdenu

Copyright 0 2008, Kansas Department of Revenue

|@ Daone
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Help Tour password has been changed successfully. Please make a note of your new password for future reference.

=l
T BEvemwes
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MAIN MENU

You are now at the On-line Application Main Menu. There are ‘“November’, ‘Ratio’ and ‘Neighborhood
Revitalization’ radio buttons, as well as a grey ‘Show Menu’ button. The ‘November’ button is available
during the months of October, November, December and January and remains open until all November
abstracts are received, audited and released. It is inaccessible the remainder of the year.

The “Ratio’ radio button is used to upload information for the Ratio Studies compiled by your county
appraiser and its use will not be addressed here.

The Navigation Menu is again available on the left of the screen. Throughout the session, you may logout
and return to the On-line Application Login Welcome screen by clicking on the ‘Logout’ button. To return
to this main menu page at any time, click on the ‘Main Menu’ button.

Click the “November’ radio button to select then click the ‘Show Menu’ button.

DEPARTMENT OF REVENUE

Navigation
Menu Main Menu

Contact Us ® November
Change Password o~ - - . .

- () Neighborhood Revitalization
Logout

Main Menu () Ratio

Show Menu

Copyrnight © 2014 , Kansas Department of Revenue
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WINDOW OVERVIEW

RADIO DESCRIPTION
BUTTON
The files necessary for execution of the ‘Upload November Personal Property’ button
Upload are the pnl.txt and the pn2.txt. The path names are on the upload screen. Click the first
NPovembeIr ‘Browse’ button to open the ‘Chose file’ dialogue box and find pn1.txt on your
ersona

Property File

computer using the path name on the upload screen. Double click on the file to select it
and it appears in the first box on the upload screen. Click on the second ‘Browse’ button
to open the ‘Chose file’ dialogue box and find the pn2.txt. Double click on the file to
select it and it appears in the second box on the upload screen. Now click the ‘Upload’
button to upload both files simultaneously. Click ‘Back’ to return to the menu.

The files necessary for execution of the ‘Upload November Real Property’ button are

Upload the rnl.txt and the rn2.txt. The path names are on the upload screen. Click the first
November | «growse button to open the ‘Chose file” dialogue box and find rnl.txt on your
Real Property | computer using the path name on the upload screen. Double click on the file to select it
File and it appears in the first box on the upload screen. Click on the second ‘Browse’ button
to open the ‘Chose file’ dialogue box and find the rn2.txt. Double click on the file to
select it and it appears in the second box on the upload screen. Now click the *‘Upload’
button to upload both files simultaneously. Click ‘Back’ to return to the menu.
Upload The file necessary for the execution of the ‘Upload November Heavy Truck File’
November button is the pvhtn.txt and its path name is on the upload screen. Click on the ‘Browse’
Heavy Truck | button to open the ‘Choose file’ dialog box and find the file on your computer using the
File pathname shown above. Double click on the file to select it and it appears in the box on
the upload screen. When the correct pathname is displayed, click on the ‘Upload’ button
to upload the file. Click the ‘Back’ button to return to the menu.
Upload The file necessary for the execution of the ‘Upload November State and County File’
November button is the stecnty.txt and its path name is on the upload screen. Click on the
State and ‘Browse’ button to open the ‘Choose file’ dialog box and find the file on your computer
County File | using the pathname shown above. Double click on the file to select it and it appears in
the box on the upload screen. When the correct pathname is displayed, click on the
‘Upload’ button to upload the file. Click the ‘Back’ button to return to the menu.
Upload The file necessary for the execution of the ‘Upload City File’ button is the city.txt and
November its path name is on the upload screen. Click on the ‘Browse’ button to open the ‘Choose
City File file’ dialog box and find the file on your computer using the pathname shown above.
Double click on the file to select it and it appears in the box on the upload screen. When
the correct pathname is displayed, click on the ‘Upload’ button to upload the file. Click
the ‘Back’ button to return to the menu.
Upload The file necessary for the execution of the ‘Upload November Township File’ button is
November the township.txt and its path name is on the upload screen. Click on the ‘Browse’
Township File | button to open the ‘Choose file’ dialog box and find the file on your computer using the

pathname shown above. Double click on the file to select it and it appears in the box on
the upload screen. When the correct pathname is displayed, click on the ‘Upload’ button
to upload the file. Click the ‘Back’ button to return to the menu.

November Abstracts User Guide 8
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Upload

The file necessary for the execution of the ‘Upload November Schools File’ button is

November the schools.txt and its path name is on the upload screen. Click on the ‘Browse’ button
Schools File | to open the ‘Choose file’ dialog box and find the file on your computer using the
pathname shown above. Double click on the file to select it and it appears in the box on
the upload screen. When the correct pathname is displayed, click on the ‘Upload’ button
to upload the file. Click the ‘Back’ button to return to the menu.
Upload The file necessary for the execution of the ‘Upload November Miscellaneous Districts
November File’ button is the miscdist.txt and its path name is on the upload screen. Click on the
Miscellaneous | ‘Browse’ button to open the ‘Choose file” dialog box and find the file on your computer
Districts File | using the pathname shown above. Double click on the file to select it and it appears in
the box on the upload screen. When the correct pathname is displayed, click on the
‘Upload’ button to upload the file. Click the ‘Back’ button to return to the menu.
Upload The file necessary for the execution of the ‘Upload November Table 1 File’ button is
November the tablel.txt and its path name is on the upload screen. Click on the ‘Browse’ button to
Table 1 File | open the “‘Choose file’ dialog box and find the file on your computer using the pathname
shown above. Double click on the file to select it and it appears in the box on the upload
screen. When the correct pathname is displayed, click on the ‘Upload’ button to upload
the file. Click the ‘Back’ button to return to the menu.
Upload The file necessary for the execution of the ‘Upload November Specials File’ button is
November the specials.txt and its path name is on the upload screen. Click on the ‘Browse’ button
Specials File | to open the ‘Choose file’ dialog box and find the file on your computer using the
pathname shown above. Double click on the file to select it and it appears in the box on
the upload screen. When the correct pathname is displayed, click on the ‘Upload’ button
to upload the file. Click the ‘Back’ button to return to the menu.
Upload The file necessary for the execution of the ‘Upload November Table 2 File’ button is
November the table2.txt and its path name is on the upload screen. Click on the ‘Browse’ button to
Table 2 File | open the “Choose file’ dialog box and find the file on your computer using the pathname
shown above. Double click on the file to select it and it appears in the box on the upload
screen. When the correct pathname is displayed, click on the ‘Upload’ button to upload
the file. Click the ‘Back’ button to return to the menu.
Upload The file necessary for the execution of the ‘Upload November Tax District File’ button
November is the taxdst.txt and its path name is on the upload screen. Click on the ‘Browse’ button
Tax District | to open the ‘Choose file’ dialog box and find the file on your computer using the
File pathname shown above. Double click on the file to select it and it appears in the box on

the upload screen. When the correct pathname is displayed, click on the ‘Upload’ button
to upload the file. Click the ‘Back’ button to return to the menu.
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View Reports

After all the files have been uploaded, click on the “View Reports’ button. This opens
the ‘PVD Abstracts Reports Menu’” window.

» Click the ‘Summary Signoff’ then ‘Show Report’ to open and print your
‘Summary Signoff’. Verify the information on your ‘Summary Signoff’.

» Click the “‘Heavy Trucks Signoff’ and ‘Show Report’ to open and print your
‘November Abstract of 16/20M Heavy Trucks.” Verify the information on
the abstract.

» Click the “‘Heavy Truck’ and ‘Show Report’ and a dialog box opens offering
to ‘Open’ or ‘Save’ the file. It is not necessary to mail in this report.

» Click ‘Final Review’ to check for errors in the distribution reports, Table 1 and
Table 2. After all errors are corrected the ‘Final Review’ is printed to mail in.

» Click on the ‘State and County’ and ‘Show Report’ to open and print your
‘State and County Report.” Verify the information on this report: the
distributions, the SAC codes, and the K.S.A. numbers.

» Click on the ‘City’ and ‘Show Report’ to open and print your ‘City Report.’
Verify the information on this report: the distributions, the SAC codes, and the
K.S.A. numbers.

» Click on the “Township’ and ‘Show Report’ to open and print your ‘Township
Report.” Verify the information on this report: the distributions, the SAC codes,
and the K.S.A. numbers.

» Click on the ‘Schools’ and ‘Show Report’ to open and print your ‘Schools
Report.” Verify the information on this report: the distributions, the SAC codes,
and the K.S.A. numbers.

» Click on the ‘Misc. Districts’ and ‘Show Report’ to open and print your
‘Miscellaneous Districts Report.” Verify the information on this report: the
distributions, the SAC codes, and the K.S.A. numbers.

» Click on the “Table 1’ and ‘Show Report’ to open and print your ‘Table 1°.
Verify the information on this report—that the distributions match the individual
distribution reports.

» Click on the *Special Assessments’ and ‘Show Report’ to open and print your
‘Special Assessments Report.” Verify the information on this report.

» Click on the ‘“Table 2’ and ‘Show Report’ to open and print your ‘Table 2.
Verify the information on this report.

» Click on the ‘Taxing Districts’ and ‘Show Report’ to open and print your
‘Taxing Districts Report.” Verify the information on this report: that total
value matches summary signoff and total taxes are very close.

> Click on the “Watercraft’ and ‘Show Report’ to open and print your
‘Watercraft” Summary Report’. Verify the data.

Edit Click on the ‘Edit November Heavy Trucks File’ button to view and edit the Heavy
November Truck file. Click on ‘Edit’ to edit information on that line/record. Click on the ‘Update’
Heavy Trucks | button to update the file with each line/record edited. Click ‘Add’ to add a new taxing
File record (taxing unit); click ‘Add’ again to include new taxing unit. Click the ‘Back’
button to return to the menu.
Edit Click on the ‘Edit November State and County File’ button to view and edit the
November State/County file. Click on ‘Edit’ to edit information on that line. Click on the ‘Update’
State/County | button to update the file. Click the ‘Back’ button to return to the menu.
Edit Click on the ‘Edit November City File’ button to view and edit the City file. Click on
November ‘Edit’ to edit information on that line. Click on the ‘Update’ button to update the file.
City File Click the ‘Back’ button to return to the menu.
Edit Click on the ‘Edit November Township File” button to view and edit the Township file.
November Click on ‘Edit’ to edit information on that line. Click on the ‘Update’ button to update
Township File | the file. Click the ‘Back’ button to return to the menu.

November Abstracts User Guide 10

Revised October 2014




Edit

Click on the ‘Edit November Schools File’ button to view and edit the Schools file.

November Click on “Edit’ to edit information on that line. Click on the ‘Update’ button to update
Schools File | the file. Click the ‘Back’ button to return to the menu.
Edit Click on the ‘Edit November Miscellaneous Districts File’ button to view and edit the
November Miscellaneous Districts file. Click on ‘Edit’ to edit information on that line. Click on the
Miscellaneous | ‘Update’ button to update the file. Click the ‘Back’ button to return to the menu.
Districts File
Edit Click on the ‘Edit November Table 1 File” button to view and edit the Table 1 file.
November Click on “Edit’ to edit information on that line. Click on the ‘Update’ button to update
Table 1 File | the file. Click the ‘Back’ button to return to the menu.
Edit Click on the ‘Edit November Specials File’ button to view and edit the Specials file.
November Click on “Edit’ to edit information on that line. Click on the ‘Update’ button to update
Specials File | the file. Click the ‘Back’ button to return to the menu.
Edit Click on the ‘Edit November Table 2 File” button to view and edit the Table 2 file.
November Click on ‘Edit’ to edit information on that line. Click on the ‘Update’ button to update
Table 2 File | the file. Click the ‘Back’ button to return to the menu.
Edit Tax Click on the ‘Edit November Tax District File’ button to view and edit the Tax District
District File | file. Each page is a taxing unit. Click on ‘Edit’ to edit information on that line. Click on
the ‘Update’ button to update the file after each change. Use the page number drop-down
box to go to another taxing unit. Click on ‘Add’ to add a new tax district. Enter the tax
unit number where the new tax district belongs; click ‘Continue’. Enter information on
new tax district then click ‘Submit’. Click the ‘Back’ button to return to the menu.
Edit Click on the ‘Edit November Watercraft File” button to view and edit Watercraft file.
Watercraft Click on “Edit’ to edit information for the selected tax unit. When the editing is finished,
File select the “‘Update’ button to update the file. Click the ‘Back’ button to return to the

menu.
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NOVEMBER UPLOAD INSTRUCTIONS

The next screen provides a list of the files that need to be uploaded to KDOR for November, as well as
optional edit buttons. The button, “View Reports’, is used for printing the three signoffs and ten reports
necessary for the November Abstract.

Upload November Personal Property File
Upload November Real Property File
Upload November Heavy Truck File
Upload November State and County File
Upload November City File

Upload November Township File
Upload November Schools File

Upload November Miscellaneous Districts File
Upload November Table 1 File

Upload November Specials File

Upload November Table 2 File

Upload November Tax District File
Upload November Watercraft File

(unused)

View Reports

Edit November Heavy Trucks File
Edit November State and County File
Edit November City Files

Edit November Township File

Edit November Schools File

Edit November Miscellaneous Districts File
Edit November Table 1 File

Edit November Specials File

Edit November Table 2 File

Edit November Tax District File

Edit November Watercraft File

© 0 0O 0O 00 0 o0 o0 o0 0o o ©
© 0 0O 0O 00 0 O o0 o0 o0 o ©

When any of the first thirteen selections are chosen, an upload screen appears. At this point in the process,
the correct file must be selected that corresponds to the file to be uploaded. The upload process will not
complete successfully if the selected file does not correspond with the upload button selected. Only files
pertinent to your county are visible and able to be selected. Printing a list of the files and checking them off
as you upload them will help you to keep track of where you are in the upload process.

KANSAS

DEPARTMENT OF REVENUE

Navigation Menu
November Abstracts

Help

Contact Us

Change Password _) Upload November Personal Property File

Logout

Main Menu

Copyright © 2014 , Kansas Department of Revenue
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For each upload, find and select the file on your computer, locating it with its pathname. Clicking on the
‘Browse’ button in the upload window opens the ‘Choose File” dialog box (shown on the next page).
Using this dialog box:

e Click on the drop-down arrow next to the ‘Look in:” box and double click on the ‘Hard_Drive (C:)’
icon , or the drive your vendor has mapped where your abstract files are located.
e Locate and double click on the “‘Abstracts’ folder

The files are available for selection from the ‘Abstracts’ folder (shown below). After finding this path for
the first time, you are returned to this folder when ‘Browse’ is clicked again.

’ . .u Abstracts
== = e e—
Organize = Include in library = Share with = Mew folder
. Favorites Name
M Desktop & city
& Downloads . miscdst
| Recent Places = pnl
L pn2
A Libraries | pvhtn
3 Documents | pvwtrcftn
J"- Music ml
= Pictures = m2
E Videos _ schools
=] specials
1M Computer || stecnty
&, Local Disk (C:) | tablet

5@ rvpwvklS (\rvuserstore) (H:) ] table2
|| taxdst
Gi_i Metwork | township

15 items

The Kansas Department of Revenue (KDOR) On-line November Abstract program allows Kansas counties
to upload and edit their data on-line. Each county must have the following text files created by a vendor
before executing the November Abstract program.

The personal property file names for November are pnl.txt and pn2.txt. The November real property files
are identified as rnl.txt and rn2.txt. These four files are used when generating the ‘Summary Signoff’.
Uploading these four files and opening the summary signoff in the “View Reports’ menu now replaces the
‘Edit November’ step in the desktop version of the November Abstract.
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Additionally, ten (10) more files are required to create the remaining sign-off and reports. A vendor must
create these files. The files and their corresponding sign-off and reports are listed below.

FILE NAME REPORT NAME
pvhtn.txt Heavy Truck (16/20M) Sign-off
stecnty.txt State and County
city.txt City
township.txt Township
schools.txt Schools
miscdst.txt Miscellaneous Districts
tablel.txt Table 1
specials.txt Specials
table2.txt Table 2
taxdst.txt Tax District

When a file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. Any file may be uploaded as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

Remember to upload the files in the order listed. If the file does not exist when you click on the
‘Upload’ button, an error message is displayed. This message tells you that the file does not exist.

If the county number identifying the data on the file does not match the county number used to log in, an
error message will be received when any file is uploaded. This error message reads ‘Invalid County
Number’ and warns you that the two county numbers are mismatched. You should contact your vendor to
correct the county identifier on the files.

NOTE: Ifan error is found in your real and/or personal property files, you must make the correction in
your tax administration file and recreate the file or files in error using the instructions provided by your
vendor. For the remaining files, you may make corrections from the edit screens in the program. However,
this only changes the files that you are sending to KDOR and not your original files.

It is important that you proceed through the buttons in the order in which they appear on
the screen to insure that the built-in edits work correctly.
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UPLOAD NOVEMBER PERSONAL PROPERTY FILE

Choose this radio button to upload the personal property files for November. The two files to be uploaded
are the pnl.txt and the pn2.txt, their paths, c:\abstracts\pnl.txt and c:\abstracts\pn2.txt, and their upload
boxes are displayed on the screen.

Click on the ‘Browse’ button next to the first box to open the ‘Choose file’ dialog box to locate the pnl.txt
file and find the file on your computer using the pathname shown above. Double click on the file to select it
and it appears in the first box on the upload screen. Click on the ‘Browse’ button next to the second box to
open the ‘Choose file’ dialog box to locate the pn2.txt file. The ‘Choose file’ should open to the folder
containing the abstract files this time. Double click on the file to select it and it appears in the second box
on the upload screen. When the correct pathnames are displayed in both boxes, click on the ‘Upload’
button to upload the files. Both file paths must be displayed in the upload boxes to upload successfully.

2} Personal November Page - Microsoft Internet Explorer MEE
File Edt ‘“iew Fawortes Toolz Help |

G Back + = - D fat | D Search [l Favortes  Media % | EE=N=E|

Address |2§] hittp://rvintranet] /T est/Entemal AAbstracts/S ecure/PN 1. aspy

j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Personal Property File
Menu

Browse for both files then click upload
Help The file to be uploaded is called pnl.txt. It is located at c:\abstractsypnl.txt.
Contact Us
change Passuord IC.\Abstracts\pm Lt Browse...
Logout
L0 em The file to be uploaded is called pn2.txt. It is located at c:\abstractsypn2.txt,

IC'\Ahstracts\pn2 tut Browse

Back § Upload
=
|@ Done ’_ ’_ ’_ E Local intranet

If no file, an incorrect file or only one of the two files is selected and the ‘Upload’ button is clicked, an
error message is displayed in red. Try again to select the correct files. After a successful upload, you will
see a message that the files have been uploaded successfully and an informational table of the data that was
uploaded is displayed (see the screen print on the next page). You may scroll through the data using the
scroll bars on the right side and the bottom of the table.
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The on-line program scans the files for errors. If any problems are encountered in the upload process, an
error message is displayed advising you of the problem. In this case make the correction to the tax
administration file, re-extract the data following your vendor’s instructions, and upload the corrected file.
Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

4} Personal November Page - Microsoft Internet E xplorer

File:

Edit “iew Fawortes Tools Help
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Address IE_'] http: 4 rvintranet /T est/Extemnal AAbstracts /S ecure/PH1.aspx ﬂ @En Links

DEPARTMENT OF REVENUE

Navigation November Personal Property File

Menu

s pnl tzt and pnZ =t have been successflly upleaded
Help
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Logout
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0750012400320 T 0 0 0 0 0 0 o0 0 13745 0 0 0 0
075 0021101321 T 1,235 0 0 0 0 0 0o o 752 0 297 5665 606 0
0750021160221 T 2,148 0 0 0 0 0 oo 193 1,338 0 3 695 0
075 0021165321 T 29145 0 0 0 0 0 oo 972 0 0 3,747 5,38% 0
075 0022000321 T 0 0 0 0 0 0 oo 0 353 0 0 0 0
0750022102321 T 0 0 0 0 0 0 o0 0 0 0 0 0 0
075 0022116321 T 0 0 0 0 0 0 oo 1,121 665 0 0 0 0
0750022510321 U 0 o 0 0 0 0 oo 0 0 o 0 o 0
0750022540321 T 0 0 0 0 0 0 oo 0 1,154 0 0 344 0

J v [nnnlza 1700t p a o n o o oo e oo o e _>|_|
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UPLOAD NOVEMBER REAL PROPERTY FILE

Choose this radio button to upload the real property files for November. The two files to be uploaded are
the rnl.txt and the rn2.txt, their paths, c:\abstracts\rnl.txt and c:\abstracts\rn2.txt, and their upload
boxes are displayed on the screen.

Click on the ‘Browse’ button next to the first box to open the ‘Choose file’ dialog box to locate the rnl.txt
file and find the file on your computer using the pathname shown above. Double click on the file to select it
and it appears in the first box on the upload screen. Click on the ‘Browse’ button next to the second box to
open the ‘Choose file’ dialog box to locate the rn2.txt file. The ‘Choose file’ should open to the folder
containing the abstract files this time. Double click on the file to select it and it appears in the second box
on the upload screen. When the correct pathnames are displayed in both boxes, click on the ‘Upload’
button to upload the files. Both file paths must be displayed in the upload boxes to upload successfully.

&) November Aeal Property Page - Microsoft Internet Explorer MmEE

Fle Edit ‘“iew Favoites Tools Help |

G Back + = - (D 7t | QU Search G Favortes  fMedia (% | - S = 5

Address |g“| hittp: 4 frvintranet /T est/Extemal/Abstracts/Secure/RNT . aspx j @Gu Links >

DEPARTMENT OF REVENUE

Navigation November Real Property File
Menu

Browse for both files then click upload
Help
Contact Us

Change Password

Logout IC'\Ahstracts\rm txt Browse

Main Menu

The file to be uploaded is called rnl.tRt. It is located at c:\abstractsirnl.txt,

The file to be uploaded is called rn2.txt. It is located at cz\abstractsyrn2.txt.

IC:\Abstra ctsin2.txt Browse... Back Upload

Copyright @ 2008 , Kansas Department of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranet

If no file, an incorrect file or only one of the two files is selected and the ‘Upload’ button is clicked, an
error message is displayed in red. Try again to select the correct files. After a successful upload, you will
see a message that the files have been uploaded successfully and an informational table of the data that was
uploaded is displayed (see the screen print of an example on the next page). You may scroll through the
data using the scroll bars on the right side and the bottom of the table.
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The on-line program scans the files for errors. If any problems are encountered in the upload process, an
error message is displayed advising you of the problem. In this case make the correction to the tax
administration file, re-extract the data following your vendor’s instructions, and upload the corrected file.
Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

3 Movember Real Property Page - Microsoft Internet Explorer ;Iilll
File Edit Wiew Favorites Tools  Help ﬁ
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UPLOAD NOVEMBER HEAVY TRUCK FILE

Choose this radio button to upload the heavy truck file for November. The heavy truck file’s name,
pvhtn.txt, and its path, c:\abstracts\pvhtn.txt, are displayed on the screen. Click on the ‘Browse’ button

to open the ‘Choose file’ dialog box and find the file on your computer using the pathname shown above.
Double click on the file to select it and it appears in the box on the upload screen. When the correct
pathname is displayed, click on the ‘Upload’ button to upload the file. It is not necessary to enter the levy
in the ‘Levy:’ box in order to upload the Heavy Truck File.

3 Heavy Trucks Movember Page - Microsoft Internet Explorer

File Edt ‘“iew Fawvortes Tools Help
i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address IE_'] http: 4 frvintranet /T est/Extemnal Aabstracts/S ecure/PYHT M. aspx ﬂ @En Links
e e —K - |

DEPARTMENT OF REVENUE

Navigation November Heavy Truck File
Menu

LEVY: *Enter current levy without decimal, example 123456

The file to be uploaded is called pvhtn.txt, It is located at
c:yahstracts\pvhtn.txt.

Help
Contact Us

hange Password
Logout

Main Menu I Browse. .

Copyright @ 2008 , Kansas Department of Revenue

=
|@ Done ’_ ’_ ’_ E Local intranet

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the correct file. After a successful upload, you will see a message that the file has
been uploaded successfully and an informational table of the data that was uploaded is displayed (see the
screen print on the next page). You may scroll through the data using the scroll bars on the right side and
the bottom of the table. Verify the information in the file, especially the levy. If you need to edit the levy,
enter the correct levy without a decimal in the ‘Levy:’ box. Click ‘Update’ to update the file.

Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.
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When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

& Heavy Trucks November Page - Microsoft Internet Explorer MmEE
File Edt ‘“iew Fawortes Toolz Help |

G Back - = - #at | QU Search G Favortes  fMedia (% | - S = 5

Address I@ hittp:/rvintranet] /T est/Etemal bstracts/S ecure/PYHT M. aspy

Links

=l

DEPARTMENT OF REVENUE

Navigation November Heavy Truck File
Menu
s The file has been successfully uploaded
Help |
Contact Us
change Passuord LEVY: *Enter current levy without decimal, example 123456
Logout
Cnty Taz Unit Walue Penalty Cancel Levy File Year
Edit 75 001 138 o 0.00 060380 2008
Edit 75 a0z 397 19% 0.00 DE03E0 2008
Edit 075 003 3,798 199 0.00 060380 2008
Edit 75 04 397 o 0.00 060380 2008
Edit 75 05 36,180 362 0.00 DE0380 2008
Edit 075 006 5,996 0 0.00 060380 2008
Edit 75 Qo7 12,732 1,781 0.00 DE03E0 2008
Edit 075 003 4,132 20 0.00 060380 2008
Edit 075 ang 10,142 1,628 0.00 060380 2008
Edit 75 010 45,584 3127 0.00 DE03E0 2008
Edit 075 011 314 209 0.00 060380 2008
Edit 75 012 1,545 o 0.00 060380 2008
Edit 75 012 £,295 1,124 0.00 DE03E0 2008
Edit 075 0z0 397 0 0.00 060380 2008
CAi+ [l falah] 7 .£731 1072 [aWatat fa¥atatelnlat [aTalale] LI
[Eivore T Eoamms

November Abstracts User Guide 20 Revised October 2014



UPLOAD NOVEMEBER STATE AND COUNTY FILE

Choose this radio button to upload the State and County file for November. This file’s name, stecnty.txt,
and its path’s name, c:\abstracts\stecnty.txt, are displayed on the screen. Click on the ‘Browse’ button to
open the ‘Choose file’ dialog box and find the file on your computer. Double click on the file to select it
and it appears in the upload box. When the correct pathname is displayed, click on the ‘Upload’ button to
upload the file.

4} Ste County Page - Microsoft Internet Explorer MmER

File Edt ‘“iew Fawvortes Tools Help |
i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address IE_'] hitp:/rvintranet /T est/Estemal Aabstracts/S ecure/SteCnly. aspx ﬂ @En Links
e e —K - |

DEPARTMENT OF REVENUE

Navigation November State and County File
Menu

The file to be uploaded is called stecnty.txt. Ttis located at c:\program files\abstractsstecnty.txt

Help
Contact Us IC:\Abstracts\SteCnty.TXT Browse...

hange Password

Main Menu

Copyright @ 2008 , Kansas Department of Revenue

-]
] [ [EFlcdinmene

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may scroll through the data using the scroll bars on the right side and the
bottom of the table.

Please verify that the distribution amount, the State Statutory Authority Code (SAC) and the statute
authorizing the levy (K.S.A.) numbers are correct. ‘Appendix E’ in the County Clerk’s Handbook contains
a table with the relevant SAC and K.S.A. numbers.

If the miscellaneous fund line is a combination of two or more funds, it should have a SAC number of 999
and the K.S.A. fields should be blank. Please write detailed information on the ‘State/County’ report of
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each fund which is included in the combined miscellaneous fund. Include in the detail the SAC numbers,
the K.S.A. numbers and the tax dollar amounts of the combined funds. See the section in this manual, ‘Edit
November State and County File’, for information for making changes to this file.

Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

a Ste County Page - Microsoft Internet Explorer M=

Fle Edit ‘“iew Favoites Tools Help |
i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address [&] hitp.//rvintianet! /T est/E stemal bstracts/Secure/SteCnly.aspe | @Go | Links

DEPARTMENT OF REVENUE

Navigation November State and County File
Menu
+ The file has been successfully uploaded
Help
Contact Us L
Changs Passuord
Main Meny [Line [Wame sac KSA1 |KSA? |Amount [File Year
[ Editf[ 1 KS Educ Building Fund| 033 76| &m0l 389,875 18 2008
[ Edit| 2| State Inst. Building Fund| 033 76| emo4| 194,937.54| 2008
[ Edit| 3 State General Fund | 00| 2008
[ 4 Total State Tax | 584,212.72 2008
| Edit| 5 General| 135 79 194 852266048 2008
| Edit] Bond & Itersst | 00| 2008
[ Edit] 7 Bond & Interest Special | .00 2008
| Edit] s At | 00 2008
| Edit| 4| Activity Center Maintaince | 00 2008
| Edit| 10 A4g Extension Council | 00 2008
| Edit[ 11 Airport | 00| 2008
| Edit| 12 Aleohol & Drug Abuse | 00| 2008
| Edit| 13 Ambulance | 00| 2008
| ﬂ| 14 ‘ Apprasers Cost | .00 ‘ 2008 =
Eibore : : : : [ BEicamme
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UPLOAD NOVEMBER CITY FILE

Choose this radio button to upload the City file for November. This file’s name, city.txt, and its path,
c:\abstracts\city.txt, are displayed on the screen. Click on the ‘Browse’ button to open the ‘Choose file’
dialog box and find the file on your computer. Double click on the file to select it and it appears in the
upload box. When the correct pathname is displayed, click on the ‘Upload’ button to upload the file.

&) City Page - Microsoft Internet Explorer MEE

File Edt ‘“iew Fawortes Toolz Help |

G Back - = - #at | QU Search G Favortes  fMedia (% | - S = 5

Address |2§] hittp:/ frvintranet /T est/Extemal /8bstracts/S ecure/City. aspy

j @ Go | Links >
B

DEPARTMENT OF REVENUE

Navigation November City File
Menu

Help
Contact Us

change Passward _
—_— IC:V\bstracts\Clty.TXT Browse...
Main Menu

Back Upload

The file to be uploaded 15 called city.txt. Tt is located at c:\program files\abstracts\city.txt

Copyright @ 2008 , Kansas Departrnent of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranet

If no file or an incorrect file is selected and the “‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may scroll through the data using the scroll bars on the right side and the
bottom of the table.

Please verify that the distribution amount, the State Statutory Authority Code (SAC) and the statute
authorizing the levy (K.S.A.) numbers are correct. ‘Appendix E’ in the County Clerk’s Handbook contains
a table with the relevant SAC and K.S.A. numbers.

If the miscellaneous fund line is a combination of two or more funds, it should have a SAC number of 999
and the K.S.A. fields should be blank. Please write detailed information on the ‘City’ report of each fund
which is included in the combined miscellaneous fund. Include in the detail the SAC numbers, the K.S.A.
numbers and the tax dollar amounts of the combined funds. See the section in this manual, ‘Edit
November City File’, for information for making changes to this file.
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Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

a City Page - Microsoft Internet Explorer M=

Fle Edit “iew Favoites Tools Help |
i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address ] hitp://rvintianet! /Test/E stemal#bshacts/Secure/City. aspr =] @Go |Links

DEPARTMENT OF REVENUE

Navigation November City File
Menu
o The file has been successfully uploaded
Help
Contact Us
f_:::_u gtepassword
Main Menu Line |Name [sac KSAl [KSAz  [Amount [File Year o
| Edit|  1|General | 135 78] 1833 1,931,214.25 2008
| Edit|  2[Bond & Tntersst | o21] 10 113 110,522 57 2008
| Edit|  3[aipont | 00| 2008
[ Edit|  4|ambulence | o0 2008
[ Edit|  5|and | o0 2008
| Edit|  &Buldng Fuad | o0 2008
| Edit|  7|Capital Impr. Quln-Year) | o0 2008
| Edit]  8|Cemetery | o0 2008
| Edit|  9|Communiy Buiding | 00| 2008
| m| 10|EmergencyEquipment | .00| 2008
| Edit|  11[Employee Benefits | o097 12 16,102 58,179.33 2008
| Edit|  12|Fair | 00| 2008
| Edit|  13|Fire Department | 00| 2008
| Edit|  14|Flocd Protection | o0 2008
[ P F— I —I e =l
@t [T [ Bflcamtae
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UPLOAD NOVEMBER TOWNSHIP FILE

Choose this radio button to upload the Township file for November. This file’s name, township.txt, and its
path, c:\abstracts\township.txt, are displayed on the screen. Click on the ‘Browse’ button to open the
‘Choose file’ dialog box and find the file on your computer. Double click on the file to select it and it
appears in the ‘Select File to Upload’ box. When the correct pathname is displayed, click on the ‘Upload’
button to upload the file.

a Towns Page - Microsoft Internet Explorer M= E

File Edt ‘“iew Fawortes Tool:  Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address |2;'] hittp:#/rvintranet] /T est/E stemal/Abstracts/S ecuredT owns asps j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Township File
Menu

Hel The file to be uploaded is called township.txt. Tt is located at c:\program files\abstracts\township.txt

Contact Lls

Change Password IC:Wbstracts\Tuwnsh\p.TX Browse. .

Logout

Copyright @ 2008 , Kansas Department of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranet

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may scroll through the data using the scroll bars on the right side and the
bottom of the table.

Please verify that the distribution amount, the State Statutory Authority Code (SAC) and the statute
authorizing the levy (K.S.A.) numbers are correct. ‘Appendix E’ in the County Clerk’s Handbook contains
a table with the relevant SAC and K.S.A. numbers.

If the miscellaneous fund line is a combination of two or more funds, it should have a SAC number of 999
and the K.S.A. fields should be blank. Please write detailed information on the “Township’ report of each
fund which is included in the combined miscellaneous fund. Include in the detail the SAC numbers, the
K.S.A. numbers and the tax dollar amounts of the combined funds. See the section in this manual, ‘Edit
November Township File’, for information for making changes to this file.
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Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

a Towns Page - Microsoft Internet Explorer

Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () 7t | Qi Search (G Favortes fMedia % | By S &=

Address I@ hittp: Adrvintranet] /T est/Estermal ihstracts!S ecured T owns. asps
— ~ X

j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Township File
Menu
Halp
Contact Lls
Shange Passuord [Line [Name [sac [ksal |KSA?  [Amoun [File Year
ﬁ | Edit] 1] General | 133 79| 1se2|  111,203.89 2008
- | Edit| 2| Bond & Intersst | 00| 2008
| Edit| 3 Ambulance | 00 2008 |
[ Edit| 4 Building (TWP, Etc ) | 00| 2008
[ Edit| 5] Cemetery| 045 12[ 1403 1,098.55 2008
[ Edit| & Community College Tut FD | 00 2008
[ Edit| 7| Employee Eenefits | 00| 2008
[ Edit| g Fire Protection| 113 g0 1903 12,557.50] 2008
[ Edit| s Library | 00 2008
[ Edit| 10 Library Employee Benefits | .00 2008
[ Edit] 11 Mo-Fund Warrants | .00 2008
| Edit| 1z Nozious Weeds | 00| 2008
| Edit| 13 Park | 00 2008
[ Edit| 14 Prairs Dog | 00| 2008
[ Edit| 15 Recreation | 00 2008
[ Edit] 16 Road | 00 2008 =
@t mi
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UPLOAD NOVEMBER SCHOOLS FILE

Choose this radio button to upload the Schools file for November. This file’s name, schools.txt, and its
path, c:\abstracts\schools.txt, are displayed on the screen. Click on the ‘Browse’ button to open the
‘Choose file’ dialog box and find the file on your computer. Double click on the file to select it and it
appears in the ‘Select File to Upload’ box. When the correct pathname is displayed, click on the ‘Upload’
button to upload the file.

a Schools Page - Microsoft Internet Explorer M=

File Edt ‘“iew Fawortes Tool:  Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address |2;'] hittp:#/rvintranet] /T est/E stemal/8bstracts/S ecure/S chools aspx j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Schools File
Menu

Hel The file to be uploaded is called schools.txt. Tt is located at c:\program files\abstracts\schools.txt

Contact Lls

Change Password IC:V\bstracts\Schools.TXT Browse...

Logout

Copyright @ 2008 , Kansas Department of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranet

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may scroll through the data using the scroll bars on the right side and the
bottom of the table.

Please verify that the distribution amount, the State Statutory Authority Code (SAC) and the statute
authorizing the levy (K.S.A.) numbers are correct. ‘Appendix E’ in the County Clerk’s Handbook contains
a table with the relevant SAC and K.S.A. numbers.

If the miscellaneous fund line is a combination of two or more funds, it should have a SAC number of 999
and the K.S.A. fields should be blank. Please write detailed information on the ‘Schools’ report of each
fund which is included in the combined miscellaneous fund. Include in the detail the SAC numbers, the
K.S.A. numbers and the tax dollar amounts of the combined funds. See the section in this manual, ‘Edit
November Schools File’, for information for making changes to this file.
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Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

a Schools Page - Microsoft Internet Explorer

Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () 7t | Qi Search (G Favortes fMedia % | By S &=

Address I@ hittp: Adrwintranet /T est/Estemal Abstiacts /S ecures/Schools aspe
— ~ X

j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Schools File
Menu
o The file has been successfully uploaded
Help
Contact Lls
Changs Passuord
Main Meny [Line [I¥ame [sac [Ksal [KSA? [Amount File Year
| Edit] 1 Greneral | 00 2008
[ Edit] 2 Bond & Tnterest | 00| 2008 =
| Edit] 3| Adult Education | 00| 2008
| Edit| 4 Capital Outlay | 00| 2008
| Edit] 5 Employee Benclits | 00| 2008
| m| 6 | Special Assessment | 00 ‘ 2008
[ Edit] 7| Vorational Education | 00| 2008
| Edit] g Mise | 00 2008
[ 4 Sub Total | 00| 2008
| Edit| 10f MMCPL General | 00 2008
| Edit| 11 WMITCPL Bond & Tntersst | 00 2008
| Edit| 12 MMCPL Employes Benefits | 00| 2008
| Edit| 13 MICEL Special Liabiiy | 00| 2008
| Edit| 14 MICPL Misc | 00| 2008 =
Eibore - : [ BEicamme
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UPLOAD NOVEMBER MISCELLANEOUS DISTRICTS FILE

Choose this radio button to upload the Miscellaneous Districts file for November. This file’s name,
miscdst.txt, and its path, c:\abstracts\miscdst.txt, are displayed on the screen. Click on the ‘Browse’

button to open the *‘Choose file’ dialog box and find the file on your computer. Double click on the file to
select it and it appears in the “‘Select File to Upload’ box. When the correct pathname is displayed, click
on the ‘Upload’ button to upload the file.

a MiscDist Page - Microsoft Internet Explorer

Fle Edit ‘“iew Favoites Tools Help |

GBack - = - (D 7t | QSearch [ Favortes  ({fMedia £% | By S =1

Address IE_'] hitp:/rvintranet /T est/Extemal ‘abstracts/S ecure/MiscDist. asps

ﬂ @ Go |Links
- |

DEPARTMENT OF REVENUE

Navigation November Miscellaneous Districts File
Menu
The file to be uploaded is called MiscDst.txt It is located at c:\program files\abstracts\MiscDst.t=t.

Help
Contact Us

change Password IC.\Abstracts\M\scht TxT Browse..

Logout

Copyright @ 2008 , Kansas Department of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranst

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may scroll through the data using the scroll bars on the right side and the
bottom of the table.

Please verify that the distribution amount, the State Statutory Authority Code (SAC) and the statute
authorizing the levy (K.S.A.) numbers are correct. ‘Appendix E’ in the County Clerk’s Handbook contains
a table with the relevant SAC and K.S.A. numbers.

If the miscellaneous fund line is a combination of two or more funds, it should have a SAC number of 999
and the K.S.A. fields should be blank. Please write detailed information on the ‘Miscellaneous’ report of
each fund which is included in the combined miscellaneous fund. Include in the detail the SAC numbers,
the K.S.A. numbers and the tax dollar amounts of the combined funds. See the section in this manual, ‘Edit
November Miscellaneous Districts File’, for information for making changes to this file.
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Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

a MiscDist Page - Microsoft Internet Explorer

Fle Edit ‘“iew Help
i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=
Address I@ hittp: A rvintranet] /T est/Estemal Abstiacts /S ecure/MiscDist asp

DEPARTMENT OF REVENUE

Favorites  Toaols

j @ Go | Links >

Navigation November Miscellaneous Districts File
Menu
o The file has been successfully uploaded

Help

Contact Lls

Main Menu Line |[Name [sac [ksal [kSA?  [Amoun [File Year
| edit| 1] 01 Airport Greneral | 00| 2008
| Edit| 2| 01 Airport Bond & Tntersst | 00 2008
| Edit| 3 01 Airport Wo-Fund Warants | 00 2008
| Edit| 4] 01 Airport Employee Bensfits | 00| 2008
| Edit| 5] 01 Airport Other | 00 2008

[ 01 Airport Sub Total | 00 2008
| edit| 7| 02 Ambulance General | 00 2008
| edit| g 02 Ambulance Bond & Interest | 00 2008
| edit| g 02 Ambulance Mo-Fund Warants | .00 2008
[ Edit] 10] 02 Ambulance Employee Benefits | .00 2008
| Edit|] 11 02 Ambulance Other | 00| 2008
[ 12 02 Ambulance Sub Total | 00| 2008
| Edit| 13 03 Cometery General | 135 | 17 1330 17,524.09 2008
| Edit| 4] 03 Cemetery Bond & Interest | 00| 2008
=Ty m— P ST | ool oo =
@t [ [ Bflcamteae
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UPLOAD NOVEMBER TABLE 1 FILE

Choose this radio button to upload the Table 1 file for November. This file’s name, tablel.txt, and its path,
c:\abstracts\tablel.txt, are displayed on the screen. Click on the ‘Browse’ button to open the ‘Choose
file” dialog box and find the file on your computer. Double click on the file to select it and it appears in the
‘Select File to Upload’ box. When the correct pathname is displayed, click on the ‘Upload’ button to
upload the file.

3 Table1 Page - Microsoft Internet Explorer M=

Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address |2;'] hittp:#/rvintranet] /T est/E stemal/Bhstracts/S ecures T ablel aspx j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Tablel File
Menu

Help
Contact Lls

Change Password
IC'\Ahstracts\TahIe1 TAT Browse
Logout
Main Menu
Back § Upload

The file to be uploaded 15 called table1.txt Itis located at c:\program filesyabstractstablel.txt.

Copyright @ 2008 , Kansas Department of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranet

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may scroll through the data using the scroll bars on the right side and the
bottom of the table.

Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to

choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.
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3 Table1 Page - Microsoft Internet Explorer M ES
Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

DEPARTMENT OF REVENUE

Address [&] hitp./rvintianet! /T est/E stemal abstracts/Secure T able1.aspe | @Go | Links
_7/""_ T

Navigation November Tablel File
Menu
Help
Contact Us
Chanae Passward
Main Menu
’;Na.me General  |Penalty g:t“a‘;“l @I.R.B.@’ﬂ?ﬁ: i‘;‘::;i‘l Grand Total g,‘i
[ (@ [0+2) @ & [ @ |atstrs|no [3+e+10) e
[Ecit|  1][state | seaziaes| ses.06| ssas1272[ 000 ooofooo| ooo[  ooo 0.00] 58481272201
[Edit| 2[Cownty || 855299673 885820/ 8661854.93| 0.00[ 000000 voo[ oo s3465259] 9296507 52)[201
[Ecit| 3city [ 3134289 34| 7685.62 3141974.96[ 000 000000 000 o000 446277 64 33383252 60][200
[Ecit|  4|Township | 13993940 22196 140161.36[ 0.00[ coofooo[ ooo oo 0.00 140161.36200
[Edit| 5[schoel  [16447535.26[18184.58 [16465719.25| 0.00] .00 o00[ 000 000 0.00[1646571%.85201
[Edit| 6|cemetery | 1751291 1118] 1752408 000 ocoofooo| ooo|  ooo] 000 1752409200
[Edit| 7[Drainage | 1231150] 1137 1232287) 000 ooofooo| voa[  ooo| 393320 1625616200
[Ecit| &[Fire | 43445784 59285 a3s050.69[ 000 ooofooo| ooo[ oo 0.00[ 43505069 20
[Eclit| 9[Hospitat || 119122768 279.47] 1191507.15] 0.00] ooo[ooo] ooo[ ool 0.00 1191507.15 20
[Ediit[ 10/improvement] oo o000 0.00[ o.oo| ooofooo| ooo|  ooof 0.00] 0.00/[201
I [Edit| 11|Library || 315467.86] 28585 31575371 0.00] ooofooo] ooo[  ooo 0.00] 315?53|.71|§;|
4 3
B vore TT T Eoamee
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UPLOAD NOVEMBER SPECIALS FILE

Choose this radio button to upload the Specials file for November. This file’s name, specials.txt, and its
path, c:\abstracts\specials.txt, are displayed on the screen. Click on the ‘Browse’ button to open the
‘Choose file’ dialog box and find the file on your computer. Double click on the file to select it and it
appears in the ‘Select File to Upload’ box. When the correct pathname is displayed, click on the ‘Upload’
button to upload the file.

3 Special Page - Microsoft Internet Explorer M=

Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address|2;'] hittp:#/rvintranet] /T est/E stemal/8bstracts/S ecure/S pecial asps j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Specials File
Menu

Hel The file to be uploaded is called specials.txt. It is located at c:\program files\abstracts\specials.txt.

Contact Lls

Change Password IC:Wbstracts\Specia\s.TX‘l Browse. .

Logout

Copyright @ 2008 , Kansas Department of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranet

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may scroll through the data using the scroll bars on the right side and the
bottom of the table.

Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to

choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.
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Fle Edit ‘“iew Favoites Tools Help

3 Special Page - Microsoft Internet Explorer M ES

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

DEPARTMENT OF REVENUE

Address [&] hitp.//rvintranet1 /Test/E stemal/éibstiacts/Secure/Special asp | @Go | Links
— T

Navigation November Specials File
Menu
+ The file has been successfully uploaded
Help
Contact Us
Changs Passuord
ﬁgnu ‘Li.ne |Name |Amuu.nt |Fi.le Year
- [ Edit| 1 01 Urban Demelition| .00 2008
[ Edit| 2 02 Urban Dramage| 3,968.58 2008
[ Edit 3 03 Urban Sidewallcs | .00 2008
[ Edit]| 4| 04 Urban Paving & Curbing| 286,133.32 2008 o
[ Edit| 5 05 Urban Sewer | 57.791.81 2008
| Edit| 5 06 Trban Sewer Del Fac| 2,000.00( 2008
[ Edit| 7| 07 Urban Water | £3,347.19 2008
[ Edit| 8 08 Urban Whiteway | 00 2008
[ Edit| o 09 Trban Solid Waste | 00 2008
[ Edit| 10] 10 Urban Sokd Waste Del Fec| .00 2008
[ Edit| 1 11 Urban Weeds | 288.20 2008
[ Edit| 12 12 Urban Ground Water | .00 2008
[ Edit| 13 13 Urban Public Parking| .00 2008
[ Edit]| 14| 14 Urban Tree Removal .00 2008
[ Edit 15] 15 Urban Misc | 32,748.54| 2008 =
@t [ EEicamtae
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UPLOAD NOVEMBER TABLE 2 FILE

Choose this radio button to upload the Table 2 file for November. This file’s name, table2.txt, and its path,
c:\abstracts\table2.txt, are displayed on the screen. Click on the ‘Browse’ button to open the ‘Choose
file’ dialog box and find the file on your computer. Double click on the file to select it and it appears in the
‘Select File to Upload’ box. When the correct pathname is displayed, click on the ‘Upload’ button to
upload the file.

3 Table? Page - Microsoft Internet Explorer M=

Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address |2;'] hittp:#/rvintranet] /T est/E stemal/Bhstracts/S ecures T able? aspx j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Table2 File
Menu

Help
Contact Lls

Change Password
IC'\Ahstracts\TahIeZ TAT Browse
Logout
Main Menu
Back § Upload

The file to be uploaded 15 called table2.txt Itis located at c:\program filesyabstractstable2.txt.

Copyright @ 2008 , Kansas Department of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranet

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may scroll through the data using the scroll bars on the right side and the
bottom of the table.

Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.

When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to

choose another file to upload. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.
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3 Table? Page - Microsoft Internet Explorer M ES

Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () 7t | Qi Search (G Favortes fMedia % | By S &=
Address [&] hitp./rvintianet! /T est/E stemal abstracts/Secure T able?. asp | @Go | Links
DEPARTMENT OF REVENUE
Navigation November Table2 File
Menu
Halp
Change Passuord . General Tax  |[General Tax . In Lieu |Special File
— Line Name Roll Signoff Difference of s smnt Total Tax Year
fain ten [ @ 3 CEE! (6]
Edit| 1 E:‘;lf“] ‘ 7568??0.28‘ 75686?3.06‘ 97.22‘ 0 00‘ 33535 88‘ 2207356 ]6‘ 2008
Edit| 2 Esrfa: Real ‘ 8280951.24‘ 828092?.08‘ 24.16‘ 0 00‘ 46277 54‘ §727228 88‘ 2008
3 E:tt:i}“l ‘ 15845721 52‘ 15845600 14‘ 121 38‘ 0 00‘ 1084863 .52 ‘16934585 04‘ 2008
Edit 4‘?‘6‘:1 Tangible ‘ 602701.26‘ 602691.40‘ 9.86‘ 0 00‘ 0 oo‘ 602701 26‘ 2008
Edit| 5 E;E:“ Tangible ]]02634.44‘ ]]0262?.33‘ 7.11 ‘ 0 00‘ 0 00‘ 1102634 44‘ 2008
& gg;:l gt ‘ 1705335.?0‘ 1?05318.?3‘ 16.9?‘ 0 00‘ 0 00‘ 1705335 70‘ 2008
Edi| 7 [Rural State 1481400418 14814001.61 257 0.00 0.00 14814004 18| 2008
Assessd
Ecit| g|Trom State 517568.14 517567.80 034 0.00 000| 517568.14| 2008
Assessd =l
|@ Done ’_ ’_ ’_ E Laocal intranet
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UPLOAD NOVEMBER TAX DISTRICT FILE

Choose this radio button to upload the Tax District file for November. This file’s name, taxdst.txt, and its
path, c:\abstracts\taxdst.txt, are displayed on the screen. Click on the ‘Browse’ button to open the
‘Choose file’ dialog box and find the file on your computer. Double click on the file to select it and it
appears in the ‘Select File to Upload’ box. When the correct pathname is displayed, click on the ‘Upload’
button to upload the file.

a Tax District Page - Microsoft Internet Explorer

Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address |2;'] hittp:#/rvintranet] /T est/E stemal/Bhstracts/S ecures T axDist aspx j @ Go | Links >

DEPARTMENT OF REVENUE

Navigation November Tax District File
Menu

The file to be uploaded is called taxdst.txt. It is located at c:yabstracts\taxdst.txt.

Help
Contact Lls

hange Password

Logout IC:\Abstracts\TaxDst.W Browse...
Main Menu
Back Upload

Copyright @ 2008 , Kansas Department of Revenue

[
|@ Done ’_ ’_ ’_ E Local intranet

If no file or an incorrect file is selected and the ‘Upload’ button is clicked, an error message is displayed in
red. Try again to select the file. After a successful upload, you will see a message that the file has been
uploaded successfully and an informational table of the data that was uploaded is displayed (see the screen
print on the next page). You may page through the data—each page is a new taxing unit. Verify all joint
district codes (see County Clerk’s Handbook ‘Appendix C’ for the list of these) and that codes are correct.
Reoccurring coding errors to look for are:

» recreation commissions which are not listed separately
» school bonds which are not listed separately
» third-class cities paying into a township which are not listed separately

Please contact the KDOR Software Administrator if you have any problems with the upload process. This
number may be found under ‘Contact Us’ on the Navigation Menu.
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When the file has been successfully uploaded, click on the ‘Back’ button to return to the previous screen to
print reports or edit files. You may upload a file as often as is necessary. Each successful upload
overwrites the data from the last upload. The Navigation Menu is again available at the left of the screen.

icrosoft Internet Explorer

File Edt ‘“iew Fawortes Tool:  Help |

G Back - = - #at | QU Search G Favortes  fMedia (% | - S = 5
Address I@ hittp: 4 /rvintranet /T est/Extemal/Abstracts/S ecure/ T axDist. aspy j @Gu Links >
DEPARTMENT OF REVENUE
Navigation November Tax District File
Menu
s The file has been successfilly uploaded
Help
Contact Us
change Password Back Jf Add |
Logout - Tax Amnt Amnt Lewvy Amnt  Amnt File
J—M‘am . Line % bp AMNtRP GG, Code Dist 1D Mame Levy PP Lewy RP S0 CE0C BRSG vear
e Edit1l 00172,5751,149,84164,4635T STI00  STATE 0.001500/0,001500 0.001500 66,947 976,760 2008
Edt2 00172,5751,140,84164,463CT  cT200 oo IATOMIE g 090517 0022217 0.022217 66,947 976,780 2008
Edit3 00172,5751,149,84164,463CZ CZ001  Belvue 0.015854 0,015954 0.015854 66,947 976,760 2008
Edi4 00172,5751,140,841 64,463 TW TwW013315 Sn 910 C- 0 000934 0.000934 0.000934 66,947 976,730 2008
EdtS 00172,5751,149,841 6446350 50320  USD 320 0.020854 0.020854 0.020854 56,347 976,760 2008
Edite |01 72,5751,149,841 64,463 56 56320 | oob 320 ° 0.020000/0.020000 0.020000 66,347 976,760 2008
Edit7 00172,5751,140,84164,46358 spa20 50 320 Bond g 015192 0.015122/0.015122 66,947 976,780 2008
POTT-AVAR
Edits D0172,5751,149,84164,463RL RL7IOPT | 2TL A 0.000978 0.000978 0.000978 66,347 976,760 2008
Edit9 00172,5751,149,04164,463CM CMO3B  Belvue 0.000338 0.000338 0.000338 66,347 976,760 2008
Edit10 00172,575 1,149,841 64,463 0R  DRO48 g‘f;‘f;‘:ge 0.002008 0,002008 0.002008 66,947 976,760 2008
=< < Page |1 'l Label of 244 Page(s) = ==
Copyright @ 2008 , Kansas Department of Revenus _I
|@ Done ’_ ’_ ’_ E Local intranet
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NOVEMBER VIEW REPORTS

The “View Reports’ radio button accesses the certifications and reports for the November Abstract. When
the button is clicked a new screen is opened with the following fifteen options:

o Summary Signoff o Township

o Heavy Trucks Signoff o Schools

o Watercraft Signoff o Misc. Districts

o Heavy Trucks o Table1

o Watercraft o Special Assessments
o Final Review o Table?2

o State/County o Taxing Districts

o City

Under these options is the ‘Show Report’ button. Printing a list of the reports and checking them off as
you print them will help you to keep track of where you are when you are printing the reports. Note that the
‘Heavy Trucks’ (Detail) no longer needs to be mailed in.

KANSAS

DEPARTMENT OF REVEMNUE

Navigation Menu
PVD Abstract Reports Menu

Help
Change Password
Logout Filing Year:

Main Menu

Select a report:

® Summary Signoff O Township
O Heavy Trucks Signoff O Schools
O Watercraft Signoff O Misc Districts

(O Heavy Trucks O Tablel

) Watercraft O Special Assessments
(O Final Review O Table2

O State/County O Taxing Districts

O City

Copyright © 2014 , Kansas Department of Revenue
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SUMMARY SIGNOFF

When the ‘Summary Signoff’ button is selected and the ‘Show Report’ button is clicked, the on-line
program opens a document which is created from the pnl.txt, the pn2.txt, the rnl.txt and the rn2.txt files.
The error reports which previously were generated in the ‘Edit November” are now shown in the ‘Upload
Personal Property File” and ‘Upload Real Property File’.

It is important to verify the information in the ‘Summary Signoff’, especially the following:

» State Assessed real and other values by LBCS with the State’s certification form (PV-AD-20).

» Compare State Assessed taxes with certification for (PV-AD-18). The tax dollars should be close.

» Check Oil and Gas—royalty and working interest.

» Public Utility—Locally Assessed for both real and personal should have zero value.

> Check for value in the Boat, Marine and Boat Trailers field.

> Check that the cancellations under $5 (the cancelled tax for royalty oil and gas and personal
property) are included.

» Verify that penalty value is included.

» Compare EDX/IRB and exempt values to July exempt values. Note the reason for any large shift in
value.

» Check that the values balance with the tax administration reports. The tax dollars may not balance
but should be very close.

When the information has been verified, print a copy of the signoff to certify and mail it to the address
listed on Page 2. The document may also be saved to your computer. To return to the ‘Reports Menu’,
click the ‘Back’ button on the Internet Explorer task bar.
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HEAVY TRUCKS SIGNOFF

When the ‘Heavy Trucks Signoff” button is selected and the ‘Show Report’ button is clicked, the on-line
program opens the ‘November Abstract of 16/20M Tagged Vehicles’ which is created from the pvhtn.txt
file.

It is important to verify the levy, the value, the tax dollars and the cancelled tax on the ‘Heavy Trucks
Signoff’ before certification. The value should match the value on the 16/20M Distribution Abstract
(Excel) and the taxes should be close.

This file may be edited in the ‘Edit Heavy Truck File’. Print a copy of the “‘Heavy Truck Signoff’ to
certify and mail to the address listed on Page 2. The document may also be saved to your computer. To
return to the ‘Reports Menu’, click the ‘Back’ button on the Internet Explorer task bar.
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HEAVY TRUCKS (No longer needs to be submitted)

Opening the ‘Heavy Trucks’ produces an Excel file of the ‘PVD Heavy Trucks Detail’ which was formerly
called the *16/20M Heavy Trucks Report’. When the ‘Heavy Trucks’ button is selected and the ‘Show
Report’ button is clicked, a ‘File Download’ box (see screen print of example below) opens offering to
‘Open’, ’Save’, ‘Cancel’ or ‘More Information’.

If the option ‘Open’ is selected the Excel file is opened in the Internet Explorer window for viewing and
printing purposes. Open the file to review the information, especially before certifying the ‘Heavy Truck
Signoff’. Click the ‘Back’ button on the Internet Explorer task bar to return to the Reports menu.

If ‘Save’ is clicked, you may save the Excel file to your computer. If ‘Cancel’ is clicked the dialog box
closes. If “More Information’ is clicked, Internet Explorer opens a help box with information on
downloading files.

It is no longer necessary to print and mail this report to PVD but you may want to print a copy for your
files.

2 Report Main Menu Page - Microsoft Internet Explorer MmE R

File Edt ‘“iew Fawortes Toolz Help |
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FINAL REVIEW

After the fund distribution files, ‘Table 1°, ‘Specials’ and ‘Table 2 have been uploaded successfully, open
the ‘Final Review’. ‘Final Review’ compares the distributions in ‘State and County’, ‘City’,
“Township’, ‘Schools’ and ‘Miscellaneous’ with the taxes plus penalties (column 3) in “Table 1°. It also
checks for these discrepancies between ‘“Table 1°, ‘Specials’ and ‘Table 2’:

Total amount in column 3 of Table 1 = Grand Total of column 1 of Table 2
Total amount in column 9 of Table 1 = Grand Total of column 4 of Table 2
Total amount in column 10 of Table 1 = Grand Total of column 5 of Table 2
Total amount of column 11 of Table 1 = Grand Total of column 6 of Table 2
Special Assessment Total Tax Amount = Grand Total of column 5 of Table 2

If there are any discrepancies, you will receive a detailed error message. Correct the listed errors then
check ‘Final Review’. You must continue to run this report and correct the errors reported until no errors
are found. See screen print next page.

A copy of the ‘Final Review’, the final copy without any errors, (see screen print below) must be mailed in
with your abstracts and reports to the address on page 2. Click on ‘File’ then ‘Print’ to print the report. It
will be necessary to go into your print options and set to print landscape rather than portrait. To return to
the ‘Reports Menu’, click the ‘Back’ button on the Internet Explorer task bar.

a Untitled Page - Microsoft Internet Explorer

Fle Edit “iew Favoites Tools Help |
e Back - = - (2D 7t | Qi Search [ Favortes  fMedia <% | - S =
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STATE AND COUNTY REPORT

Open the ‘State/County’ report when your state and county information is uploaded and correct. You may
scroll through the data using the scroll bar on the right side of the screen. Verify that fund distributions
include the cancelled and penalty tax. The State distribution should be figured to the penny by multiplying
the value including the penalty by each fund levy. Verify that the totals for each county fund are on the
appropriate lines and that the SAC numbers and the K.S.A are correct.

Click on “File’ then ‘Print’ to print the report. It will be necessary to go into your print options and set to
print landscape. To return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports
Menu’.

REMEMBER, if the miscellaneous fund line is a combination of two or more funds, it should have the
SAC number of 999 and the K.S.A. fields should be blank. You must individually identify each fund by its
SAC number, K.S.A. numbers and tax dollar amount and write the breakdown on this report after it is
printed.

This document must be mailed with your November Abstract to the address listed on Page 2.

&} State/County - Microsoft Internet Explorer &) %]
File Edt ‘“iew Fawortes Tool:  Help |
G Back - = - #at | QU Search G Favortes  fMedia (% | - S = 5
Address I@:] hittp: 4 frvintranet /T est/Extemal/Abstracts/S ecure/SteCntyRprt. aspx 7R eportM onth=MN overnberkFilingy ear=2008%County=075 j ff)[iu | Links >
Statel/Cournty Download | Back |
Cnty Mumber 075
Cnoty Mo Lne SAC Ksa Marne Amount
075 01 033 76-6B01  KS Educ. Building Fund 389,875.18
075 02 035 76-6B04  State Inst. Buldng Fund 194,937.54
075 04 - Total State Tax 584.812.72
075 05 135 79-1%46  General 8,522,669.48
075 29 165 19-2651  Histerical 38,987.50
075 60 203 75-6110  Spec Liability Expense 100,157.95
075 67 - Total Taxes Levied for County 8,661,854 93
[
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CITY REPORT

Open the “City’ report when your city information is uploaded and correct. You may scroll through the
data using the scroll bar on the right side of the screen. Verify that the totals for each city fund are on the
appropriate lines and that the SAC numbers and the K.S.A are correct.

Click on “File’ then “Print’ to print the report. It will be necessary to go into your print options and set to
print landscape. To return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports
Menu’.

REMEMBER, if the miscellaneous fund line is a combination of two or more funds, it should have the
SAC number of 999 and the K.S.A. fields should be blank. You must individually identify each fund by its
SAC number, K.S.A. numbers and tax dollar amount and write the breakdown on this report after it is
printed.

This document must be mailed with your November abstract to the address listed on Page 2.

File Edt ‘“iew Fawortes Tool: Help |
G Back - = - #at | @ Search (G Favertes P Mediz 04 | == e
Address I@ hittp:/Arvintranet /T est/Extemal/dbstracts/S ecure/CityR prt. aspx YReport onth=M ovemberkFiling e ar=2008% County=075 d 6’ Go | Links >
Clity Download | Back |
Crty MNumber 075
Cnty Mo Ine 3AC E3A Narme Amount
075 01 135 T8-15853 General 1,931,214.25
075 02 021 10-113 Bond & Interest 110,522 .57
075 11 097 12-18,102 Employee Benefits 58,179.35
075 18 201 12-1617H Industrial Fund 4,022.03
075 21 217 12-1220 Library 185,074.81
075 23 093 12-16,102 Library Employee Ben. 114,955.07
075 29 131 12-110B Polic & Fremen 7.864.17
075 30 115 T4- 4967 Folic & Fremen Pension 6,504.50
075 a1 297 15-733 St Alley Trfway (Bridge) 12.489.93
075 47 237 12- 1532 Misc 705,146.28
075 48 - Total Taxes Levied for City 3,141,974.96
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TOWNSHIP REPORT

Open the “Township’ report when your township information is uploaded and correct. You may scroll
through the data using the scroll bar on the right side of the screen. Verify that the totals for each township
fund are on the appropriate lines and that the SAC numbers and the K.S.A are correct. All township funds
levied in cities, i.e. general, bond and interest, building, cemetery, etc. should be posted in the township
funds under Township Levies in 3" Class Cities (lines 22-37 in the Township file).

Click on “File’ then ‘Print’ to print the report. It will be necessary to go into your print options and set to
print landscape. To return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports
Menu’.

REMEMBER, if the miscellaneous fund line is a combination of two or more funds, it should have the
SAC number of 999 and the K.S.A. fields should be blank. You must individually identify each fund by its
SAC number, K.S.A. numbers and tax dollar amount and write the breakdown on this report after it is
printed.

This document must be mailed with your November abstract to the address listed on Page 2.

a TownsHprt - Microsoft Internet Explorer M= E
File Edt ‘“iew Fawortes Tool:  Help |ﬁ
G Back - = - #at | QU Search G Favortes  fMedia (% | - S = 5
Address I@:] hittp: 4 frvintranet] /T est/Estemal/Abstracts/S ecure/ TownsRprt. asp« 7R eporth onth=MN ovemberkFilingy ear=2008% County=075 j (‘960 | Links >

Township Download | Back |

Cnty Mumber 075
Cnty No Ine SAC KsA  MName Amount
075 01 135 79-1962 General 111,203.8%
073 05 045 12-1403 Cemetery 1,098.55
073 03 112 80-1%03 Fire Frotection 12,557.50
075 22 315 15-104 City General 13,826.33
075 26 309 15-104 City Cemetery 1.475.0%
075 38 - Total Taxes Levied for Townships 140,161.36

[
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SCHOOLS REPORT

Open the ‘Schools’ report when your schools information is uploaded and correct. You may scroll through
the data using the scroll bar on the right side of the screen. Verify that the totals for each school fund,
including the Community Junior College (lines 1-8 on the School file), are on the appropriate lines and that
the SAC numbers and the K.S.A are correct. Verify all recreation commissions are listed and totaled
separately from the schools totals.

Click on “File’ then ‘Print’ to print the report. It will be necessary to go into your print options and set to
print landscape. To return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports
Menu’.

REMEMBER, if the miscellaneous fund line is a combination of two or more funds, it should have the
SAC number of 999 and the K.S.A. fields should be blank. You must individually identify each fund by its
SAC number, K.S.A. numbers and tax dollar amount and write the breakdown on this report after it is
printed.

This document must be mailed with your November abstract to the address listed on Page 2.

&} Schools - Microsoft Internet Explorer &) %]
File Edt ‘“iew Fawortes Tool:  Help |
G Back - = - #at | QU Search G Favortes  fMedia (% | - S = 5
Address I@:] hittp: 4 frvintranet] /T est/Estemal/Abstracts/S ecure/SchoolsR prt. asps "ReportMonth=N ovemberkFilingr ear=2008&County=075 j ff)[iu | Links >
Schools Download | Back |
Cnty Mumber 075
Cnoty Mo Lne SAC Esha MName Amonunt
075 16 137 T2-8431 TNED General 7.458,139.15
075 17 138 72-6435 UNED Supp. General 4,883,153.09
075 12 021 10-113 UNED Bond & Interest 1,853,555.96
075 1% 00 72-4523 TUXFD Adult Education 25471.65
075 200 043 72-8801 TUMED Capital Outlay 2,236,171.64
075 28 289 12-6410 TNFD Special Assessment 8,228.36
075 32 - TNFD Total 16,465,719.85
075 36 - Total Taxes Levied for Schools 16,465,719.85
[
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MISCELLANEOUS DISTRICTS REPORT

Open the “Misc Districts’ report when your miscellaneous districts information is uploaded and correct.
You may scroll through the data using the scroll bar on the right side of the screen. Verify that the totals for
each miscellaneous fund are on the appropriate lines for the specific districts and that the SAC numbers and
the K.S.A are correct.

The “‘Grand Total Taxes Levied’ must agree with the ‘General Tax’ calculated on Table 1 column 3 and
Table 2 Column 9. Any errors will result in an error report on the ‘Final Review’ and will need to be
corrected.

Click on “File’ then ‘Print’ to print the report. It will be necessary to go into your print options and set to
print landscape. To return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports
Menu’.

REMEMBER, if the miscellaneous fund line is a combination of two or more funds, it should have the
SAC number of 999 and the K.S.A. fields should be blank. You must separately identify each fund by its
SAC number, K.S.A. numbers and tax dollar amount and write the breakdown on this report after it is
printed.

This document must be mailed with your November abstract to the address listed on Page 2.

a MiscDist - Microsoft Internet Explorer
Fle Edit ‘“iew Favoites Tools Help |
<= Back - = - @ Zat | @Saarch [5] Favarites @Medla @ | %v == E
Address [ @] hitp://vintianet] /T est/Estemal/bstracts/Secure/MiscDistFprt aspx?Feporttlonth=HovembertFingt ea=20085County=075 =] @G | Links **
=l
Misc. Districts Download | Back |
Cnty Number 075
Cnty Mo Lne  SACT Esa Mame Amount
075 13 135 17-1330 03 Cemetery General 17.524.0%
075 18 - 03 Cemetery Sub Total 17,524.09
075 25 1325 24-407 05 Drainage General 12,3222.87
075 20 - 05 Drainage Sub Total 12,3222.87
075 7 125 1%9-3610 07 Fire General 435,050.69
075 42 - 07 Fire Sub Total 435,050 68
075 43 135 80-2516 08 Hospital General 1,191,507.15
075 43 - 08 Hospital Sub Total 1,191,507.15
075 67 135 12-1234 12 Library General 292,508.09
075 70 09s 12- 16,102 12 Library Employee Benefits 2324562
075 72 - 12 Library Sub Total 31575371
075 91 135 63-59% 16 Rural Hway General 1,767,824.83
075 96 - 16 Eural Hway Sub Total 1,767,824 82
075 121 135 24-1219 21 Watershed General 152,122,328
075 126 - 21 Watershed 3ub Total 152,122,328
075 133 - 23 Total General 3,868,860.10
075 136 - 23 Total Employee Benefits 23,245 62
075 138 - 23 Total Sub Total 3,892,105.72
Grand Total Taxes Levied 32 886,629.54
=
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TABLE 1 REPORT

Open the “Table 1’ report when your ‘Table 1" information is uploaded. Verify that the amount in column
1 is the total tax including cancelled tax but excluding penalties. Also verify that the amount in column 2 is
the total penalty tax. Then verify that the column 3 equals the total tax amount for each district and the total
of this column must match the ‘Grand Total Taxes Levied’ which is printed at the bottom of the
‘Miscellaneous Report’.

Column 4, ‘Locally Assessed Intangibles’, is the money and credits collected according to resolutions
adopted by the county and townships, and by city ordinances. Column 10, ‘Special Assessments’, should
match the *‘Special Assessments Report’. Verify that the Ground Water Management is entered on line 19.

The ‘Final Review’ will list any discrepancies between the distribution reports and Table 1. You must
correct all errors. You should determine if the fund distribution is incorrect or the data in column 1 and 2 of
‘Table 1’ is incorrect. Go to the appropriate edit screen and make adjustments accordingly.

Click on “File’ then ‘Print’ to print the report. It will be necessary to go into your print options and set to
print landscape. To return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports
Menu’.

This document must be mailed with your November Abstract to the address listed on Page 2.

a Tablel - Microsoft Internet Explorer M= E
File Edt ‘“iew Fawortes Tool:  Help |
G Back - = - #at | QU Search G Favortes  fMedia (% | - S = 5
Address |g'] hittp: 4 /rvintranet /T est/Estemal/Abstracts/S ecure/T able1 Rprt. aspx 7R eport onth=M avemberkFilingyear=20085Caunty=075 j @ Go | Links >

Table 1 Dawnload | Back |
Cnty Mumber 075

Chty No. Matme General (1) Penalty () Total (1+2) Local Assessed () LRE. (G)Econ Dev (7) A Other (8) Total (H6+7+8) Spec Assess (100 Total (3+9+10)

075 State 38421466 50806 53481372 58481272
075 County BE5L006 T 583820 566185403 63465250 9,206,507 52
075 City 313428034 TAR562 314107406 446,377 64 3,588,25260
073 Township 139,939 40 22196 140,161 364 140,161 38
075 Schaal 16,447 53526 18,184.50 16,465,719 85 16,465,719 85
075 Cemetery 1751291 1118 1752409 1752400
075 Drainage 1231150 1137 13,31337 303329 16,256 16
075 Fire 434,457 24 50285 43505069 435,050 69
075 Hospital 1,191,227 68 27047 1,191,507.15 1,191,507 13
075 Library 313,467 36 B3B3 3157571 31575371

073 Watershed 152,041 07 8131 15212238 152,122 38

75 g;;al Highway 6081001 101482 1,767,22483 1,767,324.83

075 Total 3284880426 37,825.28 32,886,629 54 1,084,863.52 33971493 06
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SPECIAL ASSESSMENTS REPORT

Open the ‘Special Assessments’ report when your special assessment information is uploaded. If the
amount in the special assessments total tax amount does not match the ‘Total” amount in column 10 of
‘“Table 1’ or the ‘Spec. Assmt. Tax (10)’ of “Table 2’, the ‘Final Review’ will display an error message.
Determine the source of the error and return to the appropriate edit screen to make adjustments accordingly.

Verify that Ground Water Management is listed in urban and rural categories. Verify that the ‘Total Inside
City’ and ‘Total Outside City’ corresponds to Table 2, Column 5, line 8, Urban (inside cities) and line 7,
Rural (outside cities).

You may scroll through the data using the scroll bar on the right side of the screen. Click on ‘File’ then
‘Print’ to print the report. It will be necessary to go into your print options and set to print landscape. To
return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports Menu’.

This document must be mailed with your November abstract to the address listed on Page 2.

File Edt ‘“iew Fawortes Tool:  Help |
G Back - = - #at | O Search (G Favortes 0 Media @l - S = 5
Address I@ hittp: 4 /rvintranet /T est/Estemal/Abstracts/S ecure/SpecialR prt. aspx YReporttanth=N ovember&Filing r'ear=20085 County=075 j @Gu | Links >
Special Assessments Download | Back |
Cnty Mumber 075
Cnty No WName Amount
075 02 TUrban Dranage 3,968.58
(] 04 TUrban Paving & Curbing 286,133.32
075 05 Urban Sewer 57.791.81
075 06 Urban Sewer Del. Fee 2,000.00
075 07 Urban Water 63,347.19
075 11 Urban Weeds 288.20
075 15 Urban Misc 32,748.54
075 16 Total Inside Cities 446 277 64
075 18 Rural Drainage 3,933.29
(] 19 Bural Paving & Curbing 104,557.62
075 20 Bural Sewer 530,094.97
075 30 Total Cutside Cies 638,585.88
075 31 Total Special Tax 1,084,863.52
=
o= DL e
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TABLE 2 REPORT

Open the “Table 2’ report when your Table 2 information is uploaded. If your vendor does not populate
‘General Tax (Signoff) (2)’, you will need to go to ‘Edit November Table 2 File’ and enter the tax dollars
from your summary signoff.

If any of the following discrepancies relating to “Table 2’ are found, the ‘Final Review’ displays the error
messages indicating the mismatch and it is essential that the errors are corrected.

» Column 2, ‘General Tax Signoff’, will need to be data entered if it is not populated by your
vendor. The amounts are found on the ‘Summary Signoff’ (page 2). The personal property
penalty tax will need to be added to the personal property tax for lines 4 and 5. Also the state
assessed penalty tax will need to be added to state assessed tax for lines 7 and 8.

Column 4, “in lieu of” real and personal collections, must be data entered.

Total amount in column 3 of Table 1 = Total amount in column 1 of Table 2

Total amount in column 9 of Table 1 = Total amount in column 4 of Table 2

Total amount in column 10 of Table 1 = Total amount in column 5 of Table 2

Total amount in column 11 of Table 1 = Total amount in column 6 of Table 2

Total Special Tax on Special Assessments Report = Total amount in column 5 Table 2

VVVVYVYY

You may scroll through the data using the scroll bar at the bottom of the screen. Click on “File’ then
‘Print’ to print the report. It will be necessary to go into your print options and set to print landscape. To
return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports Menu’.

This document must be mailed with your November abstract to the address listed on Page 2.

3 Table2 - Microsoft Intemnet Explorer M
Fle Edit ‘“iew Favoites Tools Help |
G Back -+ = - () 7t | B Search (G Favortss (£ Medis £ | == E|
Address @] hitp://vintianet] /T est/Extemal/bshiacts/Secure! T able2A prt aspxPHepoititonth=HovemberbF ingear-20083 County=075 | @G | Links
|
Table 2 Download | Back |
Cnty Number 075
Chty Mo, Name Greneral Tax (Tax Roll) (1) General Tax(3ignoff) () General Tax Difference (3) Totalin Liew of Tax (4) Spec Asemt Tax (%) Total Tax (&)
075 Rural Real Estate 7.568,770.28 756867306 0722 oon 638,38588 8207.356.16
075 Uthan Real Estate 8,280,951.24 8,280,927 02 2416 oon 6,277 B4 BTAT 22888
073 Total Real Estate 15,849 721 .52 15,849.600.14 12138 ono 1,084,863.52 16,934,585 04
075 Rural Tangible Pers 602,701 .26 602,691 40 926 ui} 000 60270126
075 Urban Tangible Pers 1,102,634.44 1,102,627 33 71 oon 000 1,102,634.44
075 Total Tangible Pers 1,705,335.70 1,705,318.73 1697 oon 000 1,70533570
075 Rural 3tate Assessd 14,214004.18 14,214,001 61 257 oon 0.00 14,814,004.18
075 Uthan State Assessd 517,568.14 517,567 30 034 oon 000 51756814
075 Total Btate Assessd 13,331,57232 15,331,560 41 ) oon 000 15331,57232
075 Total Rural 2208547572 22,985,366 07 109 63 oon 638,585.88 23,624,061 60
073 Total Urhan 9.901,153.82 990112221 3161 ono 446 277 64 10,347 431 46
075 Crand Total 32,886,629.54 32,886,438 28 14126 ui} 1,084,863.52 33,971, 49306
|&] Dore ’_’_’_ E Lacal intranet
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TAXING DISTRICTS REPORT

Open the ‘“Taxing Districts’ report when your Tax District information is uploaded and correct. You may

scroll through the data using the scroll bar on the right side of the screen.

Verify that the ‘Total VValue” matches the ‘Assessed Tangible Property Total’ field on the ‘Summary Sign-
off” (page 2 of *‘Summary Signoff’). The “Total Tax Dollars’ may not match exactly the “Total General Ad
Valorem Tax’ on the ‘Summary Sign-off’ (page 2 of ‘Summary Signoff’), but should be very close.

Click on “File’ then ‘Print’ to print the report. It will be necessary to go into your print options and set to
print landscape. To return to the ‘Reports Menu’, click the grey ‘Back’ button to return to the ‘Reports
Menu’.

This document must be mailed with your November abstract to the address listed on Page 2.

<2} TaxDist - Microsoft Internet Explorer MGl
File Edit “iew Favortes Took  Help |

G Back + = - (D 7t | QU Search G Favortes  fMedia (% | - S = 5

Address I’é] hittp:/rvintranet] /T est/Ewtemal AAbstracts/S ecure T axDistRprt. aspr?R eporth onth=NovemberkFiing' e ar=20084 County=075

j & Go |L\nks &

Cty
Num
07a
07a
0748
0748
07s
07s
07a
07a
07a
0748

Tax
Unt
oo1
oo
oo1
oo1
o1
o1
oo1
oo
oo
oo1

Total Values
Total Value

07a ooz
07a 0oz
07a 0oz
0748 ooz
07a ooz
07s ooz
07a ooz
07a ooz
07a 0oz

Personal
72,575

1,286,879

Movernber Tax Districts

District
]

ST100
CT200
CZoot
TWO13315
50320
56320
SB320
RLT10FT
ChD38
DRO42

Real
1,149,841

Total Tax Dollars

ST100
CT200
CZooz
TWO18315
503N
5G3N
RL710PT
FEOS7
HLa35rT

Personal Real

Hame

STATE

POTTAWATOMIE COUNTY
Belvue

BELT-3RD CLCITY

usD 320

USD 320 - GENERAL
USD 320 Bond 2
POTT-¥WAB LIBRARY
Belkue

Belvue Drainage

Total Composite Levy Less School General

Other
64,463

Personal SG
66,047

124,863.18

STATE

FOTTAWATOMIE COUNTY
Emmett

EMMT-3RD CL CITY

ugD 3N

USD 321 - GENERAL
FOTT-WAB LIBRARY

Fire Dist 8

Onaga Hospital 1

Total Composite Levy Less School General

Other

Real 56
976,730

Personal SG  Real 5G

Levy
Pers
001500
02T
015854
000934
020854
020000
015132
.oooars
000338
.n0zooa
079805

001500
o222y
026770
.0ooo34
018362

020000
.noog7s
.ooo141
006098
076100

Download | Back |
Levy Levy
Real Othr
001500 001500
02227 0222117
0152854 015854
000434 000934
020854 020854
oz0000 020000
015132 015123
.nooars 000478
000338 000338
.nozooa .00zo08
079805 079805

001500 001500
0227 0222117
026770 026770
000034 000034
018362 018362
ozo000 020000
.nooaza 000478
000141 000141
006098 006098
076100 076100

|@ Done
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NOVEMBER EDIT INSTRUCTIONS

EDIT NOVEMBER HEAVY TRUCKS FILE

Choose the ‘Edit November Heavy Trucks File’ radio button to edit or make corrections to the heavy
truck file for November. This button opens the screen showing the uploaded Heavy Truck File (see next
page for a screen print) with levy box for editing the levy and blue ‘Back’, ‘Update’ and ‘Add’ buttons.

If the levy must be edited, enter the levy in the ‘Levy:” box without the decimal and click ‘Update’.

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
next page for a screen print). Click in the field/box to be corrected and delete the incorrect information,
then type in the correction. You may tab to the next field or again click on it to make another correction.
When the editing for that record is finished, the ‘Update’ button is clicked and a message in red appears
stating that the file has been updated. Another record may then be chosen to be edited. ‘Update’ must be
clicked each time a new record is selected and modified. When editing the files, please follow the data
manipulation rules below.

To add a new record/line, click the blue ‘Add’ button and a blank dialog box opens (see screen print).
Each field will need information. Follow the data manipulation rules below when entering the information.
When the information for that record is entered, the ‘Add’ button is clicked again and a message in red
appears stating that the file has been added (see screen print).

DATA MANIPULATION RULES:

e Boxes that you may use to enter your data, if applicable, are ‘Tax Unit’, ‘Assessed Value’, ‘Penalty’
and ‘Cancel’.

e Values for ‘“Tax Unit’, ‘Assessed Value’ and ‘Penalty’ should be entered as whole numbers without
commas or decimals. If ‘Penalty’ is zero, ‘0’ should be entered.

e You may enter amounts in the ‘Cancel’ fields/ boxes, the Cancelled Tax field, as dollars without
commas and cents to the nearest cent. This column represents your ‘Cancelled Tax’ amount. If the
dollar amount is zero, ‘0.00” needs to be entered.

o If “Assessed Value’ or ‘Penalty’ needs to be changed to zero, select the field and key a ‘0’ in the space.

e You may use the ‘“Tab’ key to scroll across the boxes.

Click on the ‘Back’ button to return to the November Abstract Menu. Do not use the browser arrow to go
back as that may undo edits which have been made.
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3 Heavy Trucks November Page - Microsoft Internet Explorer M=

Fle Edit ‘“iew Favoites Tools Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address [ ] it /rvintianet] T est/EntemalfAbstracts/S ecue/PYHTN asps FPYHTN=Grid =] @B [Links® @ -

DEPARTMENT OF REVENUE

Navigation November Heavy Truck File
Menu
Help LEVY: *Enter current levy without decimal, example 123456
Contact Us
Change Password [ Add |
Logout
[ideiim (Bl Caty T Urit Value Penalty Cancel Levy File Year
Edit 75 01 138 0 0.00 DE03E0 2008
Edit 75 002 397 159 0.00 060380 2008
Edit 075 003 3,798 199 0.00 060330 2008
Edit 75 004 397 0 0.00 DE03E0 2008
Edit 75 005 36,180 362 0.00 060380 2008
Edit 75 06 5,996 0 0.00 060330 2008
Edit 75 Qa7 12,732 1,781 0.00 DE03E0 2008
Edit 075 003 4,132 20 0.00 060380 2008
Edit 75 0% 10,142 1,628 0.00 060330 2008
Edit 75 10 45,584 3,127 0.00 060380 2008
Edit 075 011 814 208 0.00 060380 2008
Edit 75 012 1,545 0 0.00 DE03E0 2008
Edit 75 013 6,295 1,124 0.00 060380 2008
Edit 75 0z0 397 0 0.00 060330 2008
Edit 75 021 7,571 107 0.00 DE03E0 2008
Edit 075 030 35,512 208 0.00 060380 2008 =
Bivere T B
File Edt ‘“iew Fawortes Toolz Help |
G Back - = - 7 | D Search [l Favortes  Media % | EE=N=E|
Address I@ hittp:#freintranet /T est/Estemal/Abstracts/S ecure/PYHTH. aspr PPYHTH=EdittHeawsUID=22150 j ff)[iu Links >

__/"'*—""-...__4-#1 =
KANSAS

DEPARTMENT OF REVENUE

Navigation November Heavy Truck File
Menu
Help File Year: 2002 —
Contact Us
Lt o) Cory Mo 075 Tox Tnic  [o07
Logout
Main Menu
- Value 199 Penalty IU
Cancel |0.00 Lewy 0.060330
Cnty Taz Unit Walue Penalty Cancel Levy File Year
Edit 075 001 199 0 0.00 060350 2008
Edit 75 a0z 397 19% 0.00 DE03E0 2008
Edit 075 o003 3,798 199 0.00 060380 2008
Edit 075 004 397 0 0.00 060350 2008
Edit 075 003 35,180 262 0.00 060380 2008
Edit 075 o008 5,996 0 0.00 060380 2008
Edit 75 Qo7 12,732 1,781 0.00 DE03E0 2008
Edit 075 008 4132 20 0.00 060380 2008
Edit 075 009 10,142 1,628 0.00 060380 2008
Edit 75 010 45,584 3127 0.00 DE03E0 2008
Edit 075 ott 814 209 0.00 060380 2008
CAi+ [l [ak Kt LR~ ¥~ Tl [aWatat fa¥atatelnlat [aTalale] LI
[&] Done [T [ BElocalintanet
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3 Heavy Trucks November Page - Microsoft Intemnet Explorer M

Fle Edit ‘“iew Favoites Tools Help |

G Back -+ = - () 7t | B Search (G Favortss (£ Medis £ | == E|

Address @] hitp://rvintianet] /T es/E rlemalfbshacts/Secure/PYHTN.asp?PYHTN=Grid | @Ge |Liks® @ -
_— ~— X

DEPARTMENT OF REVENUE

Navigation November Heavy Truck File
Menu

Help File Year: 2008 m |
Contact Us

Changa Password i

Change Password Coty Mo (075 Tz it

Logout

Main Menu

e wans Vave | | [Pemty |
Camcel [ [Lew  |0.060380

Chty Tax Unit Value Penalty Cancel Levy File Tear

Edit 075 001 199 0 0.00 060380 2008

Edit 075 002 397 199 0.00 060380 2008

Edit 075 003 3798 192 0.00 080380 2008

Edit 075 004 397 0 0.00 060380 2008

Edit 075 005 36,180 362 0.00 060380 2008

Edit 075 006 5,996 0 0.00 080380 2008

Edit 075 007 12,732 1,781 0.00 060380 2008

Edit 075 008 4,132 20 0.00 060380 2008

Edit 075 008 10,142 1,628 0.00 060380 2008 =
|&] Dore [ [BEvLocaliwanet

File Edt ‘“iew Fawortes Tool:  Help |

G Back - = - #at | @ Search (G Favertes P Mediz 04 | == e

Address I@ hittp:/Arvintranet /T est/Extemal/dbstracts/S ecure/PYHTN. asps?PYHTM=Grid d 6’60 Links >
_-/,.'—-’ T 4 o

DEPARTMENT OF REVENUE

Navigation November Heavy Truck File
Menu
Mew Heavy Truck record Added
Help File Year: 2008 -
Contact Ug
ghengePassword o 1o (075 Tax Uk |15
Logout
Main Menu
Value 300 Penalty 30
Cancel  (|3.00 Lewy 0.060380
Cnty Tax Unit Walue Penalty Cancel Levy File Year
Edit 75 001 198 0 0.00 080380 2008
Edit 75 002 397 199 0.00 060380 2003
Edit 075 003 3,798 199 0.00 060380 2008
Edit 75 004 297 0 0.00 080380 2008
Edit 75 005 36,180 362 0.00 060380 2003
Edit 075 g6 5,996 0 0.00 060380 2008
Edit 075 007 12,732 1,781 0.00 060380 2008
Edit 75 008 4,132 20 0.00 060380 2003
Edit 075 [olole] 10,142 1,628 0.00 060380 2008
Edit 075 010 45,584 3127 0.00 060380 2008
Edit 75 011 314 209 0.00 060380 2003
CAi+ ey fak Kal R V- sl [N sl A A200 [aTatalel LI
|@ Done ’_’_’_ E Local intranet
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EDIT NOVEMBER STATE AND COUNTY FILE

Choose the ‘Edit November State and County File’ radio button to edit or make corrections to the state
and county file for November. This button opens the screen showing the uploaded file (see the next page
for a screen print).

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
next page for a screen print). Click in the field/box to be corrected and delete the incorrect information,
then type in the correction. You may tab to the next field or again click on it to make another correction.
When the editing for that record is finished, the ‘Update’ button is clicked and a message in red appears
stating that the file has been updated. Another record may then be chosen to be edited. ‘Update’ must be
clicked each time a new record is selected and modified.

The 4™ line (Total State Taxes) and the 67" line (Total Taxes Levied for County) are high-lighted in yellow
indicating that they are system-calculated. When the ‘Update’ button clicked, these totals will be updated
to include any tax changes made.

The State Statutory Authority Code (SAC) and the statute authorizing the levy (K.S.A.) numbers should be
verified. *Appendix E’ in the County Clerk’s Handbook has a table with the appropriate SAC numbers and
the appropriate K.S.A. numbers.

If you have a fund that is not listed on the screen, enter this information on line 66 titled ‘Misc.’ using its
appropriate SAC code and K.S.A. numbers. If the miscellaneous fund line is a combination of two or more
funds, use a SAC code of 999 and leave the K.S.A. fields blank. Then combine the amount of tax dollars
for these funds for data entry purposes. However, you will need to individually identify each fund by its
SAC number, K.S.A. numbers and tax dollar amount and include it with your state and county paper report.

DATA MANIPULATION RULES FOR DISTRIBUTION REPORTS:

e Boxes that you may use to edit your data are ‘SAC’, ‘KSA1’, ‘KSA2’ and ‘Amount’.

e ‘SAC’ is limited to three digits.

e ‘KSAL’, the K.S.A. chapter number, is a two digit number and ‘KSA2’, the K.S.A. article number, is
alpha-numeric.

e ‘Amount’, the tax distribution amount, is to be entered with two decimal places and no commas. If the
distribution needs to be changed to zero, select the field and key ‘0.00” in the space.

e You may use the “Tab’ key to scroll across the boxes.

Click on the ‘Back’ button to return to the November Abstract Menu. Do not use the browser arrow to go
back as that may undo edits which have been made.
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a Ste County Page - Microsoft Internet Explorer M=

File Edt ‘“iew Fawvortes Tools Help |

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address [&] hitp./rvintranet1 /T est/E stemal#éibstracts/Secure/SteCrly. asp PSteCriy=Grid =] @Go |Links »
o T K

DEPARTMENT OF REVENUE

Navigation November State and County File

Menu

Halp

Lontact Us

Shenge Passuard [Line | Name SAC KSAL |KSA?  [Amount File Year

ﬁ | Edit| 1] K& Educ Building Fund| 033 76| 6Bl 389,875.18 2008

- | Edit| 2| State Tnst Building Fund| 033 76| epo4| 194,937 54| 2008
[ Edit[ 3 State General Fund | 00| 2008

[ 4 Total State Tax | 584,812.72 2008
| Edit| 3 General| 135 79| 1s4s| 852266048 2008
| Edit| 4 Eond & lntersst | 00| 2008
| Edit| 7 Eond & Interest Special | 00| 2008
| Edit| g Auts | 00| 2008
| Edit| 4 Activity Center Maintaince | 00| 2008
[ Edit| 10 Ag Extension Council | .00 2008
| Edit] 1] Airport | 00 2008
| Edit| 12| Aleohol & Drug Abuss | 00 2008
| Edit[ 13 Ambulance | 00| 2008
| Edit| 14 Appraisers Cost | 00| 2008
| Edit| 13 Building Fund | 00| 2008
[ Edit] 16l Cemetery | 00 2008 =
@t mi
File Edt ‘“iew Fawortes Toolz Help
G Back - = - 7 | D Search [l Favortes  Media % | EE=N=E|

DEPARTMENT OF REVENUE

Navigation November State and County File

Menu

Help File Year: 2008

Contact Us

Change Password
Cnty Mo 075

Logout

Main Menu Line 1 IName K5 Educ. Building Fund
SAC i) ESAl [rs
KSAZ BB Amount [eea75.18

[Line [Name saC |KSAL KSA? [Amount File Year
[ Edit| 1 KS Educ. Bulding Fund| 033 76 eBo1| 389,275.18 2008
| Edit| 2| State Ingt. Building Fund| 033 76| emo4| 194,537.54| 2008
[ Edit] 3 State General Fund | .00 2008
[ 4 Total State Tax | 584,212.72 | 2008
| Edit| 5 General| 135 79| 1948]  852266948) 2008
| Edit| ¢ Bond & Intercat | 00 2008
[ Edit[ 7 Bond & Interest Special | 00| 2008
[ Edit| 3 Arts | 00| 2008
| Edit| 4 Activity Center Maintaince | 00| 2008 =l
|@ Dane ’_ ’_ ’_ E Local intranet
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EDIT NOVEMBER CITY FILE

Choose the ‘Edit November City File’ radio button to edit or make corrections to the city file for
November. This button opens the screen showing the uploaded file (see the next page for a screen print).

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
next page for a screen print of an example). Click in the field/box to be corrected and delete the incorrect
information, then type in the correction. You may tab to the next field or again click on it to make another
correction. When the editing for that record is finished, the ‘Update’ button is clicked and a message in red
appears stating that the file has been updated. Another record may then be chosen to be edited. ‘Update’
must be clicked each time a new record is selected and modified.

The 48" line (Total Taxes Levied for City) is high-lighted in yellow indicating that it is system-calculated.
When the ‘Update’ button clicked, these totals will be updated to include any tax changes made.

The State Statutory Authority Code (SAC) and the statute authorizing the levy (K.S.A.) numbers should be
verified. ‘Appendix E’ in the County Clerk’s Handbook has a table with the appropriate SAC numbers and
the appropriate K.S.A. numbers.

If you have a fund that is not listed on the screen, enter this information on the line 47 titled “Misc.” using its
appropriate SAC code and K.S.A. numbers. If the miscellaneous fund line is a combination of two or more
funds, use a SAC code of 999 and leave the K.S.A. fields blank. Then combine the amount of tax dollars
for these funds for data entry purposes. However, you will need to individually identify each fund by its
SAC number, K.S.A. numbers and tax dollar amount and include it with your state and county paper report.

DATA MANIPULATION RULES FOR DISTRIBUTION REPORTS:

e Boxes that you may use to edit your data are ‘SAC’, ‘KSAL1’, ‘KSA2’ and ‘Amount’.

e ‘SAC’ is limited to three digits.

e ‘KSAL’, the K.S.A. chapter number, is a two digit number and ‘KSA2’, the K.S.A. article number, is
alpha-numeric.

e ‘Amount’, the tax distribution amount, is to be entered with two decimal places and no commas. If the
distribution needs to be changed to zero, select the field and key ‘0.00” in the space.

e You may use the “Tab’ key to scroll across the boxes.

Click on the ‘Back’ button to return to the November Abstract Menu. Do not use the browser arrow to go
back as that may undo edits which have been made.
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3 City Page - Microzoft Internet Explorer MEIES
File Edt ‘“iew Fawortes Tools  Help |
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Navigation November City File
Menu
ez
Changs Passvard [Line [Name [sac [ksal [KsA2  [Amount File Year
Logout | Edit|  1|General [ 13 79 1953 1,931,214.25 2003 | |
Hain fiery [ Edit]  2[Bond & Interest [ oz 10/ 113 110,522 57| 2008
| Edit|  3[Aigpert \ 00| 2003
[ Edit|  4[Ambulance \ 00| 2003
[ Edit]  5|awds \ 00| 2008
| Edit| 6 [Buiding Fund \ 00| 2008
| Edit|  7|Capial Impr. (Muln-Vear) \ 00| 2008
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| Edit|  12[Fair \ 00 2008
| Edit|  13[Firs Department \ 00 2008
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Addressl@ hittp:/Arvintranet /T est/Extemal/dbstracts/S ecure/City. aspx ?City=E ditdCity I D =21921 d 6’60 Links >

KANSAS

DEPARTMENT OF REVENUE

Navigation November City File
Menu
g_jﬂetact Us File Year: 2002
Change Password
Logaut Cnty Mo 075 i
fain ten Line 1 Name General
SAC 135 K54l [r2
KS5A2 =S Amount [1531212.25
[Line [Name [sac [Ksal [KsAz  Amount File Year
| Edit|  1|General [ 13 790 1953 1,931,214 25 2008
| Edit|  2[Bond & Tnterast [ oz21 10 113 110,522 57 2008
| Edit|  3[Aiport \ 00| 2008
[ Edit|  4[Ambulance \ 00| 2008
[ Edit|  5[|and \ 00| 2003
| Edit| & Buiding Fund \ 00| 2003
| Edit|  7|Capital Impr. Ml Vear) \ 00| 2003
| Edit]  8[Cemetery \ 00| 2008
| Edit]  9|Communty Buldng \ 00| 2008 -
|§1 Dione ’_’_’_ E Local intranet
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EDIT NOVEMBER TOWNSHIP FILE

Choose the ‘Edit November Township File’ radio button to edit or make corrections to the township file
for November. This button opens the screen showing the uploaded file (see the next page for a screen
print).

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
next page for a screen print). Click in the field/box to be corrected and delete the incorrect information,
then type in the correction. You may tab to the next field or again click on it to make another correction.
When the editing for that record is finished, the ‘Update’ button is clicked and a message in red appears
stating that the file has been updated. Another record may then be chosen to be edited. ‘Update’ must be
clicked each time a new record is selected and modified.

The information for the township begins on line 1 titled ‘General’. The information for third class cities
that pay into a township fund all begin with the word City and begin on line 22 titled ‘City General’. The
38" line (Total Taxes Levied for Township) is high-lighted in yellow indicating that it is system-calculated.
When the ‘Update’ button clicked, these totals will be updated to include any tax changes made.

The State Statutory Authority Code (SAC) and the statute authorizing the levy (K.S.A.) numbers should be
verified. ‘Appendix E’ in the County Clerk’s Handbook has a table with the appropriate SAC numbers and
the appropriate K.S.A. numbers.

If you have a fund that is not listed on the screen, enter this information on line 21 titled ‘Misc.’ for
miscellaneous in the township and on line 37 titled ‘City Misc.' for miscellaneous paid into the township by
a third class city using the appropriate SAC code and K.S.A. numbers. If the miscellaneous fund line is a
combination of two or more funds, use a SAC code of 999 and leave the K.S.A. fields blank. Then combine
the amount of tax dollars for these funds for data entry purposes. However, you will need to individually
identify each fund by its SAC number, K.S.A. numbers and tax dollar amount and include it with your state
and county paper report.

DATA MANIPULATION RULES FOR DISTRIBUTION REPORTS:

e Boxes that you may use to edit your data are ‘SAC’, ‘KSAL1’, ‘KSA2’ and ‘Amount’.

e ‘SAC’ is limited to three digits.

e ‘KSAL’, the K.S.A. chapter number, is a two digit number and ‘KSA2’, the K.S.A. article number, is
alpha-numeric.

e ‘Amount’, the tax distribution amount, is to be entered with two decimal places and no commas. If the
distribution needs to be changed to zero, select the field and key ‘0.00” in the space.

e You may use the “Tab’ key to scroll across the boxes.

Click on the ‘Back’ button to return to the November Abstract Menu. Do not use the browser arrow to go
back as that may undo edits which have been made.
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EDIT NOVEMBER SCHOOLS FILE

Choose the ‘Edit November Schools File’ radio button to edit or make corrections to the schools file for
November. This button opens the screen showing the uploaded file (see the next page for a screen print).

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
next page for a screen print). Click in the field/box to be corrected and delete the incorrect information,
then type in the correction. You may tab to the next field or again click on it to make another correction.
When the editing for that record is finished, the ‘Update’ button is clicked and a message in red appears
stating that the file has been updated. Another record may then be chosen to be edited. ‘Update’ must be
clicked each time a new record is selected and modified.

Lines 01 through 08 are pertinent to community college data. Municipal university data is entered on lines
10 through 14. Unified school district data is entered on lines 16 through 31. Lines 33 and 34 apply to
recreation commissions. The 9" and the 15™ lines are subtotal lines for the community college and
municipal college sections. The 32" line (UNFD Total) is the total for the unified school district taxes and
line 35 (Rec Total) is the total for recreation commissions. The 36" line (Total Taxes Levied for Schools)
does not include the recreation commission taxes. The sub-totals lines (9 and 15) and the totals lines (32,
35 and 36) are high-lighted in yellow indicating that they are system-calculated. When the ‘Update’ button
clicked, these sub-totals and totals will be updated to include any tax changes made.

The State Statutory Authority Code (SAC) and the statute authorizing the levy (K.S.A.) numbers should be
verified. ‘Appendix E’ in the County Clerk’s Handbook has a table with the appropriate SAC numbers and
the appropriate K.S.A. numbers.

If you have a fund that is not listed on the screen for either community colleges or for municipal
universities, enter this information on the line 8 titled ‘Misc.” for community colleges or line 14 titled
‘MNCPL Misc.’for municipal universities using the appropriate SAC code and K.S.A. numbers. If you have
a fund that is not listed on the screen for unified school districts, enter this information on the line 31 titled
‘UNFD Misc.” using its appropriate SAC code and K.S.A. numbers. If the miscellaneous fund line is a
combination of two or more funds, use a SAC code of 999 and leave the K.S.A. fields blank. Then combine
the amount of tax dollars for these funds for data entry purposes. However, you will need to individually
identify each fund by its SAC number, K.S.A. numbers and tax dollar amount and include it with your state
and county paper report.

DATA MANIPULATION RULES FOR DISTRIBUTION REPORTS:

e Boxes that you may use to edit your data are ‘SAC’, ‘KSAL1’, ‘KSA2’ and ‘Amount’.

e ‘SAC’ is limited to three digits.

e ‘KSAL’, the K.S.A. chapter number, is a two digit number and ‘KSA2’, the K.S.A. article number, is
alpha-numeric.

e ‘Amount’, the tax distribution amount, is to be entered with two decimal places and no commas. If the
distribution needs to be changed to zero, select the field and key ‘0.00” in the space.

e You may use the “Tab’ key to scroll across the boxes.

Click on the ‘Back’ button to return to the November Abstract Menu. Do not use the browser arrow to go
back as that may undo edits which have been made.

November Abstracts User Guide 63 Revised October 2014



Fle Edit ‘“iew Favoites Tools Help

a Schools Page - Microsoft Internet Explorer M=

i Back - = - () Zat | Qi Search (G Favortes fMedia % | By S &=

Address I@ hittp: 4rvintianet /T est/E stemnal Aabstracts/S ecuredS chools. aspx?5 choals=Grid

DEPARTMENT OF REVENUE

ﬂ @ Go |Links

DEPARTMENT OF REVENUE

Navigation November Schools File
Menu
Halp
Contact Us
Shenge Passuard [Line |[Name [sac [Ksal KSAz  [Amount File Year
p—— | Edit] 1] Greneral | 00 2008
- | Edit| 2| Bond & Tntsrest | 00 2008
[ Edit] 3 Adult Bducation | 00| 2008
| Edit| 4 Capital Outlay | 00| 2008 57
| Edit] 5 Emgployee Benefits | 00| 2008
| m| 3 | Spectal Assessment | .00 ‘ 2008
| Edit] 7| Vorational Education | 00| 2008
| Edit] 3 DMisc | 00| 2008
[ 4 Sub Total | 00| 2008
| Edit] 10 MINCPL Gensral | .00 2008
| Edit|] 11 MICPL Bond & Interest | 00| 2008
| Edit| 12 MMCPL Employes Benefits | 00 2008
| Edit| 13| MNCPL Special Liability | 00| 2008
| Edit| 14 MITCPL Misc | 00| 2008
[ 15 MMCPL Sub Total | 00| 2008
| Edit] 16] UNED General| 137 72| 8431 7:459,139.15 2008 =
@t [ [ [ Bflcamtae
File Edt ‘“iew Fawortes Tool:  Help |
G Back - = - 7 | D Search [l Favortes  Media % | EE=N=E|
Address I@ hittp:#freintranet /T est/Estemal/Abstracts/S ecure/Schoolz. agps?5 chools=E ditkS choolsJID=4713 j (‘960 Links >

|@ Done

November Abstracts User Guide

64

Navigation November Schools File
Menu
Help File Year: 2008
Contact Us
Change Password
— Cnty Mo 075
Main Menu Line 16 Mame UNFD General
SAC G RSAl [r2 -
KSAZ |5431 [Amount I?ASEHSB 15
[Line [I¥ame [sac |Ksal KSA2  [Amount File Year
[ Edit] 1 General | 00| 2008
[ Edit] 2 Bond & Interest | 00| 2008
| Edit] 3| Adult Education | 00| 2008
| Edit] 4 Capital Outlay | 00| 2008
| Edit] 5 Employee Benefits | 00| 2008
| ﬂ| [ | Special Assessment | 00 ‘ 2008
| Edit] 7| Vocational Education | 00| 2008
| Edit| 3| Misc | 00 2008
[ 9 Sub Total | 00| 2008 =l

[ [ [BElocdinbenet

Revised October 2014



EDIT NOVEMBER MISCELLANEOUS DISTRICTS FILE

Choose the ‘Edit November Miscellaneous Districts File’ radio button to edit or make corrections to the
miscellaneous file for November. This button opens the screen showing the uploaded file (see the next page
for a screen print).

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
next page for a screen print). Click in the field/box to be corrected and delete the incorrect information,
then type in the correction. You may tab to the next field or again click on it to make another correction.
When the editing for that record is finished, the ‘Update’ button is clicked and a message in red appears
stating that the file has been updated. Another record may then be chosen to be edited. ‘Update’ must be
clicked each time a new record is selected and modified.

There are 22 miscellaneous district categories, Airport, Ambulance, Cemetery, Community Building,
Drainage, Extension District, Fire, Hospital, Improvement, Industrial, Irrigation, Library, Light, Metro
Transit, Parks & Recreation, Rural Highway, Sewer, Sewer Maintenance, Tax Increment, Water, Watershed
and Miscellaneous. Verify your county data for each relevant category starting in the ‘General’ line for
each category. Verify that the appropriate SAC number for the fund and the appropriate K.S.A. numbers
for the fund are entered.

There is a subtotal field after each of the 22 categories. These are highlighted in yellow indicating that the
amounts are system-calculated. The program also calculates the total for all miscellaneous districts in line
133 titled ‘23 Total General’ which is highlighted in yellow. There are 4 total lines for individual types of
expenditures within each fund category that are highlighted in yellow and calculated by the program. These
are on line 134 titled ‘23 Total Bond & Interest’, on line 135 titled ‘23 Total No-Fund Warrants’, on line
136 titled 23 Total Employee Benefits” and on line 137 titled 23 Total Other’. A grand total of all
miscellaneous funds and expenditures is calculated by the system and displayed on line 138 ‘23 Total Sub
Total’.

The State Statutory Authority Code (SAC) and the statute authorizing the levy (K.S.A.) numbers should be
verified. ‘Appendix E’ in the County Clerk’s Handbook has a table with the appropriate SAC numbers and
the appropriate K.S.A. numbers.

If you have a fund that is not listed on the screen, enter this information on the line titled ‘Other.” using its
appropriate SAC code and K.S.A. numbers. If the miscellaneous fund line is a combination of two or more
funds, use a SAC code of 999 and leave the K.S.A. fields blank. Then combine the amount of tax dollars
for these funds for data entry purposes. However, you will need to individually identify each fund by its
SAC number, K.S.A. numbers and tax dollar amount and include it with your state and county paper report.

DATA MANIPULATION RULES FOR DISTRIBUTION REPORTS:

e Boxes that you may use to edit your data are ‘SAC’, ‘KSA1’, ‘KSA2’ and ‘Amount’.

e ‘SAC’ is limited to three digits.

o ‘KSAZY’, the K.S.A. chapter number, is a two digit number and ‘KSA2’, the K.S.A. article number, is
alpha-numeric.

e ‘Amount’, the tax distribution amount, is to be entered with two decimal places and no commas. If the
distribution needs to be changed to zero, select the field and key ‘0.00” in the space.

e You may use the ‘“Tab’ key to scroll across the boxes.

Click on the “‘Back’ button to return to the November Abstract Menu. Do not use the browser arrow to go
back as that may undo edits which have been made.
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EDIT NOVEMBER TABLE 1 FILE

Click on this button to edit the District Distribution (Table 1) data for your county. The uploaded ‘Table
1’ file is displayed (see screen print below). Error messages from the ‘Final Review’ list the corrections
which need to be made to this file or to the district file. If there is a discrepancy between an amount in
column 3 of Table 1 and the total tax amount for that district, the error message will appear on the ‘Final
Review’. Correct the errors listed ‘Final Review’, then open ‘Final Review’ again to verify all errors have
been corrected. Also any fields not populated by your vendor will need to be entered.

When the file is created by your vendor, columns 1 and 2 will be populated. You may need to enter data in
columns 4, 6, 7, 8 and 10. Enter applicable amounts in the lines that pertain to your county. The last line
titled “Total’ is highlighted in yellow and is system-calculated. Columns 3, 9 and 11 are also system
calculated totals.

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
next page for a screen print). Click in the field/box to be corrected and delete the incorrect information,
then type in the correction. You may tab to the next field or again click on it to make another correction.
Enter correction with two decimal places but without commas.

When the editing for that record is finished, the ‘Update’ button is clicked and a message in red appears
stating that the file has been updated. Another record may then be chosen to be edited. ‘Update’ must be
clicked each time a new record is selected and modified. The system-calculated fields are updated when
‘Update’ is clicked.

When the editing is done, click the ‘Back’ button to return to the November Abstract Menu. Do not use the
browser arrow to go back as that may undo edits which have been made.
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EDIT NOVEMBER SPECIALS FILE

When you click this button, the uploaded file is displayed (see screen print below). Error messages from
the ‘Final Review’ will indicate if there is a discrepancy between the special assessments total tax, the
‘Total’ in column 10 of ‘Table 1’ and the ‘Special Assmnt’ of ‘Table 2°. If there is a discrepancy, you
must correct the error.

There are subtotal lines for total assessments inside cities on line 16, titled ‘16 Total Inside Cities’, and
outside cities on line 30, titled ‘30 Total Outside Cities’, along with a cumulative total on line 31, titled ‘31
Total Special Tax’. The subtotal and total lines are highlighted in yellow indicating that they are system-
calculated.

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
screen print on the next page). Click in the ‘“Amount’ box and delete and edit the amount with two decimal
places and no commas. If ‘Amount’ needs to be changed to zero, select the field and key “0.00” in the
space.

When the editing for that record is finished, the ‘Update’ button is clicked and a message in red appears
stating that the file has been updated. Another record may then be chosen to be edited. ‘Update’ must be
clicked each time a new record is selected and modified. The system-calculated fields are updated when
‘Update’ is clicked. When the editing is done, click the ‘Back’ button to return to the November Abstract
Menu. Do not use the browser arrow to go back as that may undo edits which have been made.
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EDIT NOVEMBER TABLE 2 FILE

Click on this button to edit the Urban/Rural Collections (Table 2) data for your county. The uploaded
‘Table 2’ file is displayed (see the next page for a screen print). Error messages from the ‘Final Review’
list the corrections which need to be made to this file. Correct the errors listed ‘Final Review’, then open
‘Final Review’ again to verify all errors have been corrected.

If there is a discrepancy between any of the following amounts, you must make the correction:

Total amount in column 3 of Table 1 = Grand Total of column 1 of Table 2
Total amount in column 9 of Table 1 = Grand Total of column 4 of Table 2
Total amount in column 10 of Table 1 = Grand Total of column 5 of Table 2
Total amount in column 11 of Table 1 = Grand Total of column 6 of Table 2
Special Assessment Total Tax Amount = Grand Total of column 5 Table 2

YVVVVYY

The column titled ‘General Tax Signoff” will need to be data entered if it is not populated by your vendor.
The amounts are found on the second page of the ‘Summary Signoff’ in the Recap section. Remember that
the Personal Property Penalty Total Tax will need to be added to the personal property tax for lines 4
(Rural Tangible Pers.) and 5 (Urban Tangible Pers.). Also the State Assessed Penalty Tax will need to be
added to State Appraised Total Tax for lines 7 (Rural State Assessd.) and 8 (Urban State Assessd.).

Clicking the underlined, blue ‘Edit’ opens a dialog box which allows that record/line to be edited (see the
next page for a screen print). Click in the field/box to be edited and either delete the incorrect information
or high-light the incorrect information with your cursor, then type in the correction. You may tab to the
next field or again click on it to make another correction. When the editing for that record is finished, the
‘Update’ button is clicked and a message in red appears stating that the file has been updated. Another
record may then be chosen to be edited. ‘Update’ must be clicked each time a new record is selected and
modified. The system-calculated fields are updated when ‘Update’ is clicked.

Click on the “‘Back’ button to return to the November Abstract Menu. Do not use the browser arrow to go
back as that may undo edits which have been made.
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EDIT TAXDISTRICT FILE

When you click on this button, the uploaded file, the ‘Tax District File’, is displayed (see the next page for
screen print). Each taxing unit is a different page and each line within the taxing unit is a tax district. Edits
must be made on one tax district at a time and the ‘Update’ button must be clicked to save the edits within

the taxing district. The ‘Add’ button is clicked to add a new tax district to the tax unit. The following table

describes the columns on the tax district screen.

FIELD DESCRIPTION

Line Line number within the record.

Tax Unit Tax unit of record.

Amnt PP The personal valuation amount (do not include penalty valuation).

Amnt RP The real valuation amount (real and state assessed real).

Amnt Other | The state assessed other value.

Code This field uses a 2-digit alpha code that identifies the type of taxing district. You MUST
use the alpha codes prescribed by the division. Reference the list provided in Appendix
C of the County Clerk’s Handbook.

Dist ID This field consists of the 2-digit alpha code plus a combination of alpha/numeric digits to
further identify the type of taxing district. DO NOT leave a blank space before or after a
single alpha character.

Name This field describes the code listed in the two previous fields, such as state, county, city,
township, etc. Include the name under which the taxing subdivision was chartered for an
accurate description.

Levy PP The personal property tax levy.

Levy RP The real property tax levy.

Levy Other The state assessed other tax levy.

Amnt PPSG | The school general fund value that is taxable pursuant to K.S.A. 72-6431.

Amnt RPSG | The school general fund value that is taxable pursuant to K.S.A. 72-6431.

To revise levies or amounts that were populated by your vendor, click the underlined, blue ‘Edit’ which
opens a dialog box which allows that tax district within that tax unit to be edited (see screen print on the
next page). Amounts are edited or entered without commas. Levies are edited or entered with a leading
zero and six decimal places for example: 0.123456.

Click in the field to be edited and delete the incorrect information, then type in the correction. Tab to the
next field or again click on it to make another correction. If a change in value (Amnt PP, Amnt RP, Amnt
Other, Amnt PPSG, Amnt RPSG) must be made within the tax unit, change the value on the first entry.
When the editing for the tax district is finished, the ‘Update’ button is clicked and a message in red appears
stating that the file has been updated. If the value (Amnt PP, Amnt RP, Amnt Other) is edited and updated
in line 1, it will be updated for the whole tax unit. Another tax district may then be chosen to be edited.
‘Update’ must be clicked each time a new tax district is selected and modified.

Click ‘Add’ to enter a new tax district to the tax unit. You will receive a request to enter the tax unit of the
new tax district (see screen print). Enter the tax unit as a three digit number with leading zeros, for example
001 (see screen print). Click ‘Continue’ to display the edit boxes for the new tax district (see screen print).
You will not need to enter the value amounts. When the new tax district information is entered, click
‘Submit’ and you will receive a message that a new tax district has been added (see screen print). Click
‘Add’ to enter another new tax district to the tax unit.

Go to the “Taxing Districts’ report screen in the ‘Reports Menu’ to view or print the resulting tax dollars
for the edited tax unit. Click on the ‘Back’ button to return to the November Abstract Menu. Do not use
the browser arrow to go back as that may undo edits which have been made.
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* CONGRATULATIONS *
YOU HAVE SUCCESSFULLY COMPLETED YOUR

NOVEMBER ABSTRACTS
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ERROR INSTRUCTIONS

If the upload does not complete successfully or if any other problems are encountered that cannot be

resolved, please contact:

BUSINESS CONTACTS

Vicki Lignitz 785.296.3225
Fax: 785.296.2320
E-mail: vicki.lignitz@kdor.ks.gov

Peggy Huard 785.296.6641
Fax: 785.296.2320
E-mail: peggy.huard@kdor.ks.gov

SOFTWARE CONTACTS

Cherie Wasson 785.296.0035

Fax: 785.296.8602
E-mail: cherie.wasson@kdor.ks.gov

Arnita Wright 785.296.1853
Fax: 785.296.8602
E-mail: arnita.wright@kdor.ks.gov

Mailing Address:

Kansas Department of Revenue
Property Valuation Division
Abstract Section

Docking State Office Building
915 SW Harrison, Room 400N
Topeka, KS 66612-1585

Mailing Address:

Kansas Department of Revenue
Property Valuation Division
Abstract Section

Docking State Office Building
915 SW Harrison, Room 400N
Topeka, KS 66612-1585

Mailing Address:

Kansas Department of Revenue
Information Systems

Docking State Office Building
915 SW Harrison, Room 1251
Docking State Office Building
Topeka, KS 66625

Mailing Address:

Kansas Department of Revenue
Information Systems

Docking State Office Building
915 SW Harrison, Room 1251
Docking State Office Building
Topeka, KS 66625
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NOVEMBER CHECKLIST

Checklist for NOVEMBER SUMMARY SIGNOFF
1. Run all the reports required by your tax administration program.

2. Sign in to the ‘Kansas Department of Revenue On-line Applications’ website and upload the two
personal property files and the two real property files according to instructions in ‘November Abstract
Users Guide’. During the upload process the program looks for errors within the files and generates
error messages.

3. Correct any errors in your tax administrative system and recreate the files. The corrected files will
need to be uploaded.

The abstract edit program checks for the following errors:

a) taxunit for county as noted in the TaxSch.txt file

b) land base classification standards code (LBCS) for State Assessed records

c) land base classification standards code (LBCS) for oil [913/8120] and gas [914/8110]
personal property

d) negative numbers

Please contact us if you are having any problems understanding the error printout.

4.  Go to the ‘PVD Abstracts Reports Menu’ and select ‘Summary Signoff’. Click “View Report’ then
print the report which is generated.

5. Check the generated summary report carefully. Compare the valuation and tax with the reports that
are generated from your tax administration file.

Categories (not all inclusive) to check are:

a) State Assessed real and other values by land base classification standards code (LBCS) with
the State's certification form (PV-AD-20);

b) State Assessed taxes compared with LAPUP certification form (PV-AD-18). The tax dollars
should be close;

c) Oil & Gas —royalty and working interest;

d) Public Utility-Locally Assessed for both real and personal should have zero value;

e) value in the Boat, Marine and Trailers field (formally Travel Trailers);

f) the cancellations under $5 (the cancelled tax for royalty oil and gas and personal property
under $5) are included;

g) verify that penalty value is included; and

h) EDX/IRB and exempt values compared to July. Note the reason for any large shift in value.

NOTE: The valuation on this abstract should balance with your tax administration reports. The tax

dollars may not balance because of the calculation used in the State’s program; however,
the difference should be minimal.
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Check List for FUND DISTRIBUTION
(Total Tax Roll - includes cancelled and penalty tax)

6. Complete Fund Distribution Statutory Authority Code (SAC). Enter the appropriate three-digit
number. Reference your taxing district fund listing and the K.S.A. cross-reference document provided
by the division in ‘Appendix E’ of the County Clerk’s Handbook.

7.  Complete Fund Distribution K.S.A. You may use the K.S.A. entries from the budget forms or use
last year's November abstract to assist you in completing this column. Reference your taxing district
fund listing and the K.S.A. cross-reference document provided by the division in ‘Appendix E’ of the
County Clerk’s Handbook.

8.  Complete Fund Distribution General Tax. The distribution by each district fund will include the
cancelled and penalty tax.

a) State: Verify state tax by multiplying the county value including penalty by each fund
levy—it should be close.

NOTE: If you have a fund that is not listed on the screen, use the line (Misc.) at the end of each
section. Use a SAC of 999 when more than one fund is included on the ‘Misc’ line. Identify all the
fund(s) and their respective tax amounts on the paper copy that you will mail. Remember to use only
the fund names as provided in the Statutory Authority Laws reference document.

b) County: Verify the total for each county fund on the appropriate fund line.

c) City: Verify the total of each city fund on the applicable line. The total of all funds should
total city tax.

d) Township: Verify the total for each township fund on the fund line applicable. All township
funds levied in cities, i.e., general, bond and interest, building, cemetery, etc. should be
posted in the township funds under Township Levies in 3rd Class Cities.

e) Schools: Verify total for Community Junior Colleges by fund on the appropriate line.
f)  Miscellaneous Districts: Verify totals on the appropriate fund line for a specific district.

g) The abstract program will compare the total for each district to the corresponding taxing
district line on Table 1, Column 3.

9. The *‘Grand Total Taxes Levied for all Districts’ (displayed on the Miscellaneous Districts Report)

must agree with the ‘General Tax’ calculated on Table 1, Column 3, Line 26 and Table 2, Column 1,
Line 9. The ‘Final Review’ must be run to verify that there are no errors.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Check List for TABLE 1--DISTRICT DISTRIBUTION
Distribution of taxes by taxing districts

Ad Valorem Tax
Verify “Total General Tax’ to be collected for each taxing district. “Taxes Levied Nov. 1, for
Expenditures’ is the total tax roll distribution by district fund, including the cancelled and
penalty tax. The total for each of these districts is system-calculated. These totals are then compared
to the fund distribution totals.

The following is a description of the columns for ad valorem tax.

a) Column 1 - “‘General Tax’ includes cancelled tax, but excludes the personal property penalty
tax.

b) Column 2 - “Penalty’ - personal property, state assessed and oil/gas penalty tax.

c) Column 3 - “Total General Tax’ plus penalty tax. Each district total displayed in column 3 is
calculated by adding column 1 and column 2.

Verify that the ‘Grand Total Taxes Levied for all Districts” agrees with the ‘General Tax’ posted on
Table 1, Column 3, Line 26 and also Table 2, Column 1, Line 9. The ‘Final Review’ must be run to
verify that there are no errors.

All errors must be corrected before certification. You will need to determine if the problem exists
in the fund distribution or with Table 1 and make the corrections where necessary.

Column 4, “Locally Assessed Intangibles’ is the money and credits collected according to resolutions
adopted by the county and townships, and by city ordinances pursuant to K.S.A. 12-1,101.

Distribution on Table 1, Column 4 would be pursuant to K.S.A. 12-1,107. The total intangible tax
collected is system-calculated and displayed on line 26.

‘In Lieu of” Tax

Column 5, Financial Institution tax has been repealed effective January 1995. This column does not
appear on the on-line abstract.

Column 6, The Industrial Revenue Bond Property ‘In Lieu-of” collections are distributed according
to the agreement that was filed with the city or county. The total tax collected is system-calculated
and displayed on line 26.

Column 7, The Economic Development Property ‘In Lieu-of” collections are distributed according to
the agreement that was filed with the city or county. The total tax collected is system-calculated and
displayed on line 26.

Column 8, All Other “In Lieu of” Taxes are listed as distributed. Payments to be included in this
column are annotated under Table 1. The total tax collected is system-calculated and displayed on
line 26.

Column 9, Total is the addition of columns 4, 6, 7 and 8. The total tax collected is system-calculated
and displayed on line 26. Column 9, line 26 should agree with Table 2, column 4, line 9.
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19.

20.

Special Assessments (Column 10)
The distribution on Table 1, Column 10 should be posted to the district that receives the money. The
total tax collected is system-calculated and displayed on line 26 and should agree with Table 2,
column 5, line 9.

Totals

The total on Table 1, column 11, line 26 and the total on Table 2, column 6, line 9 should balance.
Any discrepancy will keep the data file from uploading.

Special Assessments—Urban/Rural Collections

Include all assessments and fees billed on the ad valorem tax statement.

21,

22,

23.

24,

25,

Ground Water Management is listed in urban (inside cities) and rural (outside cities) category.
A separate line item has been added for solid waste assessments. Enter the amount to be collected.
The delinquent fees for solid waste are listed as in previous years. Enter any delinquent fees.

The subtotal-inside cities and subtotal-outside cities should correspond to Table 11, Column 5, line 7,
Rural (outside cities) and line 8, Urban (inside cities).

The ‘Grand Total Taxes Levied for all Districts’ should agree with the ‘General Tax’ posted on
Table 1, Column 3, Line 26 and also Table 2, Column 1, Line 9.
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Checklist for TABLE 2—COLLECTIONS

26. Column 1, Total Tax Roll reflects the total taxes to be collected. Enter the information for Column 2
which comes directly from the recap section of the November Abstract Summary Report located on
page 2 if your vendor does not populate it.

Remember that the Tangible Personal property section, line 4, rural; line 5, urban and the State
Assessed property section, line 7, rural; line 8, urban should include the penalty tax. The Total Rural
Total Urban, and Grand Total (lines 10, 11,12) are system calculated and will include the penalty
taxes if the penalty taxes have been included in the Tangible Personal property section and the State
Assessed property section.

State Assessed tax on the State's Tax Abstract (PV-AD-18) must agree with Table 2, column 1.

27. Column 3 is system-calculated and reflects the difference between column 1 and column 2. The
calculation is as follows: Column 1 (total tax) minus column 2 (summary sign-off) equals column 3
(difference).

28. Enter the total ‘in lieu of” real and personal taxes by rural and urban collections in column 4. The
‘Grand Total Tax’ collected is system-calculated and displayed on line 9.

29. Enter the “‘Special Assessment Tax’ by rural and urban collections in column 5. The grand total tax
collected is system-calculated and displayed on line 9. Any state assessed special assessment tax,
should be entered in column 5, lines 5 and/or 6. Subtract any state assessed specials entered on lines 5
and/or 6 from column 5, lines 1 and/or 2.

30. Calculate the Total Tax, Column 6, is the total of all lines, columns 1, 4 and 5. The grand total tax
collected is system-calculated and displayed on line 9.

31. The ‘Grand Total Taxes Levied for all Districts’ should agree with the ‘General Tax’ posted on Table
1, Column 3, Line 26 and also Table 2, Column 1, Line 9.

32. The ‘Final Review’ must be run to verify that there are no errors. All errors must be corrected
before the file/files can be certified.
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Checklist for TAX DISTRICTS
33. Print the County Tax District report.

34. Compare the total county value to the “Total Assessed Tangible Property’ value field on the summary
report. These values must match. However, the total tax dollar amount on the taxing district report
will be “close’ to the ‘“Total General Ad Valorem Tax’ field on the summary report. ‘Close” will
depend on the size of your county and your tax administration program.

If you are experiencing difficulty with the difference in the tax dollar amounts, reference the example
below which explains how you can perform calculations to determine if the school general taxable
value may be the source of the problem.

3 TaxDist - Microsoft Internet Explorer

File Edit “iew Favortes Tools Help ‘

&Back - = - @ 7t | i@ Search (Gl Favoites Meda % | B-S=E

Address Ig‘] hitp: rvintranet] /T est/External dbstracts /S ecure/ T axDistR prt. aspr PReporth onth=M ovemberkFilingY e ar=2008% Caunty=075 j @Gﬂ | Links *
urs 4 U LT BL{npciy] JTETR JTETR JTETR :I
075 242 56 8G3N USD 321 - GENERAL 020000 020000 020000
074 242 RL RL710FT  POTT-YWAB LIBRARY .noog7g .noog7g .noog7g
075 242 FE FE432PT  Fire DistJt1 004501 004501 004501
075 242 RR RRO38 Rural Hwy System 006001 006001 006001
074 242 WS YISE46 Watershed 42 Cross Creek 001484 001484 001484
Total Composite Lewy Less School General 055463 055463 055463

Personal Real Other Personal 3G Real G
Total Values 279 214,497 24,480 279 191,497

Total Value 239,256  Total Tax Dollars  17,504.98

a74 244 a7 ST100 STATE 001500 ao01500 001800
75 244 CcT CT200 POTTAWATOMIE COUNTY Ao2nr o2y 02217
a75 244 T TW032315  Stharys Twp .0on419 0004149 000414
a74 244 sD 503 UsD 321 018362 018362 018362
75 244 sSG se3n USD 321 - GEMNERAL .0zo000 020000 0z2oooog
a75 244 RL RL7T10PT POTT-WAE LIBRARY .0oongya .nopare oooara
a74 244 FE FE432PT Fire Dist.Jt1 004501 04501 nn4a01
a74 244 RR RRO36 Rural Hwy Systermn 006001 0o&no1 nogaot
75 244 DR DRB23SM  Tri County Drainage .0oooon .aooooo Oooooog
Total Compuosite Levy Less School General 053978 053978 053978
Personal Real Other Personal 5G  Real SG
Total Values 116 82,146 3,404 116 75,246

Total Value 85,666 Total Tax Dollars ~ 6,199.40

Personal Real Other Personal 5G  Real SG
County Totals 17,742,082 209,132,683 162,600,085 16,866,276 193,088,085

Total Value 389,474,800 Total Tax Dollars  32,848,621.32

£

|&] Dane ’_’_’_ E Local intranet
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Ed Microsoft Excel - Tax District Check (=] x]
File Edit View |nsett Format Tools Data  Window Help  Muance POF Type a question forhelp =12 @ %

TmesNewFoman =10 -/ B 7 U === 8 % , @4 == _-5-A-
tata A T 0O R, PO SHE(ERY| AR B oo R 2 -aE@e s -3,

02 Il -
A1 - F
A B | C [ D [ E [ F [ G [ HS

1 PERSONAL REAL OTHER PERSONAL 8G REAL 8G Il
| 2 #***COUNTY TOTALS 17,742,082 209,132,683 162,600,085 16,866,276 193,088,085
| 3| last page of
| 4 | *****TOTAL VALUE 8P 474850 ***A*TOTAL TAX DOLLARS 32,848,621.32 Tax District Report

5
| 8|
17|
| 8|
1 8|
110
| 11 Caldulgtions to prove tax'dollars
112 |
i PERSONAL REA] TAX DOLLARS
| 14 |tax district enty total value 17,742,I]§2 2 ,132,63’3 32,848,621 32 tax district report

15 |exempt sign-off vadue 875,808 16,044,558 32,848,621.32 sign-off tax dollars

1B |taxadlz school general 16,866,276’/ 193,088,085 0.00 difference
117
118
|19
120 |
121
272 —
123 |

24 hd
4 4 » n]\Tau District Check I« | LljJ

Draw~ 3 AutoShapes . "w [ O 2 4[2:‘: o1 [ &'J-A_'E: f=g ] .

Ready UM

35. Manually verify the data even though your vendor/programmer populated the TaxDst.txt file. In
addition to verifying all valuation totals; also scan the two-character codes, i.e., FE, HL or TW. The
‘Code’ field is now a required two-character field. Reference Appendix C in the County Clerk’s
Handbook for a complete listing of the taxing district codes. Errors will keep the data file from

uploading.
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