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1 Overview

/’_—\

The iasWorld User Guide includes all the information you need to use the powerful
iasWorld property management features, which includes options to locate and review
property records, manage documents and photos associated with the individual
property records, and select and save property records to lists. Searching, reviewing,
and lists enable you to locate property records using very precise, assessment-specific
criteria on demand, review comprehensive property details that are always current,
maintain lists of property records of interest, and share your personal lists with selected
users.

The information you will find in the iasWorld User Guide will assist you in using the
following features:

Property Records Text Search: The flexible text search options enable you to
quickly and easily locate property records to meet the requirements of your
day-to-day work.

View Property Record Details: The iasWorld database contains hundreds of
details about each individual property record it contains. These details are
organized into customized categories for your organization, provided on individual
pages, with flexible options to browse, print or save the details you find, or select
property records and save them to lists.

Manage Documents and Photos: The iDoc iTool enables you to manage
documents or photos for individual property records. Depending on access
permissions, you can attach, change attributes for, view, download, copy, move or
delete documents or photos.

Map Search: The map search option provides comprehensive navigation options
on a map display, and enables you to select parcels, view, print or save details
about them, and save them to lists.

Lists: The lists feature enables you to save groups of property records that you are
intrested in, and retrieve them in seconds. Property records can be saved in new
lists or appended to existing lists, and lists can be shared and copied.
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In addition, this user guide includes details about configuring several iasWorld features
that support your work. You can choose any internal page in iasWorld to use as the

contents of your home page, and select items on the iasWorld digital dashboard feature
to support your day-to-day work. The digital dashboard tracks the items you have been
using and enables you to continue working with them, provides automatic lists of urgent
items that require your attention, and also provides an internal company notice board.

This section of the iasWorld User Guide includes overview information about the
features described in the rest of the documentation, and getting started details,
including information about changing your personal information and password.

This overview includes the following sections:

Overview of Customizing Your Workspace

Overview of Using Property Records

Overview of Using Lists

Getting Started
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Overview of Customizing Your Workspace

You can make a number of changes in your iasWorld workspace to customize it for your
work. These changes are permanent for you, but do not effect other iasWorld users.
Some of these changes are important when you first login to iasWorld (for example, you
should review your personal details to ensure they are accurate), while other options
can be changed periodically to support changes to the way you are using iasWorld. For
complete details, see Customizing Your ias\World Workspace.

» Selecting Dashboard View Contents: The dashboard views provide general
organization news, links to what you were last using in iasWorld, and links to items
you need to be aware of immediately, such as iRespond incidents that require
action. You can create two personal dashboard views, and include any of the
available items on either. You can switch between your personal views with a single
click to access the different items.

* Updating Your Personal Details: Your personal details are used in iasWorld to
identify items you have created or changed, and in some cases, are used to identify
you to other iasWorld users and members of the public. You should check these
details when you first login to ensure they are correct.

* Changing Your Password: If you login to iasWorld, the first time you login, you
should change your password. In addition, you can change your password
periodically, before it expires. Note, however, if you use your Windows password to
login to iasWorld, if you change it in iasWorld, you also change it in Windows.
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Overview of Using Property Records

The property records feature enables you to locate property records with either a detail,
such as a street name, or visually, by selecting an area on a map. Once you have
selected property records, there are a number of powerful options available to review
details about them. Additionally, iasWorld includes a number of optional features that
enable you to print property records, create reports about them, or add them to lists.

Using the Property Record Text Search Options: The text search options are
very flexible. You can use a specific search item, such as a property ID, to locate a
single property record, or a very general search item, such as a property grade, to
locate a large group of property records. Several specialized search options
support specific information needs, such as the Sales search option, which includes
details such as price range, sale date and assessed value. For details, see Text
Search for Property Records.

Reviewing Property Record Details: After locating property records, the details
pages provide comprehensive information about each property record, organized
into categories on separate pages, such as a tax history and permits. Depending
on the features your administrator has enabled, you may also be able to print the
property record details, or create and save reports about them. For details about

using reports, see Using Reports.

Manage Documents of Photos Associated with Individual Property Records:
You may have access to documents or photos that are attached to individual
property records. Documents and photos attached to individual property records
are managed with the iDoc iTool, which provides options to find, download and
view, add, move, copy and delete documents or photos. For details, see Using
iDoc.

Using the Map Search Feature: The Map Search feature provides a map view that
you can use to locate and select property records. The map view may include
several display options, such as street details or local topographical characteristics.
Using the navigation and zoom options, you can zoom in on a specific
neighborhood or street, and view the parcels it contains. You can then use any of
the powerful selection tools to select the individual parcels on the display.
Depending on the features your administrator has enabled, you may be able to view
information about the property records in a data panel beside the map display.
Alternatively, you can display the details about the selected property records on the
details pages. For details, see Map Search for Property Records.

Using a Buffer or Neighborhood Search: The Buffer Search feature enables you
to locate property records by proximity to a selected property record (or several
property records), and the Neighborhood Search feature enables you to locate all
other property records sold in a pre-determined period (usually 18 months from the
current date) in the same neighborhood code as a selected property. Both these
search options may be available in the search results table or on any of the search
results details pages (depending on what your administrator has selected). For
details, see Text Search for Property Records.
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Overview of Using Lists

The lists option enables you to create permanent lists of property records that you want
to retrieve. Lists can be updated by adding or removing property records, as required,
to keep them current with your needs. Each time a list is retrieved, the most current
details in the iasWorld database display. Lists can be shared with other users. Only the
owner can change list properties, which includes the name and the property records it
contains, but other users can make personal copies, after which they can make any
required changes. For complete details, see Using Lists.

Creating Lists from Property Record Search Results: Lists created from a
property record search can be based on any detail of the search, such as a street
name. You select individual property records on the results list for your list, enabling
you to review individual property records before using them.

Creating Lists from Map Search Results: Lists created from a map search are
based on visual selections on a map. You can zoom in on areas on the map to view
parcel outlines, and select parcels to view more extensive details in an information
panel. The map display includes a number of flexible selection tools to select
property records, such the line tool, which enables you to draw a line using multiple
points, and select all property records that touch the line. After selecting property
records, you can switch from the map display to the standard data details option to
review the property record details before saving them for your list.

Creating Lists from Buffer or Neighborhood Search Results: Lists created from
a buffer search are based on proximity to one or several selected parcels. After
locating and selecting the base property record(s), you specify the distance around
them that includes the other property records you want to select. Lists created from
a neighborhood search are based on a neighborhood code. After locating and
selecting the base property record(s), you can view all other property records in the
same neighborhood that have been sold in a pre-determined time period (usually
18 months from the current date).

Sharing and Unsharing Lists: A shared list is visible to all other iasWorld users.
Other users can use the list to retrieve property records and review their details, and
both append the property records on it to another list, or use them as the basis of
a new list. However, only the owner of a list can change its attributes or add and
remove the property records it contains.
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Getting Started

This section describes the steps for logging into iasWorld, selecting an active role, and
changing your password. In many systems, you will not be required to login to iasWorld,
but all new users may need to bookmark the iasWorld site, and select a role to use. As
a new user, you should also review and update any personal details in your account,
as necessary. For details about reviewing and updating your account, please see
Customizing Your iasWorld Workspace.

Note: If you do login to iasWorld, you should immediately change your password. If
you do not login to iasWorld, do not change your password, because if you do,
you will also change your Windows login password.

Logging in to iasWorld

iasWorld includes sections that are available to the public. Because of this, there are
extra, hidden security features to protect the data you use after you login. One of the
security features used to protect iasWorld is called the hidden login. When this feature
is enabled, you must enter a URL address in the browser address field before you can
see the login page.

If your site includes the hidden login feature, you perform the same login procedure, but
you must use the login URL provided by your administrator. When you are on the public
iasWorld site, you will not see the login link. This section describes both login options:
logging in with the standard login feature, and logging in with the hidden login feature.

To login to iasWorld with the standard login feature:
1. Open your browser window.

2. In the Address field (typically located on the top menu bar), enter the URL your
system administrator has provided to you for access to iasWorld, and press Enter
on your keyboard. The iasWorld public access page displays.

3. On the top black menu bar, click the Login link. The login page displays.
Note: Bookmark this page for future access to iasWorld.

4. In the Name field, enter your user name.

5. In the Password field, enter your password.

6. Click Login. Either the Start Page or your iasWorld Home page displays.
To login to iasWorld with the hidden login feature:

1. Open your browser window.

2. In the Address field (typically located on the top menu bar), enter the URL your
system administrator has provided to you for access to iasWorld, and press Enter
on your keyboard. The iasWorld login page displays.

Note: Bookmark this page for future access to iasWorld.
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3. In the Name field, enter your user name.
4. In the Password field, enter your password.

5. Click Login. Either the Start Page or your iasWorld Home page displays.

Choosing Your Active Role

You login to iasWorld to complete work using the secure property data and powerful
features that iasWorld provides. One of the ways in which property data is kept secure
is through roles. Each role is given access to only the data and features needed to do
a particular job - for example, assessors can change assessment details, but cannot
change a property’s tax code, while the City Clerk can change a property’s tax code,
but cannot change assessment details.

If you have more than one role, you can use the Role pull-down menu on the top black
menu bar to choose the role you are actively using. Because each role has different
access, the active role determines what you can see and use in iasWorld. You can
choose a default active role in your Account. For details, see Changing Your Account
Details.

To choose an active role:

1. On the top black menu bar, click the Role field pull-down arrow, and from the list of
roles that displays, select the role you want to make active:

+ " Click the Role fieid, and select a *
« role from the list.

iasWorld USER: Kay Sing | ROLE: | Admi | SMGN QUT | MY ACCOUNT | CONTACTUS | HELP

iaswor,d | Akanda Home |

m Property Records | i iMaintain

When selected, the role name displays on the top menu bar, and any menu options or
features enabled for the role are available in iasWorld.

Changing Your Password

If you enter login credentials when you access iasWorld, the first time you login, you use
the password assigned to you by your administrator. You should immediately change
this password. You will also be prompted to change your password again periodically
when it expires. Your system administrator may have configured iasWorld to enforce
strong passwords, in which case, when you create a password, you must ensure that
it contains at least one upper-case character, one lower-case character, and one
number.

Note: If you do not login to iasWorld, if you change your password in iasWorld, you
will also change your Windows login password.

To change your password:
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1. On the top black menu bar, click My Account. The Account options display on the
left menu bar.

2. On the left menu bar, click Change Password. The Change your Password dialog
box displays:

. 1. Click the My Account link. &

sE s s EEE R s s R R R R R e
fasWorld USER: Kay Sing | ROLE: | Admin B3l 1 siGnouT | MY ACCOUNT |- CONT:

iasWorld
QA 606

iMaintain

. 2. Click the - :

I  Change . f{-~EwAsewi.... Change your Password

. » Change Password .

. Pas_sword . D A e e Your account on this site is configured to use your Windows password. If yc
. Option. . 3 i change your password via this screen, your Windows password will be chang
Rrsssr R ity Vacation e.g. you will have to use the password you create here to login to Windows

Email Notifications

v g

Current Password: eessssssss

New Password: sssssssssssss

Verify Password: eesesssssssse

3. Click the New Password field, and enter your new password.
4. Click the Verify Password field, and enter your new password again.

5. Click Submit. Your password is saved, and you will be required to use it next time
you login.

Note: You can also click [_Generate Strong Passward | to generate a random strong
password. The password displays on a dialog box when it is generated. Write
the password down before you close the dialog box.
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2 Customizing Your iasWorld
Workspace

/—-—_\

After you login, you can make a number of changes iasWorld to create a workspace
that supports the way you work. The choices you can make include which page you will
use as your home page, which role you will use at login, and what information will
display on your Dashboard. You can also update your account information, such as
your name and email address, and change your password.

You will find the following information about customizing your workspace in this section:

* Creating and Using Dashboard Views: To support different phases of your work,
or allow you to quickly and easily access different pre-defined groups of dashboard
items, you can create two personal dashboard views. Each view can include any
of the options your administrator has enabled. For details, see Creating and Using
Dashboard Views.

+ Choosing Items for a Dashboard View: Depending on the items that your
administrator has enabled for you, you may see company news items, a quick
search option that links directly to the property search feature, and a selection of
activity history lists (which will take you back to any item you were using) on your
active Digital Dashboard View. You can hide or display any of these items on either
of your personal views, to create your own, personalized Digital Dashboard. For
details, see Choosing Items for a Dashboard View.

* Changing your Account Details: Your iasWorld account includes your personal
details, such as your name and email address, that are used to identify the items
you create in iasWorld. In some cases, these details are also used to identify you
to the public. You can review these account details and update them as necessary.
If you are using more than one role in iasWorld, your account will also indicate
which of your roles is active by default. You can change this default role selection
as necessary. For details, see Changing Your Account Details.
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Creating and Using Dashboard Views

The digital dashboard items provide very different types of information, depending on
what you are using in iasWorld. For example, you may see Activity Center tasks
assigned to you, or a list of urgent Incidents from the iRespond module. Rather than
select all items for one standard dashboard, you can create two different views, and
select different items for each.

After creating these different views, you can continue to add or remove items to suit
your needs, and quickly and easily switch between them when logged into iasWorld.

= Click the name of the dashboard
* view you want to open.

iasWorld | Akanda Home |
Home iAralyze | ACX

Upcoming Events Digital Dashboard
------------

Incident Indicators X

News Headlines X

For details about adding and removing items on a dashboard view, see the next
section, Choosing Items for a Dashboard View.

Note: Once you have two views, you can only create a new view by deleting an
existing view. To delete a view, select it and click IEZEEN.

To create a dashboard view:

1. From the top menu bar, select Home. The Home menu options display as
second-level options on the top menu bar.

2. From the second-level options on the top menu bar, select Digital Dashboard. Your
digital dashboard displays all of the items your administrator has enabled for you.

3. Atthe top right of the page, click the Arrange Dashboard link. The Select Dashboard
Iltems page displays.
+ " Click the Arrange Dashboard link to open  *
the Select Dashboard Items page.

fas world | Akandii Home |

L Property Records ACX

Upcoming Events Digital Dashboard

News Headlines X Incident Indicators *

Assessor Field work. Assigned & Action Required

Pleaze have all field work and data entry
complete by Spm on Friday for the following

Neighborhoods: 510, 550 and 1010 Inquirer
Supervisor ]

Reviewer 76

4. Click HEZIM . The New View dialog box displays.

10
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5. In the Name field, enter a name for the new view.

6. Click IEZZM . The new view name displays in the Select View drop-down list, and
on the top right of the Dashboard page.

7. Click M. The Dashboard page displays, with the new View link at the top right
of the page.
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Choosing Items for a Dashboard View

Dashboard Views provide information to simplify your work in iasWorld, such as a list
of the lists you have recently used, or a list of items in one of the iTools that require your
attention. You can personalize your dashboard Views by selecting any of the items that
your administrator has provided. Note, your administrator may restrict the items you
can hide on your dashboard. For example, you may be unable to hide the
Organizational News item if your administrator feels it is important that you review
organizational news each time you open your dashboard.

You may find any of the following on your digital dashboard:

* Recent Lists: A track of the lists you have been using. Click any list to display it
again on the Lists page.

* Organizational News: News items that your organization posts, as needed, to
advise you of general events, or updates related to iasWorld, such as new tax year
data availability.

* Module-Specific Items: Depending on the modules you use, your administrator
may have enabled extra items (for example, Activity Center users may see
assigned Tasks).

The following illustration shows the items described above:

* News Headlines Option : - Recent Lists Pane :

iJu-3 Property Records

Upcoming Events

Digital Dashboard

iAnalyze

iRespond

My View | | Arrange Dashboard
et T e
" News Headlines # "Recent Lists X" Incident Indicators *
ARG A N AN R e SRR R R R B S
i Assigned & Action Required
Assessor Field work. 511 Special Asmt L WF #1 Master 29.0CT2010 63 |- g a
Pleass have all field work and data entry 505 Field Check  FVRs Nbhd 303 26.0CT-2010 228 Reviewer
compete by Spm on Fray for e 10w | 327 nternal CompsStats Nbhd 499 26-0CT-2010 75 Inquirer 18
g B 463  Speciallists  Collections Nbhd 400 26-OCT-2010 54 Supervizor 8
— 404  Saks Sales Rev Jan-July 2010 21-0CT-2010 207 Unassigned & Action Required
2010 Tyler Users Conference 493 Foreclosure Review Jan-July 2010 21-0CT-2010 179 LI Unassigned 196

—_— Double-Click to open list  Critical Indicators

Over 100 days since Last Contacted 252

My Activity Center Tasks x

Id Type¥ State Due Date Process I Reviswer
270808 PR_QUALIFY 0 15-DEC-2010 277029 - [ Inquirer
270744 PR_QUALIFY 0 15-DEC-2010 275854 [ Supervisar
270710 PR_QUALIFY 0 15-DEC-2010 276830

270634 PR_QUALIFY 0 15-DEC-2010 275804

270700 PR_QUALIFY 0 15-DEC-2010 278820

270605 PR_QUALIFY 0

15-DEC-2010 276725 LI A
Double-Click to open Activity Center

./

To choose the items that display on your digital dashboard:

1. From the top menu bar, select Home. The Home menu options display as
second-level options on the top menu bar.

12

Tyler Technologies Appraisal & Tax Solutions



Property Records Management User Guide

2. From the second-level options on the top menu bar, select Digital Dashboard. Your
digital dashboard displays all of the items your administrator has enabled for you.

3. Atthe top right of the page, click the Arrange Dashboard link. The Select Dashboard
Iltems page displays.

4. For each listed item that you do want to include on your digital dashboard, enable
the select box. When enabled, a check mark displays

- Click the Select View dialog
. box, and select the view you

Enable the check box for the
items you want to display

want to configure.

ias WOI‘Id | Akanda Home |
Property Records iField | iRespond

Manage Dashiboard Views
samsmsssbhessssnmenanmnasm
Selec‘l\l’iew:l'\"}'\"ii'*' LI :
s EsEEsEEEEEEEEEEEEREEE®
Check the dashboard tems for each view that you want to displpy. Each view can have a completely
different ==t of content. Once done save your choices and displpy them.

Viide ltems: Narrow Hems:

s EEEEEEEEEEEEEEEEEEEEEREHlEER RN
¥ Recent Lists ¥ FvR Indicators

I My Pending iMaintain Tranzactions ¥ Incident Indicators

™ Incidents - My Action Reguired or Unassigned [ Workpack Indicators
[¥ Task List ¥ News Headlines

™ News Headline Manager
"= EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE

Hew Delete Save Display

5. Click HIEZM. Any items you have enabled display, and any items you have disabled
are hidden on your digital dashboard, which re-displays.
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Changing Your Account Details

Your account details are used to identify the items you create in iasWorld, and to identify
you as the owner of lists you have shared with other iasWorld users. You can review
these account details with the View Account option, and make changes in the Change
Account option. In addition, your account enables you to select the default active role
you use in iasWorld. For details about your active account, and switching between
roles, see Choosing Your Active Role.

To change your account details, or select a new default role:

1. On the top black menu bar, click the My Account link. The Account options display
on the left menu bar.

2. On the left menu bar, click Change Account. Your current account details display.

- 1. Click the My Account link.

fasWorld USER: Kay Sing | ROLE: | Admin B3l | siGhouT | mY ACCOUNT | CONTACTU

iasWorld
[ Home | Property Records | iAnalyze | ACX | iField | iRespond | iMaintain

i EEIT First Name: Kay
Email Motifications

= 2. Click the = VR AR Account Information
- Change R L A S To change account information please enter the changes
: Account :—i * Change Account L] into the form below. * Required

Last Name: Sing

Company Name: AdminUser

Address:

City:

State:

Zipcode:

Country:

Phone Number:

“Email Address: ksing@akanda.com

3. Click any of the available fields, and enter new account details as necessary.

4. Ifrequired, in the Default Role section, click the radio button beside the role you wish
to use as your default role. When selected, a black centre displays.

5. Click IEEE . Your account changes are saved, and if applicable, the new default
role is used to provide your iasWorld features and options.
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Changing Your Default Role or the Default Jurisdiction Used for
a Role

When you login to iasWorld, you are provided with access based on your default role
and jurisdiction. In addition, each role available to you in iasWorld has a default
jurisdiction, which is used to select data unless you select another jurisdiction. If you
find that you usually need to change the role you are using after logging in, or select a
different jurisdiction for a role, you can change the default role or jurisdiction that are
selected.

To change your default role or the default jurisdiction used for a role:

1. On the top black menu bar, click the My Account link. The Account options display
on the left menu bar.

2. On the left menu bar, click Change Account. Your current account details display.

3. If required, in the Role/Jurisdiction table at the bottom of the page, change your
default role with the following steps:

a. In the Role field, select the role you want to use as your default role. When
selected, the role is highlighted.

b. At the bottom of the Role field, click EEEEEN . The selected role becomes your
default role, and a letter ‘D’ displays at the left of the role name.

3. If required, in the Role/Jurisdiction table at the bottom of the page, change the
default jurisdiction for a role with the following steps:

a. In the Role field, select the role for which you want to change the default
jurisdiction. When selected, the role is highlighted.

b. Inthe Jur field, select the jurisdiction you want to use as the default jurisdiction for
the selected role. When selected, the jurisdiction was highlighted.

c. At the bottom of the Jur field, click IEES . The selected jurisdiction becomes
the default for the selected role, and a letter ‘D’ displays at the left of the
jurisdiction name.

4. Click IEZMM . Your account changes are saved, and if applicable, the new default
role is used to provide your iasWorld features and options.
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3 Text Search for Property Records

/—-—_\

There are two main methods for locating property records in iasWorld: by some
attribute (such as parcel ID), with the text search options, or by physical location with
the map search option. Both methods give you additional access to key details about
the property records you choose for review, and the option to select individual property
records and save your selections in lists, print details about them, or create reports
about them.

In addition, after locating a property record of particular interest, you can use a buffer
search to locate parcels within a specified distance of it, or use a neighborhood search
to locate parcels that have sold in a pre-determined time period in the same
neighborhood - usually the past 18 months from the current date.

You may also have access to the iDoc option, which enables you to add or download
documents associated with a parcel, such as tax appeal records.

There are five default text search options: real property, owner name, address, parcel
ID and advanced. The fifth category, advanced, includes comprehensive selection
criteria, including items such as year built and square feet, that you can combine to
locate property records. The text search options may also include a number of more
specialized search options to support the type of work you do, such as a personal
property or BLQ search.

In organizations where data is divided into multiple jurisdictions, there may be legal
requirements that determine which groups of users have access to data in different
jurisdictions. You may notice gaps in the data you retrieve due to jurisdiction
restrictions.

For details about using features described in this introduction, see:
About the Text Search Options

Locating Property Records with Text Search Options

Reviewing Property Record Details

Printing Property Record Details
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About the Text Search Options

The Property Records feature enables you to select property records by attributes
stored in the iasWorld database. The Real Property search option - which is the default
search option in iasWorld - provides a combination of the key items you may need to
use to locate property records, including Parcel ID, legal details, and permit number.
iasWorld also includes three search options that enable you to locate a property record
using a key attribute: property ID, owner name, and address. Depending on the search
options enabled by your administrator, you may have access to these options.

fasWorld

ias .WOI‘Id Akanda Home |

= RP PP Advanced Sales Lists ArcGIS Map Search =

iMaintain

Real Property
Parcel ID I Alternate ID I Owner #: I
D'wnerll I—Sonnds Legall:l— Pearmit #:I—
Owner 2| Like Legal 2: I— Subdivision #: I—
Address#:l—mmm Boukaagel—l—
5tf99t| [™ Include alternate addresses Luc: I—
Zip Cudel I " Include alternate names Nbhd: I—
» o Jurisdiction Community Raoll Tax Year Inactive Accounts
17 i = #a|[<any— =l [-any- =] [2008 =] r
=4 Options Sortby:lParid x| |Ascending a Resultss’page:lﬂ

|

The advanced search option provides more specialized attributes, such as sale code,
land use code, and permit date, which you can combine to locate property records. The
personal property search provides personal property details, such as registration
number, that you can use to locate personal property. The sales search option enables
you to locate sales records, rather than property records (although the property record
details are also retrieved). Sales records are also used for the neighborhood sales
option, which enables you to search using a neighborhood code. The buffer search
option enables you to use the power of iasWorld’s GIS functionality to locate property
records by physical proximity.

You can add criteria that a property record must include using filters. Filters can make
a search much more specific - for example, rather than searching for property records
in five separate years, if you know the year in which you are interested, you can use
the Tax Year filter to limit your search results to property records in that year. There are
five default filters in iasWorld: Jurisdiction, City, Roll, Tax Year, and Inactive Accounts.
The filters that are available can vary by search, depending on what your administrator
has provided, and also depending on the details in property records used by your
organization.

Once you have located a group of property records, there are a number of ways you
can use them:
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* View Property Record Details: You can view details about a property record
without saving your search results. The details pages include a comprehensive
selection of data items, in categories created by your organization to support your
work. You can switch back and forth between the details pages and your search
results list to select records, and move from property record to property record in
your search results list on any details page.

* View or Manage Uploaded Documents or Photos (iDoc): Depending on the
access permissions provided by your iasWorld administrator, you can download
copies of documents or photos that have been uploaded and attached to property
records, upload additional documents or photos, and copy, move, or delete existing
documents or photos.

* Print Property Record Details: After selecting a property record to view on any of
the details pages, you can print details. The print option creates a printer-friendly
version of either the active page or the entire property record, and displays it in a
new dialog box, from where you can print or save it, as required.

* Create a Report: You may have access to custom reports, created for identified
data needs in your organization. Custom reports are available on any of the details
pages, listed in a Reports selection box. These reports can be saved or printed.

» Create a List: You can select individual property records in the search results table,
and save your selections as a list. Lists store property records ID’s; the ID’s are
used to retrieve the most current data about the property records in the iasWorld
database each time the list is opened.

For details, select one of the following topics:

Locating Property Records with Text Search Options

Reviewing Property Record Details
Using iDoc

Using Reports
Printing Property Record Details
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Locating Property Records with Text Search Options

There are five default text search options for locating property records in the iasWorld
Property Records feature:

Real Property: Search with a combination of key criteria, such as Parcel ID, owner
name, neighborhood, and legal description. For details, see Using the Real
Property Search.

Owner Name: Search by first or last name, or part of either. For details, see Using
the Owner Name Search.

Address: Search by street name, number, or part of either, or use a predefined
street type or direction. For details, seeUsing the Address Search.

Property Account: Search by property account number, or a partial property
account number. For details, see Using the Account Search.

Advanced: Select a property data criteria (such as year built), then enter selection
conditions (i.e., year built = 1980-2000). For details, see Using the Advanced
Criteria Search.

In addition, you may have access to the following options:

Parcel ID: Search by parcel number, or a partial parcel number (such as the roll
prefix). For details, see Using the Parcel ID Search.

Personal Property: Search by personal property attributes, such as registration
number or legal description. For details, see Using the Personal Property Search.

Sales Record: Search by key sales details, such as sales date, sales value, or
property criteria such as square feet, neighborhood and year built. For details, see
Using the Sales Record Search.

Buffer Distance: Search by proximity to the outside edges (parameters) of a
selected parcel or parcels. For details, see Using the Buffer Search.

Neighborhood Sales: Search by location in the same neighborhood as a selected
parcel. Only parcels with a sales record in the neighborhood in a pre-determined
time period (typically the last 18 months from the current date) are selected. For

details, see Using the Neighborhood Search.

Advanced Query: Search the iasWorld database using SQL queries. The
Advanced Query interface lists the tables and views, and the individual fields
available in each table and view, to assist you compile your query. Results display
in a custom table at the bottom of the Advanced Query page. For details, see Using
the Advanced Query Search.

The iasWorld administrator may make a Sounds Like search option available with
searches thatinclude a name field. The Sounds Like search option enables you to enter
a name (last name, first name, and if applicable, middle name(s)) that sounds like the
name you want to locate - which is helpful when you don’t know the exact spelling of a
name. For complete details, see Using the Sounds Like Search Option.
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Before completing a search with criteria you enter, you can add a specific restriction
about what you want to locate with a search filter. For example, if you only want to view
property records with the roll type ‘Personal Property’ in your search results, you can
use the Roll filter to make this restriction. There are five default filters available in
iasWorld: Jurisdiction, City, Roll, Tax Year and Inactive Accounts. However, these filters
can be enabled or disabled for each search type by your administrator, depending on
the details available in your organizational data and the requirements of your work.

Using Search Filters

You can add search filter restrictions to the details you enter in any of the search
options. Each property record is checked against your filter selections, and only
property records that include the value or values you select for the filter(s) are provided
in your search results.

L [ ==
RP PP Advpnced Sales Lists ArcGIS Map Search
Real Property
ParcelIDI Altprnate IDI Owner #:I
D’wnerll - Sounds Legal:l:l— Permit #:I—
Owner ZI Like Legal 2: I— Subdivision #: I—
Address#:l ISuff;”Dir L”m B ukfpagel—l—
StFEEtI I_ Influde alternate addresses LUC: I—
Zip Codel I ™ 1n}lude alternate names thd:l—
SOUTTTEETTTTT T unsdiction community Roll  TaxYear Inactive Accounts «
ey S T A oo L R D :
Options Sort by:lParid LI |Ascending LI Results,fpage;m

Note: This section includes details of the default search filters available in iasWorld.
These filters may or may not be available, depending on your organization.

This section includes the following topics:
Jurisdiction Filter

City Filter
Roll Filter

Tax Year Filter

Inactive Filter
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Jurisdiction Filter

The jurisdiction filter enables you to select one or several jurisdictions of interest. Your
administrator can optionally provide a basic jurisdiction filter, or an advanced
jurisdiction filter.

= Jurisdiction Community Roll Tax Year Inactive Accounts

Filter By : =] 98| [any—- =] [-any- =] [z008 =] r

The options available with the jurisdiction are as follows:

+ Text Entry Option: The text entry option enables you to enter any combination of
jurisdiction code(s) or name(s) to filter your search results. To use the text entry
option, click in the field and type the values you want to use.

Enter a code or name in
the text entry field.

* Pull-down List: The pull-down list enables you to locate and select a jurisdiction
using a table listing. The table may provide jurisdiction codes, names, or both code
and name, depending on the selections made by your administrator. To use the
table listing option, click the arrow at the right of the field.

Click the drop down arrow, then
select a jurisdiction.

Jurisdiction [

| L
 Codea | Hame |

000 SHELBY

001 SHELBY

010 SHELBY

011 SHELBY

012 SHELBY

032 HAMBLEN

040 HENRY

053 LOUDON

* Advanced Selection - Tree: The tree option provides a listing of jurisdictions
organized into parent/child hierarchies. Each node provides the code and name of
the jurisdiction. If a node includes an expand icon ([+]) at the right, it contains
child-jurisdiction nodes that can be individually selected. When you select a parent
jurisdiction, all descendent jurisdictions are also selected. You can click any node
to select a jurisdiction. You can click any selected node to de-select it.
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To use the tree option, click the binoculars button at the right of the field :

Tleel Grid |

Select Jurisdiction

EE= verystate - 001 i’

FE FuLTONO - 000

L FULTONZ - 002

[ FULTONS - 002

-EIE gigcounty - 0101
[] ATLANTICCI - 0102
[] BRIGANTINE - 0102
[] BUENABORO - 0104
[] BUENAVISTA - 0108
[] CORBINCITY - 0108
[l EGGHARBORC - 0107
[l EGGHARBORT - 0108
[]ESTELLMANG - 0102

_EEFHlTnM"".n"" LI
Find: | Find MNext |
C'I-(l Cancel |

+ Advanced Selection - Table: The table option provides a listing of jurisdictions in
a table. Jurisdictions in the table can be sorted by column headers, or selected with
the standard Windows keyboard options:

» Shift Key: Hold down the Shift key and click a start row and end row (either
above or below each other), and select both rows, and all rows in between.

» Control Key: Hold down the Control key and click each row you want to select.

To use the grid option, click the binoculars button at the right of the field , then click
the Grid tab:

Treel Glidl

Select Jurisdiction
| Mame |

Qoo 001 FULTOMO i’

001 EveryState

0oz 001 FULTOMZ

003 001 FULTOM3

0101 001 BigCounty

0102 0101 ATLANTICCI

0103 0101 BRIGANTINE

0104 0101 BUEMABORO

0105 0101 BUEMAVISTA

0106 0101 CORBINCITY

0107 0101 EGGHARBORC

0108 0101 EGGHARBORT

n4nn n4n4 CoTCL L RAARLT LI
Find: Find Mext |

C'I-(l Cancel |

» Advanced Selection - Search: The advanced search dialog box includes a search
field, which you can use to locate a jurisdiction code or part of a code, or a

September, 2011 23



Text Search Property Records

jurisdiction name or part of a name. You can also click Ml to find the next
instance of the search item.

City Filter

The city filter enables you to select a city of interest. This filter can also provide any type
of sub-jurisdictional entity, such as communities, sub-divisions, or school districts. To
use the City filter, click the field, or click the arrow at the right of the field.

Click the City filter field, and
select the city of interest.

) G l ....... Roll Tax Year
Filter By o] Ay v -Any- (¥ Any ¥
Options Sort by: | Pand || Ascending ¥

Note: The City filter may be linked to the Jurisdiction filter. When it is linked, the cities
listed (or other sub-jurisdiction entities being used, such as school districts) are
all linked to a jurisdiction, and when a jurisdiction is selected in the Jurisdiction
filter, only the applicable cities display in the City filter.

Roll Filter

The Roll filter enables you to select a property records with a particular roll type. This
filter may provide roll groups rather than the individual roll types used by your
organization. For example, if your county uses ‘Fixed Vehicles’ and ‘Mobile Vehicles’ to
sub-divide taxable personal property, the two may be combined in the Roll filter as

‘Personal Property’. To use the Roll filter, click the field, or click the arrow at the right of
the field.

Click the Roll filter field, and
select the roll of interest.

_ City . @o_ll _____ Tax Year
Filter By --Any-- v i -Any- w0 Ay (v
Options Sort by: | Panid | |Ascending v

Note: Your administrator will be able to identify any roll groups in use in your
organization.

Tax Year Filter

The Tax Year filter enables you to select a property records in a particular tax year. The
available years depend on the role you are using, and the selections of your
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administrator. To use the Tax Year filter, click the field, or click the arrow at the right of

the field.
Click the Tax Year filter field, and
select the tax year of interest.
) City Roll _Tg)!_‘fear
Filter By rv— 2 e ay B
Options Sort by: | Parid | |Ascending v

Inactive Filter

The Inactive filter enables you to include inactive accounts in your search results. To
use the Inactive filter (to include inactive accounts in your search results), enable the

check box.
Enable the Inactive Accounts check box .
to include inactive accounts. :
. Jurisdiction Community Raoll Tax Year Inactive Ac:cquglg .
Filter By | o [-Any-—- =l [-any- =] [2008 =] o

Using the Sounds Like Search Option

The iasWorld administrator may make a Sounds Like search option available with
searches that include a name field. There are several different types of name field that
may be available, such as owner name, payer name, lien holder name, or lessee name.

When you use the soundex search option, you must create an entry that ‘sounds like’
the entire name you need to locate. For example, if you are trying to find a name that
sounds like John Neurath, enter ‘newrath, jon’, or ‘nurat, john’. If you enter ‘neurath’
‘newrath’ or ‘nurat’, your search results will include complete names that sound like
Neurath, such as ‘Newer, Beth’, or ‘New, Robert’.

To use the Sounds Like option on any search field, enable the Sounds Like check box,
then enter an approximation of the full name (surname, first name, middle name(s)) that
you want to locate:

MName newrat, john @Sounds Like

Type in: Lasthame FirstName

Using the Real Property Search

You can use a selection of key property record attributes - such as Parcel ID, owner
name, permit number, legal description, or land use code - to locate records using this
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search option. You can also combine attributes to create a more specific search - for
example, use a street name in combination with a sale date range to find all properties
on a street that were sold in a one-year period of interest.

In some organizations, the parcel ID is split into several separate fields, representing
the components of the parcel ID used. In these organizations, you can use each
available parcel ID field to search for property records. However, if you are able to
search several jurisdictions and they use different parcel ID formats, you must use the
jurisdiction filter to select only one jurisdiction (and one parcel ID format) for each
search.

Note: The case format of your entry - capital or lower case - is not recognized for this
search. If you use all lower case, names with capitals that match the letters you
enter are also returned.

To search using this option:

1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.

2. Click the Real Property (RP) menu item. The real property search page displays.
= Click any of the search fields and enter the .
= values you want to locate. .

Real Property
+ parcelo| Alternate 1D | " Owner #:] ;
Dwrlerll r Sounds Legall:l— Permit #:l— :
5 Owner 2| Like Legal 2: I— Subdivision #: I— :
: Address #:I ISuf‘f;I IDir ;I lm Bouk!Pagel—l— :
| 5thEt| ™ Include alternate addresses Luc: I :
Zip Cudel I ™ Include alternate names Nh'“hl '

3. In any of the available fields, enter the value you want to search for, with the
following options:

* Use an asterisk * before or after the contents of any field to use partial details
(i.e., enter Smi* to find all property records with owners whose names start with
SMI).

» Use a combination of attributes to create a more specific search.

* If you are searching for a corporation, enter the corporation name in the same
way itis registered (i.e., enter ‘1125 First Property Trust’ for a corporation legally
registered as 1125 First Property Trust).

Note: Forany of the text fields you can use multiple values. Enter one value, followed
by comma, then enter a second value (and optionally, continue with a third
comma and a third value, etc.) if you want to locate multiple values (i.e., enter
BIRCH,GRAND,LONG™" in the Street field to locate multiple streets). Note: Do
not use spaces when entering multiple values.

4. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.
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5. Click EEEE. Any property records that match your search criteria and filter

selections display in the search results table.

Using the Owner Name Search

You can use a complete name or a fragment of a name to locate records using this
search option.

Note: The case format of your entry - capital or lower case - is not recognized for this

search. If you use all lower case, names with capitals that match the letters you
enter are also returned.

To search using this option:

1.

Click the Property Records tab. The search options display as second-level options
on the top menu bar.

. Click the Owner menu item. The owner search fields display.

Click the Owner Name field and enter .
the name you want to find. .

- Search by Names *
- Owner Name

. In the Name Field, enter the name you want to locate, surname first.

+ Enter one name, followed by comma, then enter a second name, (and
optionally, continue with a third comma and a third name, etc.) if you want to
locate multiple owner names. (i.e., enter SMITH,SMYTHE,SMIT*). Note: Do not
use spaces when entering multiple names.

* Use an asterisk * before or after the name to use partial details (i.e., enter Smi*
to find all property records with owners whose names start with SMI).

» Use a single space between each name (i.e. surname -space- middle name
-space- first name: Jones John Paul)

» If you are searching for a corporation, enter the corporation name in the same
way itis registered (i.e., enter ‘1125 First Property Trust’ for a corporation legally
registered as 1125 First Property Trust).

. If required, select a value in any available filters to narrow the search results. Only

property records with the values selected in filters display in your search results.

. Click EE=. Any property records that match your search criteria and filter

selections display in the search results table.
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Using the Address Search

You can use a street number, name, type or even street compass direction to locate
property records using this search option. You can also use a fragment of a street
number or street name, combined with an asterisk, to locate records.

Note: The case format of your entry - upper or lower case - is not recognized for this

search. If you use all lower case, names with capitals that match the letters you
enter are also returned.

To search using this option:

1.

Click the Property Records tab. The search options display as second-level options
on the top menu bar.

. Click the Address menu item. The address search fields display.

Click the Street field and enter a street name, and
optionally, click the No. field and enter a number.

. Search by No Street *
. Address

. In any of the available fields, enter the value you want to search for, with the

following options:

* Number: Enter a street number. Use an asterisk * before or after the number
to use partial details (i.e., enter 11* to find all property records whose street
number starts with 11).

» Street: Enter a street name. Use an asterisk * before or after the street name
to use partial details (i.e., enter Sun* to find all property records on streets that
start with SUN). Enter one value, followed by comma, then enter a second value
(and optionally, continue with a third comma and a third value, etc.) if you want
to locate multiple values (i.e., enter BIRCH, GRAND,LONG* in the Street field
to locate multiple streets).

» Suffix: From the list, choose a street type.

+ Direction: From the list, choose a street compass direction.

Note: For any of the text fields you can use multiple values. Enter one value, followed

by comma, then enter a second value (and optionally, continue with a third
comma and a third value, etc.) if you want to locate multiple values (i.e., enter
BIRCH, GRAND,LONG* in the Street field to locate multiple streets). Note: Do
not use spaces when entering multiple values.

4. If required, select a value in any available filters to narrow the search results. Only

property records with the values selected in filters display in your search results.

5. Click IES&d. Any property records that match your search criteria and filter

selections display in the search results table.
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Using the Account Search

You can use a complete account number, or a fragment of an account number to locate
records using this search option.

In some organizations, you will see several fields that can be used to search for the
different parts of the account number. If your organization uses several fields, you
should follow the steps below, but you can enter part of the account number in any of
the available fields. If your organization uses different account number formats for
different jurisdictions, you must use the jurisdiction filter to select only one jurisdiction
(and one account format) for each search.

To search using this option:

1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.

2. Click the Account menu item. The account search field displays.
. Click the Account tab, and enter an
- Account ID.

. Search by Account ID *

» Account
. Enter all or part of the number

3. In the account field, enter an account number, or partial account number.

* Use an asterisk * before or after the number to use partial details (i.e., enter
100200* to find all property records with account numbers that start with
100200).

4. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.

5. Click X Any property records that match your search criteria and filter
selections display in the search results table.

Using the Advanced Criteria Search

You can use multiple, very specific criteria to locate records with this search option. The
criteria available to search with depend on what has been selected for the site, and may
change over time. Because of this, this help does not provide details of what each
criteria represents. If you have any questions about any listed criteria, contact your
administrator.

The standard search results criteria selected by your administrator may not include the
attributes you use to search with. You can enable a check box, ‘Show in results’, to
include the criteria you use to search in your search results listing. Each criteria will
display as a column, and each listed property record will display a value (if there is one).
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Depending on your organization, you may also have the option to save advanced
criteria searches. If you do have this option, you can copy the saved advanced
searches, re-use them as they stand, or re-use or re-save them after adjusting some
attribute values.

Creating an Advanced Criteria Search
To create an advanced criteria search:

1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.

2. Click the Advanced tab. The advanced criteria search options display.

. 1. Click the Criteria field and
select a criteria.

Property Records iRzspond | iMaintain

RP PP Advanced Sales Lists ArcG]S Map Search

Groups are not

. . available
. 2. Enter valuesin & —
S —_—

the criteria «  From:® 23-APR-2008

value fields. s .
................ To:. 22-APR-2009

Flease use DD-MMM-YYYY [ Showinre
3. Click Add. : I : T

3. Click the Criteria pull-down list arrow, and select the criteria you want to use. The
value field(s) for the selected criteria display.

4. Enter the values you want to use, and click M. The criteria name and the
values you entered display in the Current Search Criteria field.

Note: You can change the values you entered by clicking the criteria listed in the

Current Search Criteria field and clicking IIEZMM. After editing the values,
re-add the criteria to your selected list before saving the criteria search.

Note: Forany of the text fields you can use multiple values. Enter one value, followed
by comma, then enter a second value (and optionally, continue with a third
comma and a third value, etc.) if you want to locate multiple values (i.e., enter
BIRCH, GRAND,LONG* in the Street field to locate multiple streets). Note: Do
not use spaces when entering multiple values.

5. Select another criteria, enter values and add it to your selected list, as needed.

6. If required, enable the Show in results check box. When enabled, a check mark
displays.

7. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.
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8. Click IEXEN. Any property records that match your search criteria and filter
selections display in the search results table. If the Show in results check box was
selected, search results also list the values for each criteria used.

Saving an Advanced Criteria Search
To save an advanced criteria search:

1. After adding the criteria values to the Current Search Criteria box as described in the

section above, click B . The Save Criterias dialog box displays:

A
Saved Criterias: ISelect 'I
Load Delete
* 1. Enter a name S
. - Save current criteria
forthesaved = | = ssssa® d. H .h. ...........
— .
search. . B MySavedSearch ]
2. Click Save. Save *
Cancel

2. In the Save Current Criteria section, enter a name for your personal criteria search,
and click IIEXSM The personal criteria search is saved.

Note: You must reload the advanced criteria search to use it.

Loading a Saved Advanced Criteria Search
To load a saved advanced criteria search:

1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.

2. Click the Advanced menu item. The advanced criteria search options display.

3. Click . The Saved Criterias dialog box displays.

4. Inthe Saved Queries section, click the pull-down list arrow, and select the advanced
criteria search you want to use.

5. Click __Ltsad | The stored criteria and associated values display in the Current
Search Criteria field.

6. Click IES& to use your advanced criteria search to locate records.
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Copying an Advanced Criteria Search

You can create multiple advanced criteria searches that have slightly different values,
or a few different criteria, by copying an existing advanced criteria search. To use this
method to create a new advanced criteria search, you select an existing advanced
criteria search, make the criteria or criteria value changes you require, and then save
the search with a new name.

To create a new personal criteria search from an existing advanced criteria search:
1. Load the advanced criteria search you want to copy.

Note: To edit the values of an existing criteria, in the Current Search Criteria section,

click the criteria whose values you want to change, then click HEZM. The
existing criteria values display in the top Criteria List section. Edit the values as

necessary, then click to save the new values.
2. To add a new criteria, select the criteria from the Criteria pull-down menu, enter the

values you want to use, then click I The criteria is added to the Current
Search Criteria section.

3. To delete an existing criteria, in the Current Search Criteria section, click the criteria
you want to delete, then click Remove. The criteria is removed from the advanced
criteria search.

4. Click IEEEZH. The Saved Criterias dialog box displays.
5. In the Save Current Criteria section, enter a name for your new advanced criteria
search, and click JIEEXM . The advanced criteria search is saved.

Note: You must use a different name for the new saved advanced criteria search. If
you save it with the same name, it will overwrite the existing saved advanced
criteria search.

Using the Parcel ID Search

You can use a complete Parcel ID, or a fragment of a Parcel ID (such as the roll number
prefix) to locate records using this search option.

Note: In some organizations, you will see several fields that can be used to search
for the different parts of the parcel ID. If your organization uses several fields,
you should follow the steps below, but you can enter part of the parcel ID in any
of the available fields. However, if your organization includes several
jurisdictions and each jurisdiction uses a different parcel ID format, you must
use the jurisdiction filter to select only one jurisdiction (and one parcel ID
format) for each search.

To search using this option:
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1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.

2. Click the Parcel ID tab. The parcel ID search field displays.

. Click the Parcel ID tab, and enter a
- Parcel ID.

. Search by Parcel ID *
* Parcel ID

Enter all or part of the number

3. In the Parcel ID field, enter a parcel ID number, or partial parcel ID number.

* Use an asterisk * before or after the number to use partial details (i.e., enter
1002* to find all property records on roll 1002).

4. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.

5. Click EESE. Any property records that match your search criteria and filter
selections display in the search results table.

Using the Personal Property Search

You can use a number of personal property identification details, such as legal
description, lessee name, tag number, or owner name, or a fragment of information in
one of the available categories to locate personal property using this search option.

In some organizations, the parcel ID is split into several separate fields, representing
the components of the parcel ID used. In these organizations, you can use each
available parcel ID-part field to search for property records. However, if your
organization has several jurisdictions and each jurisdiction uses a different parcel 1D
format, you must use the jurisdiction filter to select only one jurisdiction (and one parcel
ID format) for each search.

To search using this option:

1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.

2. Click the Personal Property (PP) tab. The personal property search fields display.
 Click any of the search fields and enter the :
= values you want to locate. .

: Parcel ID I Lesseel PP Statl
Owner 1 | Alt. Tnx.: | VIND |
Owner 2 | NAICS | |

no I—Streetl— Tax Dist.l
[suff  =l]oir || ™ Include alternate addresses FEDID

September, 2011 33



Text Search Property Records

3. In any of the available fields, enter the value you want to search for, with the
following options:

* Use an asterisk * before or after the entered value to search for partial
information (i.e., enter 1002* in the Tag Number field to find all personal
property with a tag number that starts with 1002).

» Enter values in multiple fields to create a more specific search.

Note: Forany of the text fields you can use multiple values. Enter one value, followed
by comma, then enter a second value (and optionally, continue with a third
comma and a third value, etc.) if you want to locate multiple values (i.e., enter
SMITH,SMIT,SMITS* in the Lessee name field to locate multiple lessee
names). Note: Do not use spaces when entering multiple values.

4. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.

5. Click S Any property records that match your search criteria and filter
selections display in the search results table.

Using the Sales Record Search

You can use a sales value range (for example, between $100,000 and $200,000) a
sales date range (for example, between January 1, 2002 and January 31, 2002), or one
of the property identification criteria such as square feet, stories, year built or
neighborhood to locate property records using this option.

This search option provides a separate record for each sale located. If a property has
been sold more than once, and each sale meets your selection criteria, you will see
several separate records for the same property in the search results table.

Depending on your organization, you may also have the option to save sales criteria
searches. If you do have this option, you can copy the saved sales searches, re-use
them as they stand, or re-use or re-save them after adjusting some attribute values.

To search by sales record:

1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.
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2. Click the Sales menu item. The Sales search options display.

. 1. Click the Criteria field and
select a criteria.

Property Recoras

Owner RP PP Advanced Sales Lists cGIS Map Search
TEmreeaaaa e CriteriaZISaIe Amount j: Show Distinct Results: M
" 2' Enter Values In = e ——
the criteria " Fram: 120000 . Current search criteria
. —— -
value fields. . Bedrooms:2~3
................ To: =150000 = Duwelling S5 Ft:1200~1600

3. From the Criteria pull-down menu, select the sales criteria you want to use as the
basis of your search. The value field(s) for the selected criteria display.

4. Enter the values you want to use, and click B The criteria name and the
values you entered display in the Current Search Criteria field.

Note: You can change the values you entered by clicking the criteria listed in the

Current Search Criteria field and clicking IIEZMM. After editing the values,
re-add the criteria to your selected list before saving the criteria search.

Note: Forany of the text fields you can use multiple values. Enter one value, followed
by comma, then enter a second value (and optionally, continue with a third
comma and a third value, etc.) if you want to locate multiple values (i.e., enter
BIRCH, GRAND,LONG* in the Street field to locate multiple streets). Note: Do
not use spaces when entering multiple values.

5. Select another criteria, enter values and add it to your selected list, as needed.

6. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.

7. Click EEE. Any property records that match your search criteria and filter
selections display in the search results table.

To save a sales criteria search:

1. Select the criteria and you want to save, and add them to the Current Search Criteria
listing. When complete, the list of criteria values you want to save displays.

2. Click IEZEZM . The Saved Criterias dialog box displays.

3. Inthe Save Current Criteria section, enter a name for your sales criteria search, and
click IEEXZM The sales criteria search is saved.

Note: You must reload the sales criteria search to use it.

To load a saved sales criteria search:
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1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.

2. Click the Sales menu item. The sales criteria search options display.

3. Click IEZEZM . The Saved Criterias dialog box displays.

4. In the Saved Queries section, click the pull-down list arrow, and select the sales
criteria search you want to load.

5. Click - Ltead . The search values display in the Current Search Criteria field.

6. Click IEES to use your sales criteria search to locate records.

Using the Buffer Search

The buffer search option enables you to locate property records using their physical
proximity to the boundaries of a selected property record or property records. You can
create a buffer list from the results table, on any of the details pages, or on the Map
display. Note, however, that your system administrator enables the buffer search option
as required, so you may not necessarily find it in any of these locations.

Note: You must populate the results table using one of the other search methods, or
select a parcel on the search map option before you can use the buffer search
option.

To use the buffer search option:

1. Inthe results table, enable the select box beside any property record(s) you want to
use as the basis of a buffer search. When selected, a check mark displays.

2. In the search results table, in any row, click the Buffer icon: @ Note, this option
only creates a buffer list of the property record in the selected row. The Buffer Search
page displays.

-OR -

2. At the right of the any of the details pages, in the Search Manager, click ‘Buffer
Search New List". The Buffer Search page displays.

-OR -

2. Display a record on any of the details pages, then, at the right of the details page,
click the Buffer icon: @ The Buffer Search page displays.

-OR -

1. On the map display, select the property record(s) you want to use as the basis for a
buffer search.
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2. At the top of the map display, click the buffer selected icon: . The Buffer Search
page displays.

- THEN -

3. In the Buffer field, enter the buffer distance from the selected property records you
want to use to select additional property records.

4. As required, for the Include currently selected record(s) in list options, select Yes or
No. When selected, the option radio button displays a dark centre.

5. Click IESEN . Al property records within the buffer distance from your selected
property record(s) display (either on the map display, or in the results table).

Using the Neighborhood Search

The neighborhood search option enables you to locate property records their
neighborhood code. Only property records with a sales record in a pre-determined time
period (typically the last 18 months from the current date) are selected. This feature is
available in the search results list, on the details page and on the map display. Note,
however, that your system administrator enables the neighborhood search option as
required, so you may not necessarily find it in any of these locations. Because a
neighborhood is quite large in some instances, this option is useful if you need to start
with a broad search that you can subsequently refine.

Note: You must populate the results table using one of the other search methods, or
select a parcel on the search map option before you can use the neighborhood
search option.

To use the neighborhood search option:

1. Inthe results table, enable the select box beside any property record(s) you want to
use as the basis of a neighborhood sales search. When selected, a check mark
displays.

2. For any selected property record(s), click the neighborhood icon: Iﬁ . The
Neighborhood Sales search results page displays details of the selected property
record.

-OR -

1. At the right of any of the details pages, click the neighborhood icon: Iﬁ . The
Neighborhood Sales search results page displays details of the selected property
record.

-OR -

1. On the map display, select the property record(s) you want to use as the basis for a
neighborhood sales search.
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2. Atthe right of the map display, click the neighborhood icon: ﬁ . The Neighborhood
Sales search page displays details of the selected property record.

- THEN -

3. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.

4. Click 1EEE. Any property records that match your search criteria and filter
selections display in the search results table.

Using the Advanced Query Search

The advanced query search provides a special listing of property record details that are
obtained with an SQL-syntax query to the available IAS database tables. The tables
and views available to be queried and the fields in each table and view are listed on the
search page so you can enter SQL queries for specific tables, views and fields.

Note: This search option requires knowledge of SQL query language. Your
administrator may not have made it available to you.

To use the advanced query search:

1. Click the Property Records tab. The search options display as second-level options
on the top menu bar.

2. Click the Advanced Query menu item. The Advanced Query options display.

3. Optionally, from the Tables pull-down menu, select the table you want to query, or
select Views and select the view you want to query.

Note: Scroll through the list of associated fields to view the fields available in a table
or view. Click any listed field to see comments about the field contents, if
available.

4. In the query field, enter your SQL-syntax query.

5. At the bottom right of the Advanced Query page, click IEESEM. The results of your
query display in a table at the bottom of the Advanced Query page.
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Reviewing Property Record Details

The property records selected by your search display in the results list table. This
results list is stored while you are using the details pages to review property records:
you can return to it at any time from any details page. It is also shared with the details
pages: you can browse the records it contains from any details page, and the order in
which records are available on the details page is identical to the order in which they
are available in the search results list.

Property record search results may include documents or photos that have been
attached to individual property records using the iDoc iTool. Details about using iDoc
are found in the section Using iDoc.

This section includes the following topics about selecting and viewing property records:

Finding a Property Record in the Search Results List

Browsing Details About One Property Record

Sketch View Display Options

Map View Display Options

Browsing Through Records in a Cateqgory

Finding a Property Record in the Search Results List

Your search results are listed in the alpha-numeric order of the search option you used
to get them. For example, if your search was by owner name, “Smith A” the results
display Smith, Aaron before Smith, Alison. If your results include several records that
have identical details (for example, if you searched by street number with 11, and
several different property records on different streets with the same number were
retrieved), then they are secondarily sorted by the owner name.

If your results table includes more than the maximum number of records allowed on a
page (which is selected by your administrator), they are available on multiple pages.

You can switch between pages with the navigation options at the bottom of the results
table, as shown in the following illustration:

| Display the previous page | | Display a page | | Display the next page |
[

1 1
Fesults Fage: =<<Prev 1[2] 34567 HNext>>

Once you have located the property record you want to review first, click its parcel ID
number. The record details page opens and displays the first category of details
available, which is the top item on the left-hand menu bar.
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Browsing Details About One Property Record

The menu at the left of any of the details pages provides a complete listing of all pages
of detail available about property records for the role you are using. If you have access
to different roles, the options that display may be different for each role. To view the
details on a page, click the menu option.

. Click any of the menu items to view the associated details.

fasWorld USER: Kay Sing | ROLE: anages [id] | SIGN OUT | MY ACCOUNT | CONTACT US | HELP

ials .WOI‘Id | Akanda Home |

5 RP PP Advanced Sales Lists ArcGIS Map Search

.
. .
» Profile PARID: LO159G E00018 JUR: 000 I ,l
- " NEHD: 00606A10 ROLL: RP Tex vear| 2008
=|  Sales " TANNER BILLY L & MARY
= Residential - CURRENT RECORD
- egidentia L]
- ; " Parcel W 4]132 07133/ > M
- Commercial o Year 2008
Alt ID Return to Search Results
. . =
| e » Address 3125 YUKON DR Edit Current Record
= Permitz = Unit
= Comparables " City LAKELAND Iﬁ Meighborhood Search
. .o
- - Zip Code 38002- Comparable Sales
o| Sketch - Neighborhood 00606A10 - D0606A10
cless T
- . REPORTS
- ocee » Land Use Code 062-SINGLE FAMILY RESIDENCE
n Photos n Location - CS‘_"_ EprlI‘t Report =
| ArccSMa = Street Code 1-PAVED /1-CURES Mailing List Report
= : B il L/ Uil 2/ Ut 2 1-ALL PUBLIC/-/- Composite Report
" " SEE RE14 PRC Report x|
Legal
Legal Description WS YUKON DR SEE MAP D1-59GE

- = Frintable Summary
Tax District L

Subdivision Number Definition of Terms

Owners

e o= Joy  [swe Jcomn Jor |

TANNER BILLY L B MARY ARLINGTON TN 38002

Copyright () 1994-2010 Tyler Technelogies, Inc. All rights reserved.

On some pages, certain sub-sections of data may have more than one record
associated with them. For example, the sales history details may be stored in two or
three records for different tax years. When there is more than one record associated
with a sub-section of data, a small navigation box displays at the right of the sub-section
header, as shown in the following illustration:
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Click the arrow at either side to view another leaf.

Profile PARID: B0157N B00030 JUH: 000
NEHD: 00602D06 ROUL: RP
bk Sales TANNER JOSEPH P JR & SUSAN H
Residential SALES
Commerci
oBY 549792 $99,500 28-MAY-1993
, 545791 £94,198 23-MAY-13988
Permits
549750 587,000 09-MAY-1986
Comparables 549783 $63,000 17-1UL-1980
Sketch sanalinnsm
Documents Sale Details "4 3cf4 |k
Sale Kay 545790 feEmEmEEE
Photos
Sale Date 05-MAY-B6
ArcGlS Ma Sale F -
z -l 1 Sale Details UEEZY
Sale \| Sale Key 548730
Sale ¢ Sale Date 09-MAY-86
Sale 1| Sale Price $87.000
Sale t| Sale Type -
Sale i Sale Validity s8-8
Sale (| Sale Source -
Sale ¢ Sale Instrument Type WD-WARRANTY DEED
Sale Market valid -
Sale # of Parcels o]
Sale Grantor MILLER JAMES R B KARYL A
Sale Grantze BARKER DEMNIS B LYNN M

Sketch View Display Options

The sketch view provides a sketch of the main structure on the selected property
record. Any sketch with multiple areas includes a table at the bottom, which you can use
to display only one of the areas. To select one area, click the table row of the area:

< AD Main Building 1900 =
. Clickarowtodisplay ——— . & | GARAGEBRICK a4l
. only that area. : . A2 | OM | OPENMASONRY PORCH 70/
" Az | OP | OPENFRANE PORCH 75

. A4 | PT | PATIO CONCIMASONRY 75 &

Clidk"oh 3A tdnf th UEAISiCindepentdrtp. " = = = === === = =

If your administrator has enabled the Options panel, you can change the details
provided on the sketch, including whether a grid displays, and whether the building
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areas are shaded or simply outlined. To select different display options, click the options
tab and then disable or enable any display features you want to see:

Ena_ble the display [ hading ¥ oimensions

options you want to . . .
" see. . : ¥ Grid nterval I 1ft 'l ¥ Room Areas :
.................. . -

Sketch display options are as follows:

Sketch Display Options

Option Details

Shading When enabled, each area is filled with a color (the color
key is provided on the legend tab). You can only disable
shading when borders is on.

Grid Interval When enabled, a grid displays. Use the pull-down
menu at the right of this option to select how far apart
grid lines will be.

Borders When enabled, each area is outlined. You can only
disable borders when shading is on.

Dimensions When enabled, each line segment measurement
displays.

Note: The changes you make to the sketch display are discarded when you switch
to another page (for example, Sales details).

Map View Display Options

The map view option provides an aerial map view of the selected parcel, with the parcel
outline highlighted. The view provides multiple tools you can use to select, measure or
print details about the property record associated with the parcel of interest. For
complete details about using these options, see the rest of this section.
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Map Tools

P mmmmE s

» Map Tool Options
A EEEENEN LR B NN NNN]

PARID: 021027 00007 -l

NEBHD: 0OF02C02

SINGLETON WILLIAM I

Note: You can hover your selection arrow on any button above the map to view the
tooltip description of its function.

The Map tool options are as follows:

Map Tool Options

Item Details

Zoomin - click to view a smaller area of the map in more
O detail. Zooms in using the center of the view as the focal
point.

Zoom out - click to view a larger area of the map in less
SL detail. Zooms out using the center of the view as the
focal point.

Pan - click the button then click the display and drag
& away from the area you want to reveal.

Previous - click to return the view to the previous

£, location and zoom extent.
Next - click to re-display the view settings that were in
8 place before using the Previous button.

Show point / Show outline - click to view the active
, parcel as a pointer on the map, or with a red outline.
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Zoom to selected - click to view the immediate area of
) the selected parcel in more detail.

Select - click the button, then select one of the options
fi from the drop-down menu that displays. Note, you can
only select parcels associated with tasks.

By free-form area: & click this button, then click on
the map and, holding down your mouse key, draw the
area that contains the parcels you want to select.

By rectangle area: * _ click this button, then click on

the map and, holding down your mouse key, drag the
outline of the rectangle area that contains the parcels
you want to select.

By line: L click this button, then click on the map at
each point around the area that contains the parcels
you want to select.

Deselect - click the button, then select one of the
,fii, options from the drop-down menu that displays. Note,
you can only select parcels associated with tasks.

By free-form area: ¥ _ click this button, then click on

the map and, holding down your mouse key, draw the
area that contains the parcels you want to deselect.

By rectangle area: ¥ _ click this button, then click on
the map and, holding down your mouse key, drag the
outline of the rectangle area that contains the parcels
you want to deselect.

By line: ® - click this button, then click on the map at
each point around the area that contains the parcels
you want to deselect.

Measure length - click the button, then click the start
e point of the length you want to measure, and, holding
down your mouse key, drag the line that displays to the
end point of the length you want to measure. When you
release your mouse key, the distance measure displays
at the bottom of the map area.
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Measure area - click the button, then click the start point
a of the area you want to measure, and holding down
your mouse key, draw the outline of the area you want
to measure. When you release your mouse key, the
perimeter and volume of the area display at the bottom
of the map area.

Print or save - click the button, then in the dialog box
% that displays, select the print or save options you want
to use.

Map Contents Panel

PARID: 021027 00007 JUR: 00O
NEHD: 00702C02 ROLL: RP
SINGLETON WILLIAM

@1_@.@3@1@9 a ok 2 OsB e

- Map Contents

v County
# [ Recent_Sales
# [ sales_Ratio
Y BT values
I Street
' zetelite

Layer Transparency:

FOWERED EY i

~y S

Note: The specific contents and options in this Map Contents panel depend on your
organization and role. Because of this, the details provided below are generic.
For specific details about the options available to you, please contact your
iasWorld administrator.

Options to use the Map Contents panel are as follows:

Map Contents Panel Options

Item Details
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Expand/Collapse Group - click the + or - sign at the left

[~ Recent_Sales . . . .
of the group to view the items it contains.

= [ sales_Ratio
[ Sales Ratio COM
¥ Sales Ratio RES

Enable/Disable Option - click the check box to enable

BT the item. When enabled, the information is added to the

# ¥ values .
map display.
_ Set Layer Transparency - Click the Layer Transparency
Layer Transparency: . .
field and select the item you want to make more or less

Satellite -
@ transparent. When selected, the item name displays.

After selecting the item, click the slider arrow to make it
more or less visible on the map display. As you move
the slider arrow, the transparency of the layer changes
on the map.

Browsing Through Records in a Category

You can browse the details of records, in any one category, using the Current Records
navigation box. You can navigate among the records in a number of ways, as shown
on the illustration below.

Note: Hover your selection arrow on any of the navigation arrows to view the tooltip
description of its function.

Display the centents
of the previous record

Display the contents
of the next record

CURRENT RECORD

Display the contents

of the last record

Return to the Search
Results list

Display the contents
of the first record

You can also use the Return to Search Results link at the bottom of the Current Records
navigation box to return to your results list to select another record by name or any other
detail.

Note: You can view the details or several records at the same time by creating a new
browser instance of the record details page. With your search window open,
press Control+N.
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Printing Property Record Details

You can create and save a printable version of the property record details available on
any of the details pages. Depending on the features enabled for your system, you may
be able to print a summary report and a full details report. You can also save the print
version of a report in a location of your choice.

You may also have access to reports, which you can both save and print. These reports
are listed at the right of any of the details pages, in the Reports list pane. For details,

see Using Reports.
To print a standard or summary report:

1. Using the search options available in the Property Records tab, locate the property
record for which you want to print a standard or summary report.

2. On the search results list, click the property record for which you want to print a
standard or summary report. The property record Profile details display on the
Details page.

3. Atthe right of the Details page, click the Print Report link, or Print Summary link, as
required. The Print Record page displays details of the selected record.

4. From the top menu on the Print Record page, select File|Print. The selected property
record information is printed.

-OR -

5. If required, select File|Save As, and save the report in the location of your choice.
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4 Map Search for Property Records

/_—\

The map search feature provides an aerial view of a geographic area. The map display
is fully interactive. You can quickly and easily change the scale of your view, select and
zoom in on areas, and select individual property records. When you select an individual
property record, you will instantly be able to view summary details (such as owner
name or sale value) about it in the data panel.

The map search feature includes the following:

» Display Focus: You can zoom in on a map area by drawing a selection area. You
can then zoom in on a smaller area within the selected area, to the scale required.
You can zoom out, in clicks, by percentages of the displayed view. The full map view
button allows you to re-display the map at the highest available scale. The pan
option turns the pointer into a map drag tool, which you can use to drag the map in
any direction, so you can view hidden parts of the map.

* Map Contents: The Map Contents panel provides layers, which provide additional
information details overlays such as property ID’s, water bodies, or sub-division
lines. Some layers only become available when the display is at a low resolution -
for example, street names only display when streets are large enough for the street
name text to be visible. The layers available depend on your organization, and what
the iasWorld administrator has provided.

* Property Record Selection: The map display includes multiple tools that enable
you to select or deselect property records by clicking or drawing shapes directly on
the map. The Buffer select tool enables you to select property records by their
distance from the edges of the property record(s) you have already selected. You
can save selected parcels to a list.

+ Data Panel Property Record Details: Depending on what your administrator has
configured, the data panel can supply additional details about selected property
records such as last sale price or a tax history.

Buffer List Option: The map buffer list feature enables you to create a list by proximity
to the edges of the property record(s) you have already selected. For complete details
about creating a list using the buffer list option, see Using Lists.
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This section includes the following topics:

Locating and Selecting Property Records on the Map Display

Using Map Layers

Locating and Selecting Property Records on the Map Display

When the Map Search page first opens, the map that displays is at the highest level
available. Map display options that you can use to locate a property record include:

Zoom Options: There are several options available on the map display that you
can use to zoom in or zoom out:

* The Zoom Buttons in the map navigation panel enable you to zoom in or out
on the center of the map.

* The Zoom In tool enables you to draw the area you want to zoom in on. After
the area is drawn, the map re-displays only the selected area.

*+ The Zoom to Selected tool enables you to zoom in to any selected property
record(s). If you have selected several property records, the area that displays
is scaled to display all selected property records.

* If you are using a mouse with a wheel, the wheel will zoom in or out, at the scale
set for your computer mouse configuration.

* The Zoom Out tool enables you to click on the map display and zoom out by a
predetermined percentage (for example, 50%) from the center of the map.

Map Navigation: The pan options in the map navigation panel enable you to pan
the map north, south, east or west. The pan tool converts the pointer into a
drag-and-move tool, which you can use to drag the contents of the main map to
reveal sections that are currently hidden.

Display Details: The Map Contents panel provides layers options, which enable
you to add additional details to the map display, such as sub-division lines and
parcel ID numbers. The layers that are available depend on your organization and
the choices of your administrator. For details about changing layer information, see
the section below, Using Map Layers.

Selection/Deselection Tools: The selection tools enable you draw areas, shapes
or lines on the map display to select property records. The deselection tools enable
you to draw areas, shapes or lines on the map display to deselect property records.

Buffer Selection Tool: You can use the buffer tool to select parcels by their
proximity to already selected parcels. The buffer area tool enables you to click on
a point on the map display and select all parcels in the visual buffer area you create.

In organizations where data is divided into multiple jurisdictions, there may be areas on
the map display that contain data that you do not have permission to use. If you do not
have access to data in a jurisdiction, you will see the parcel outlines on the map, but
will be unable to select them.
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To use the Map Search tools, perform the following procedure:

1. On the iasWorld top menu bar, click the Property Records tab. The search menu
options display as second-level choices on the top menu bar.

2. Click the Map Search menu item. The Search Map tools display at the top of the map
panel:

Map Tools

gy
‘LD&\Ianta,r Cq\ra D f‘

‘ _l..‘.'-‘_-..!-:r F e M“ """
The Map tool options are as follows:

Map Tool Options
Item Details

Click the square on the bar and drag it up or down to
change the zoom extent. Higher on the bar zooms out,
# = while lower on the bar zooms in.

= M-
ek
1 il

—E Click the arrow at the top of the zoom bar to zoom out,
- or click the arrow at the bottom of the zoom bar to zoom
] in.

. Zoomiin - click to view a smaller area of the map in more
L | detail. Zooms in using the center of the view as the focal
point.

Zoom out - click to view a larger area of the map in less
=Y detail. Zooms out using the center of the view as the
focal point.

Pan - click the button then click the display and drag
away from the area you want to reveal.

Previous - click to return the view to the previous
€, location and zoom extent.

) Next - click to re-display the view settings that were in
¥, place before using the Previous button.
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Show point / Show outline - click to view the active
@ parcel as a pointer on the map, or with a red outline.

Zoom to selected - click to view the immediate area of
) the selected parcel in more detail.

Select - click the button, then select one of the options
fi from the drop-down menu that displays. Note, you can
only select parcels associated with tasks.

By free-form area: 0S - click this button, then click on
the map and, holding down your mouse key, draw the
area that contains the parcels you want to select.

By rectangle area: * _Click this button, then click on

the map and, holding down your mouse key, drag the
outline of the rectangle area that contains the parcels
you want to select.

By line: L click this button, then click on the map at
each point around the area that contains the parcels
you want to select.

Deselect - click the button, then select one of the
,f;x, options from the drop-down menu that displays. Note,
you can only select parcels associated with tasks.

By free-form area: G - click this button, then click on
the map and, holding down your mouse key, draw the

area that contains the parcels you want to deselect.

By rectangle area: ¥ _ click this button, then click on
the map and, holding down your mouse key, drag the
outline of the rectangle area that contains the parcels
you want to deselect.

By line: L click this button, then click on the map at
each point around the area that contains the parcels
you want to deselect.

Measure length - click the button, then click the start
point of the length you want to measure, and, holding
down your mouse key, drag the line that displays to the
end point of the length you want to measure. When you
release your mouse key, the distance measure displays
at the bottom of the map area.

fer
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Measure area - click the button, then click the start point
E. of the area you want to measure, and holding down
your mouse key, draw the outline of the area you want
to measure. When you release your mouse key, the
perimeter and volume of the area display at the bottom
of the map area.

Print or save - click the button, then in the dialog box

% that displays, select the print or save options you want
to use.

Using Map Layers

Map layers are listed in the Map Contents panel at the right of the map. The Map
Contents panel provides a listing of all available layers, and can be used to select the
details that are included on the map display. In this panel, only available layers can be
selected or deselected. Some layers are not available at certain map resolutions; by
changing the map resolution, you may see some layer options become active. Note,
because the layers used vary by organization, we are unable to provide specifics of
what details are available.

To change map layer information in the Map Contents panel:

1. Display the map at the resolution you want to use the layer with. If the layer check
box is grayed out, you must zoom in or zoom out on the map until it becomes active.

2. Click the Map Contents bar at the top of the map to display the Map Contents panel.
Map Contents Panel

: Map Contents Panel ;

LI R R ) -
PARID: 021027 00007 ] JUR: 00O
NEHD: 00702C02 ROLL: RP
SINGLETON WILLIAM

e s@an? g hOd B O

'+ Map Contents b
|

v County
O Recent_Sales
[ Sales_Ratio
[ values
I Street
V! Satelite

1 Layer Transparency:
|
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Options to use the Map Contents panel are as follows:

Note:

Item

O Recent_Sales

= [ sales_Ratio
[ Sales Ratio COM
¥ Sales Ratin RES

7 Sales_Ratio
# [V values

Layer Transparency:
Satellite -

Map Contents Panel Options
Details

Expand/Collapse Group - click the + or - sign at the left
of the group to view the items it contains.

Enable/Disable Option - click the check box to enable
the item. When enabled, the information is added to the
map display.

Set Layer Transparency - Click the Layer Transparency
field and select the item you want to make more or less
transparent. When selected, the item name displays.
After selecting the item, click the slider arrow to make it
more or less visible on the map display. As you move
the slider arrow, the transparency of the layer changes
on the map.

The specific contents and options in this Map Contents panel depend on your
organization and role. Because of this, the details provided below are generic.
For specific details about the options available to you, please contact your
iasWorld administrator.
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5 Using iDoc

/"——\

The Details pages includes a Documents option if you have permission to download
and view documents, and a Photos option if you have permission to download and view
photos. Any documents or photos attached to a property record are visible, and can be
selected to download, when the property record is displayed. You may also have
permission to upload additional documents or photos, and edit or delete existing
documents or photos.

You may also have access to the iDoc Search iTool. This tool provides the option to
move documents or photos from one property record or another, to create a copy of a
document or photo and associate it with any property record, and a search option, in
addition to the standard iDoc options.

The documents and photos pages include three options to simplify locating documents
or photos; a sort option, filter options, and the document or photos listing type option.
The sort option enables you to display documents in groups that simplify locating an

individual document, such as grouped by type. The filter option provides an advanced
column filter for each column, which you can use to view documents with a particular
attribute, such as the date on which they were created. The listing type option enables
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you to view documents as tiles or in a detail table, and view photos in a filmstrip, as tiles,
or in a detail table.

L}
» iDoc interface, accessed with the Documents :
» option in the Details menu. .
A E EEEEEEEEEEE NS S EEEEEEEEEEEEEEEEE e ES
fasWorld USER: Kay Sing | ROLE: [ Assessor |R@l| | SIGN OUT | MY ACCOUNT | CONTACTUS | HELP
[.as world Akanda Home | Public Conatct Us
Parcel Owner Address RP PP Advanced Sales Map Search Lists
Profile PARID: 002 02700 000 JUR: 053
N A wémmsmssssssssssseeanannmns ROLL:RP 'y [ 301286 |+ M
saes Pt Document management options ~ §  2383BUTTERMILKRD o Comlme o
Residential  iEEEEEsEEEEEEEEEsEEEE e .. [ Edit Current Record
Commercial . — — 0
' y I en || &= Tile 3= Detail | »
OBy (R New Edit & Op: i
Permits : g 1| i:
Land E R s s EEsESEsEsEEEEEEy

Drag = column hesder and drop i hers o group by thy Documents listing e

Full Legal

Agricultural Created By T

Tax History Assessment 2008 002 02700 000 Scanned Assessment 20089 2009 Historical = Kay Sing 269.90 KB
Values Assessor Motes Appeal 2010 002 02700 000 Assessor Notes docx 2010 AppeallMs | Kay Sing 9.89 KB
BT Reviewer Notes Appeal 2010 D02 02700 00D Tax Appeal Notes.docx | 2010 | AppealiMS | Kay Sing 9.85 KB
Sketchh === | e m i m e e e e e s e e m e mmmmmmm=esmm=ssee; e e m == s m = mm === === ==

» Documents
Documents
Photos
Pictometry
Map
FWRs

Incidents

- :

Note: You may not have permission to use any of the options described in this
section. If an option is not available, the access button will be grayed out.

For details about using documents or photos, see the following topics:

Locating a Document or Photo

Downloading a Document or Photo

Adding a New Document or Photo

Changing Document or Photo Properties

Deleting a Document or Photo

Using the iDoc Standalone iTool

Locating a Document or Photo

There are several options available to help you locate a document or photo in a large
list. To begin, the Views options provide different types of access. The Details table
includes multiple data details about each document, created specifically for your
organization. You can also use the tiles view, which contains summary details about
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each document, and for photos options, a filmstrip, which contains a thumbnail view of
each image.

To select a different view option, click the view type in the views area of the top ribbon:

© New  Edit 3§ Delete J Open } & Filmstrip 5= Tile {2 Detail

| i |

Note: The Filmstrip option is only available with Photo Type listings.

This section includes the following topics about locating documents and photos using
sort and filter options:

Sorting Documents or Photos in the Details Table

Using Column Filters in the Details Table

Sorting Documents or Photos in the Details Table

One way in which you can locate documents or photos in the details table is to resize
a column so you can see more of the information it contains. As you hover your cursor
over the edge of a column header, a two-headed arrow displays. When you see this
arrow, you can click and hold down your mouse key, and drag the column edge in the
direction desired:

1 Drag Column Cursor |

© New * Edit 3§ Delete Jb Open||| 5= Tile ZE Detail

Crag a column header and drop it here fo group by fhat column

Name T Created By T | CreatedOn T

Appeal Review 200%.docx Kay Sing 32011

The documents or photos table can be sorted using column headers. If you click the
header once, the table is sorted in ascending order by that column value (lowest value
first), and if you click the header again, the table is sorted in descending order (highest
value first):

+ Selected Column Header (descending order) 1

© New o Edit 38 pelete J Open || 52 Tile 3 Detail

Drag a column header and dijep it here to group by that column

.‘-,‘!' Assessment Notes 2010.docx Kay Sing 3201
‘ .“!‘ Assessment Notes 200%.docx Kay Sing 3201

.‘-,‘!' Appeal Review 2010.docx Kay Sing 3201

‘.“!‘ Appeal Review 2009.docx Kay Sing 3201
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You can also sort the documents or photos in the details table to display in groups
defined by any column. To organize documents by column value(s), you drag the
column header into the gray bar at the top of the top of the details table. As you drag
the column header up into the gray bar, it continues to display, slightly translucent, as
shown:

1+ Column Sort - Drag Mode

) New  Edit $ Delete Jb Open || 52 Tile 2= Detail

Crag s CO|LII'I'I:'I "Sategony

T |Parcelld T |Card T

.‘-! Appeal Review 2009 docx 001001 BOOO19 1

| .‘! Appeal Review 2010.docx 001001 BOOD19 | 2

When you release your mouse button, the details table is refreshed, and documents or
photos are sorted and grouped using the selected column:

© new o Edit 38 delete J Open || 52 Tile % Detail
| | |
Grouped by: ::
Name T |Parcelld T [Cad T
~ Agnal
~ General Correspondence
~ Historical
o "

You can also add additional sort columns (in the same way, by dragging the column
header into the top gray bar), and define the order in which they sort and group
documents or photos.

In the example below, you can see the relationship between the two sort columns
selected; the Category column is the primary sort value, and the Created On is the
secondary sort value:

: Sort Column Relationship Indicator ;

) New " Edit $§ Delete J} Open || 5= Tile == Detail
Grouped by: , Created On
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With the two sort columns in the primary/secondary relationship shown, the contents of
the details table are sorted as shown here:

+ Primary Sort - |
+ Category .

+ Secondary Sort -
» Created On '

© New  Edit 3§ Delete ]} Open || & Tile 1Z= Detail |
Grouped by: . Created On
Name T [Parcelld T |Card T
. ~ Aerial
~ General Correspondence G
[ .- n
~ 3712071 o
~ 31812011 .
A Hist-or-ic:al --------------------------
4] il

You can change the order of the primary/secondary sort columns (and additional sort
columns, if applicable) by dragging the columns to the position you want. In the
example below, the secondary sort column is being dragged into primary position:

Drag the column header to the position in
the sort where you want to apply it. .

e L

| © New

* Edit $§ Delete J Open || 5= Tile

Sy “
3 Created On

‘£E Detail

walegory

T |Parcelld T

After you release the column header in the top gray bar, documents or photos are
re-sorted based on the new primary/secondary sort values, as shown:

i+ Primary Sort -

Column Sort Order E

Rt EEnrhtE

* Edit $€ Delete JL

© New

T |Parcelld T

pen || &2 Tile IEE Detail |

| Mame

« Created On

Secondary Sort -

~ 372011 :

Category

v General Correspondence

+ Historical

v 382011
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When the details table is being sorted by columns in the gray bar, you can expand any
of the groups and view details. To expand the group, click anywhere in the parent row:

Click the parent row to view details of

1 the tasks in the group

© New o Edit 3§ Delete {I Open

ZZ Tile ZEE Detail

Grouped by: »

~ 3712011

oo |

T (Parcelld Y |Card T

~ Agrial

~ General Correspondence

|| i Assessment Notes 2010.docx 001001 BOOO19 5

w Historical

v 382011

l

After sorting the documents or photos in the details table, you can return the listing back
to the original order by clicking the refresh button, located at the bottom right of the

table:

I Reset Button 1|

T |CreatedBy T |CreatedOn T | Title

Appeal Review 2008.docx Kay Sing 1712010 2009 AssessmentRev | Historical

Appeal Review 2010.docx Kay Sing 172011 2010 AssessmentRev | Historical

Agsessment Notes 2009, docx | Kay Sing 1712010 2009 Notes Aenal

Agsessment Motes 2010.docx | Kay Sing 172011 2010 Notes General Correspondgnce

Using Column Filters in the Details Table

Column filters are available for each column in the details table. The column filter
provides several value fields that can be combined with conditions. For example, to
display only documents or photos created on the 1st of July, you open the Created On

filter, enter 7/1 in the value field, and select the condition ‘Contains’.
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To open a column filter, simply click the pin icon at the top right of the column:

1 Open Column Filter |

@ New " Edit 3§ Delete JJ Open || 5= Tie 1=E[Detail

Crag a column header and drog it here fo group by that column

Name: T |Parcelld . T !CreatedBy T | CreatedOn T

. .'-T Assessment Motes 2010.docx 001001 B0O0019 Katy Singleton 3/7/2011

FE EEEEEEsEssEEEEEEEy .SelectN| E

[ ] H [ J—
+ Item Select Options ; ' 5 372011 |:
lShow rows with value that

v First-level Filter —

1 Conditional Join —

: Second-level Filter j

Options for the column filter are as follows:

Filter Options
Item Details

Item Select Box Enable the items you want to display in the details table,
and disable the items you want to hide:

Select All
2000 AssessmentRev
2009 Capital Rev
2000 Insp Notes
2009 Notes
2010 AssessmentRev
2010 Notes
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First-level Filter

Conditional Join

Second-level Filter

Click the Is equal to selection field and select one of the
filter values:

Show rows with value that

ls equal to -

Is equal to

Is not equal to
Starts with
Contains

Does not contain
Ends with

Then enter the text or numbers the filter should be
applied to in the entry field:

Show rows with value that
| Starts with -

Click Fller — to filter using the first-level filter, or
enter a conditional join and second-level filter value.

Click the And selection field and select one of the
conditions:

And -
And
Cr

And: Must satisfy both first-level filter value and second
level-filter value.

Or: Can satisfy either the first-level filter value or the
second-level filter value.

Click the Is equal to selection field and select one of the
filter values:

Is equal to =

Is equal to

Is not equal fo
Starts with
Contains

Does not contain
Ends with

Then enter the text or numbers the filter should be
applied to in the entry field:

Show rows with value that
| Starts with 2
|G02
|Or v|
Is equal to 2
{ B0 aal:
| ——rv—| —=—
Click Filter to view your results.
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After filtering the documents or photos in the details table, you can return the listing
back to the original order by clicking the refresh button, located at the bottom right of
the table:

T |Created By T |CreatedOn T | Title T |Category
* | Appeal Review 2009.docx Kay Sing 172010 2008 AssessmentRey Historica
| & | Appeal Review 2010.docx Kay Sing 172011 2010 AssessmentRev Historica
| i® | Assessment Notes 2008 docx | Kay Sing 172010 20089 Notes Aenal
| & | Assessment Notes 2010.docx | Kay Sing 172011 2010 Notes General Correspondgnce
0l i I

Downloading a Document or Photo

When you download a document or photo, you create a personal copy, which you can
use as required. Downloading a document or photo does not affect the original, which
will continue to be available to other iasWorld users.

Note: This section describes downloading a document or photo in PRM. The process
is identical in the iDoc iTool (iDoc Search), but locating a property record or transaction
ID is different. For details, see Using the iDoc Standalone iTool.

To download a document or photo:

1. Complete a search to locate the property record that includes the document or photo
you want to download.

2. Select the property record in the search results list. The selected property record
displays on the Profile details page.

3. In the details menu at the left of the page, select the Documents or Photos option to
view documents or photos associated with the property record.

4. Inthe document or photo list, click the document or photo you want to download. The
document or photo details are highlighted.

5. At the top of the document or photo page, click + 2P

displays.

. The download dialog box

Note: The type of dialog box that displays depends on your system.
6. As required, select the location in which you want to save the document or photo
using the available options.
Adding a New Document or Photo

If your administrator has provided you with the ‘Create’ access permission, you can add
(upload) documents or photos to property records. When you add a new document or
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photo, you attach it to a property record with a selection of attributes that simplify
identifying and/or locating it. For two attributes you select, the tax year and document
type, you are also creating access security; users in roles without access to the
selected tax year or document type will be unable to access the document or photo. All
uploaded documents or photos are also automatically stamped with the date and time
they were uploaded, and your iasWorld user name.

The Photos option provides a thumbnail of uploaded images, while the Documents
listing provides data details only. You can upload photos or other image types into any
of the document categories, and upload documents into the Photo category. If you
upload an image into a document category, it will only be available to view or download
in the Documents listing, which does not have a filmstrip view option. If you upload a
document into the Photo category, it will be available to view or download in the Photos
listing. All images or documents will display correctly for users when they are
downloaded, whatever category they are uploaded into.

Note: This section describes adding a document or photo in PRM. The process is
identical in the iDoc iTool (iDoc Search), but locating a property record or
transaction ID is different. For details, see Using the iDoc Standalone iTool.

To upload a new document, click the New option, ;
enter the document details, and click Save. .

fasWorld USER: Kay Sing | ROLE: | . Bd| | SIGNOUT | MYACCOUNT | CONTACTUS | HELP

ias world Akanda Home | Public Conatct Us

Property Records Activity Center iMaintain

Parcel Owner Address RP PP Advanced Sales Map Search Lists

Profile PARID: 002 02700 000 JUR: 053 CURRENT RECORD
NEHD: AO1 ROLL: RP M 4 > M
Sales PITTMAN JAMES HOWARD ETUX 2585 BUTTERMILK RD ,%
. . eturn to rch Results
A ; . Edit Current Record
Commercial ::7 Edit Document >4
e t @ New /" Edit
" W
s & 002 02700 000 Tax Appeal Notes.docx E:#!
Permits B = m = moa ‘j
ST I Y =
Land Drag a column heasder and
Full Legal e s amt Turme |
Document Type Parcel Document A | .
Agricultural o pbry | CreatedBy Y |Size T
Tax History Assessment 2008 ) cal Kay Sing 260.90 KB
002 02700000
Values |Assessor Motes Apg - VIMS | Kay Sing 9.50 KB
Ju * 053
SITIITE |Re\:iewer Notes Apg VIMS | Kay Sing 9.56 KB
Sketch Tax Yea | 2008
» Documents ard *
Card 1
Documents
Category * |Aer'a| - |
Photos
Pictometry Fields marked with * e R [T
are mandatory Save | | Cancel |
Map “ e I ——
FVRs

Incidents

- )

To add a new document or photo to a property record:

o!l

64 Tyler Technologies Appraisal & Tax Solutions



Property Records Management User Guide

1. Complete a search to locate the property record to which you want to attach a

document or photo.

2. Select the property record in the search results list. The selected property record
displays on the Profile details page.

3. In the details menu at the left of the page, select the Documents or Photos option.

4. At the top of the document or photo page, click | @ ¥ . The select dialog box

displays.

Note: The select document or photo dialog box that displays depends on your system

configuration.

5. Using the options in the select dialog box, locate and select the document or photo
that you want to upload. Once selected, the upload dialog box displays:

Edit Decument X
Main PIN.pdf E?
LY
Document Type | Parcel Document b |
Doc Date 372172011 1
Parcel Ig 001001 B3OO19
| 00
| 2008 [
| 15
ego |Aer'a| bt |
| save ||cancel |

The typical upload document options are as follows:

Upload Document Options

Option

Details

Document Type

Select the document type that the document or photo is
associated with.

Note: The same type must be selected for the
document or photo to be visible for other users.
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Tax Year If required, click the Tax Year field, and in the list that
displays, select the tax year that the document or photo
is associated with.

The same tax year must be selected for the document
or photo to be visible for other users.

Card If required, click the Card field, and enter the number of
the card that the document or photo is associated with.

Category If required, click the Category field, and in the list that
displays, select the category that the document or
photo is associated with.

Title Click the Title field, and enter a title for the document or
photo.
Jur This field will typically be auto-filled. If it is not

auto-filled, click in the field and enter the jur of the
property record you are adding the document or photo
to.

Parcel ID This field will typically be auto-filled. If it is not
auto-filled, click in the field and enter the Parcel ID of
the property record you are adding the document or
photo to. You must use the format (including spaces)
used for the Parcel ID, or your upload request will fail.

6. At the bottom of the upload form, click | save | The document or photo is

uploaded, and displays in the document or photo list for the selected property
record.

Changing Document or Photo Properties

The Properties dialog box provides the system-supplied details about the document or
photo that cannot be changed (such as the date on which the document or photo was
uploaded, and the parcel ID that it is associated with), and user-supplied details that

may be editable. Fields can be configured to be read-only, which means that, even if
you have permission to edit the document or photo type, you will not be able to make
changes to some fields.

Note: This section describes changing document or photo properties in PRM. The
process is identical in the iDoc iTool (iDoc Search), but locating a property record or
transaction ID is different. For details, see Using the iDoc Standalone iTool.

To change document or photo properties:

1. Complete a search to locate the property record that includes the document or photo
for which you want to change properties.

2. Select the property record in the search results list. The selected property record
displays on the Profile details page.
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3. In the details menu at the left of the page, select the Documents or Photos option.

4. Display the document or photo for which you want to view or change properties,
using the steps described in the section Locating a Document or Photo above.

5. Inthe document or photo list, click the document or photo for which you want to view
or change properties. The details are highlighted.

6. At the top of the document or photo page, click - = . The properties dialog box

displays.
Edit Document X
Main PIN.pdf E?
LY

Document Type | Parcel Document - |

Doc Date 3/21/2011 1

001001 600019

Jur 000

Tax Year | 2008 H

Card | 1 H
Categon |A.er'a| = |

| save ||Cancel |

Document properties options are as follows:

Upload Document Options

Option Details
Document Type Cannot be changed.
Created By Cannot be changed.
Created On Cannot be changed.
Category If required, click the Category field, and in the list that

displays, select the category that the document or
photo is associated with.

Title If required, click the Title field, and enter a title for the
document or photo.

Parcel ID This field is typically locked. If you have permission,
click in the field and edit the Parcel ID number as
required.
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Tax Year If required, click the Tax Year field and select a tax year.
Note, changing this value may hide the document or
photo from some users, as restrictions on viewing
documents or photos are based on type and tax year.

Card If required, click in the Card field and enter a card
number.

7. At the bottom of the Document Properties form, click | save | The changes to the

document or photo properties are saved and display in the document or photo list
for the selected property record.

Deleting a Document or Photo

When you delete a document or photo, it is permanently deleted from iasWorld. Any
copies downloaded and saved will not be affected.

Note: This section describes deleting a document or photo in PRM. The process is
identical in the iDoc iTool (iDoc Search), but locating a property record or transaction
ID is different. For details, see Using the iDoc Standalone iTool.

To delete a document or photo:

1. Complete a search to locate the property record that includes the document or photo
you want to delete.

2. Select the property record in the search results list. The selected property record
displays on the Profile details page.

3. In the details menu at the left of the page, select the Documents or Photos option.
4. Select the document or photo you want to delete. When selected, the document or
photo is highlighted.

% Delete

5. At the top of the document or photo view area, click . A prompt displays,
asking you to confirm you want to delete the selected document or photo.

6. Click Y5 | The document or photo is permanently deleted from the document
or photo list for the selected property record.

Note: Depending on your system configuration, you may only be deleting the copy
available for the selected property record, or, you may be deleting the
document or photo from your entire system. Please consult your system
administrator for details.

Using the iDoc Standalone iTool

The standalone iDoc iTool provides three additional options; to copy documents, to
move documents from association with one parcel ID or transaction ID number to
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another, and to use a search option to locate documents or parcels. Within the iDoc
iTool, you work with the documents or photos associated with one property record or
specific transaction ID number at a time.

Note: You may not have permission to use any of the options described in this
section. If an option is not available, the access button will be grayed out.

This section includes the following topics:

Open Documents in the iDoc Search iTool

Copying a Document or Photo

Moving a Document or Photo

Open Documents in the iDoc Search iTool

To use the iDoc tool, you must locate a single parcel ID or other unique transaction 1D
to work with the documents or photos associated with it. You must know the exact
parcel ID or transaction ID number to retrieve the documents or photos you want to use.
If necessary, you can find a parcel ID number using the text search options, described
in the sectionText Search for Property Records.

To open the iDoc iTool, click the iDoc Search option in the top iasWorld menu:

USER: Kay Sing | ROLE: | Assassor o] | SIGN OUT | MY ACCOUNT | CONTAT US | HELP

| Akanila Home |
LT Property Records Activity Center m

The search can only be applied to one parcel or transaction ID and one document or
photo type at a time. In order to search, you must enter the parcel or transaction ID and
select the document or photo type of the document or photo you want to locate:

iDoc Search

Parcel or Transaction

. it 1 Document or Photo
' D Field T

Type for Search

-
]
]
]
]
]
]
]
]
]
—
]
]
]
]
]
]
]
]
]
"
.
]
]
]
]
]
-
]
]
]
]
]
]
]
]
]
]
]
"

To locate all documents or photos in a document type for a parcel or transaction ID:
1. On the top menu, click the iDoc menu option. The iDoc iTool opens.

2. In the Find field, enter the parcel or transaction ID associated with the document(s)
or photo(s) you want to locate.

3. At the right of the Find field, click the document type field, and from the drop-down
list of documents that display, select the document or photo type that includes the
document(s) or photo(s) you want to locate. When selected, the document or photo
type name displays.
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4.

At the right of the Find field, click |$|. All documents or photos in the selected
document or photo type associated with the parcel ID or transaction ID display.

Copying a Document or Photo

The copy option is only available in the iDoc iTool. When you copy a document or photo,
you provide the parcel or transaction ID and jurisdiction code where you want to put the
copy. The copy is identical to the original, including the card number, document type,
and document category.

To copy a document or photo:

1.
2.

On the top menu, click the iDoc menu option. The iDoc iTool opens.

In the Find field, enter the parcel ID or other unique transaction ID associated with
the document or photo you want to copy.

. At the right of the Find field, click the document type field, and from the drop-down

list of documents that display, select the document or photo type that includes the
document or photo you want to copy. When selected, the document or photo type
name displays.

. At the right of the Find field, click |$|. All documents or photos associated with the

parcel or transaction ID in the selected document or photo type display.

. Inthe listing of documents or photos, click the document or photo you want to copy.

The document or photo is highlighted to indicate it is selected.

Copy
. In the Actions section at the top of iDoc, click . The copy document dialog

box displays.

In the parcel or transaction ID field, enter the parcel or transaction ID where you want
to create the copy.

Inthe Jur field, enter the jurisdiction code of the property record or transaction where
you want to create the copy.

. Note: You must exactly match the parcel ID or transaction ID and jurisdiction code

where you want to create the copy. If you do not, the document or photo will not be
copied.

10.Click @K | The document or photo is copied to the selected property record or

transaction.

Moving a Document or Photo

The move option is only available in the iDoc iTool. When you move a document or
photo, you provide the parcel or transaction ID and jurisdiction code where you want
to move it. The document is moved with all the original settings, including the card
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number, document type, and document category. The moved document is no longer
available for the original parcel or transaction ID.

To move a document or photo:

1.
2.

On the top menu, click the iDoc menu option. The iDoc iTool opens.

In the Find field, enter the parcel or transaction ID that includes the document or
photo you want to move.

. At the right of the Find field, click the document type field, and from the drop-down

list of documents that display, select the document or photo type that includes the
document or photo you want to move. When selected, the document or photo type
name displays.

. At the right of the Find field, click E'. All documents or photos associated with the

parcel or transaction ID in the selected document or photo type display.

. Inthe listing of documents or photos, click the document or photo you want to move.

The document or photo is highlighted to indicate it is selected.

2 Move .
. In the Actions section at the top of iDoc, click . The move document dialog
box displays.
. Inthe parcel or transaction ID field, enter the parcel or transaction ID where you want

to move the selected document or photo.

. Inthe Jurfield, enter the jurisdiction code of the property record or transaction where

you want to move the document.

Note: You must exactly match the parcel or transaction ID and jurisdiction code where

9.

you want to move the document. If you do not, the document or photo will not
be moved.

Click |_9€ | The document or photo is moved to the selected property record or
transaction.
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6 Using Reports

The Details page includes a Reports pane at the right of the page. The reports available
in the Reports pane depends on your organization. You can print these reports, or save
them in a location of your choice. In addition to iasWorld report options, you may also
have access to IAS reports.

To create and print a standard iasWorld report:

1. Using the search options available in the Property Records tab, locate the property
record for which you want to create a report.

2. At the right of the Search Results page, in the Reports pane, click the report you

want to create and print, and click E The selected report displays in a new

window .

fasWorld

iasWorld

- Profie
Sales
Residential
Commercial
0BY
Permits
Comparables
Sketch
Documents

Photos

ArcGIS Map

Click one of the report options, then click .
the Go button. y

USER: Kay Sing | ROLE: | ACX Manager ﬂ| | SIGN OUT | MY ACCOUNT | CONTACT JS | HELP

| Akand 3 Home |

PARID: 014006 00003

RP PP

Advanced

Sales Lists ArcGIS Map Search

JUR: 000

NBHD: 00708EG6

TANNER ACQUISITION CORPORATION

Tax Ya r|2[m8 vl

CURREN T RECORD

ROLL: RP

Parcel
H 4 L |
Year 2008 10 ofj133
Alt 1D HI-2 Return to Sedrch Results
Address 0 E.H. CRUMP BLVD Edit Curregt Record
Unit
City MEMPHIS Iﬁ Neighborhgod Search
Zip Caode 38126- ~
i Comparsbfe Sales
Neighborhood 00708E&S - O0708EGE
Class C-COMMERCIAL . EOPT B—"
Land Use Code 000-000 . 1 TS -
Location 3-3 u |Czv Export Report a5
Street Code - /- = |Mailing List Report Ll
Uil 1/ Util2/ Uil -f-f- = |Composite Report L
= |PRC Report |-
. .
Legal F E -
- .
Legal Description NS PROVINE TO E H CRUMP BLVD 97.2 FT E OF ORLEANS s m o EEEEmE®E@=ES=
Tax District o

Subdivision Number

é Printable Summary

Owners

Definition of Terms

e lges oo Jowe Jcown [or

TANNER ACQUISITION CORPORATION

MEMPHIS TN 38134
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3. From the top menu on the report window, select File|Print. The selected report is

printed.
-OR -

4. From the top menu on the report window, select File|Save As, and save the report

in the location of your choice.

To create and print an IAS report:

1. Using the search options available in the Property Records tab, locate the property

record for which you want to create a report.

2. Attheright of the Search Results page, in the Reports pane, click IAS Report(s), and

click . The Select a Report dialog box displays:

Select a Report
AAL118: TRANSFER LIST BEING GEMERATED

AA400: AA END OF YEAR ROLLOVER
AAADL: AA Batch Calc

ARADZ: AA403 ROLL OF SYS TAELES
AL408: AA COUNT OF ACTIVE PARCELS
AASODOTNSHE: C&I SALES EXTRACT
AASOLITNSHE: C&l SALES EXTRACT-NBHD
AASOSTNSHE: UPLOAD TO IDLIST
AASI10TNSHE: ABSTRACT TRACKING
AASZO0TNSHE: ASSESSMENT TOTALS
AAS25TNSHE: ANSWER CENTER TRACKING
AADSONS: AASSONS

: Valuation Totals

P WALUATION TOTALS

: Reappraisal Cost Table Print

: Reappraisal Mo Land Values

. Reappraisal No Building values

: Reappraisal No Land/Bldg

: Appraisal Variance Report

: Abatement List

: Dwelling Without Address Nao.

Spool File Name: —Ta.x Year: AT
Run Report View Report Status Close

4]

]

| &3 Lacal intranst

3. In the Select a Report dialog box that displays, selec the report you want to

generate. When selected, the report is highlighted.

4. Inthe Report Field Name field, enter a name for the report you want to generate. The
name you enter will be used to identify the report when it is generated.

5. Ifrequired, click the Tax Year field, and from the list that displays, select the tax year
roll that will be used to select data. When selected, the tax year displays.

74 Tyler Technologies Appraisal & Tax Solutions



Property Records Management User Guide

6. At the bottom of the list of reports, click | _run report [N message displays, advising
you that your report has been submitted, and providing a job humber:

[l g yReportl Tax Year: Pl
Run Report View Report 5 Close

Your Report has been submitted. Job number: 123456,

4| I

[ [%J Local intranet |

7. Once the job number displays, click IEAEZEEEEM  The iMaintain Reports Pool
Manager opens, and you can select your report to view, save, or print.

Note: Fordetails about using the iMaintain Reports Pool Manager, please refer to the
iMaintain documentation.
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7 Using Pictometry

/—\

The Pictometry option enables you to view photo views of property records, with tools
to locate, navigate, measure and save the visible details. There are two types of
pictometry available in iasWorld - POL pictometry and NIW pictometry. Your iasWorld
administrator will be able to advise you which version of pictometry you are using.

For complete details, see the section below:

Using POL Pictometry

Using NIW Pictometry
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Using POL Pictometry

The POL pictometry option is one version of pictometry available with iasWorld. If you
do not see the pictometry details shown below, please refer to the next section, Using
NIW Pictometry.

POL pictometry provides options to view the subject property record using pictometry
images, along with options to navigate and view the area in which the property record
is located, measure items, and save any photo views of interest. In addition, you can
change the date of the image displayed (ifimages from alternative dates are available),
and view and select parcels on the view.

=  POL Pictometry view, available on the search details menu =

fasWorld USER: Kay Sing | ROLE: | Assessor[g| | SIGNOUT | MY ACCOUNT | CONTACTUS | HELP

iasWorld P —

Property Records Activity Center iMaintain

RP Parcel Owner Address PP Advanced Legal Sales Lists Map Search

Profie PARID: 011017 00002 JUR: 000

NBHD: 00708E02 ROLL: RP
zz::en"al TANNER WILLIAM B 471 GEORGIA H ‘> H
Commercial fedaaqy @ 2« @ e
A | Edit Current Recard
:r;its & Neighborhood Search
Definition of Terms
Land
Full Legal
Agricuttural
Tax History
Comparables
Values
Documents
Photos
Map
Sketch
» Pictometry
Google Map
Virtual Earth

Copyright (C) 1994-2010 Tyler Technologies, Inc. All rights reserved.

iasWorld (R) is a registered trademark of Tyler Technologies, Inc.

Measure options include measuring lengths, heights, elevations, and areas. Options to
view the subject property record in different ways include:

* Change the view angle (oblique vs. orthogonal)

* Rotate the view to view the parcel from different compass directions
* Include or hide the parcel outline

This section includes the following topics:

Pictometry View Options

Capture View
Split-Screen Comparison View
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Parcel Identification and Selection Options

Measurement Options on the Pictometry View

Pictometry View Options

The view options described in this section enable you to change the focus area of the
pictometry view, change the angle of the view, change the contents of the view (a
smaller area or a larger area), and finally, change the image date (the date on which
the pictometry images were captured).

To view a subject property record in the pictometry interface:

1. After completing a search, click the property record of interest. Details of the
selected property record display on the Profile details page.

2. At the left of the page, in the details menu, click the Pictometry option. The
pictometry view displays.

Use the navigation options on the pictometry interface to view the subject property
record as follows:

» Zoom In: Click the zoom in tool on the top menu bar. The view zooms into the center
point of the displayed area. Note, you can also use your mouse roller (if applicable),
to zoom in.

+ Zoom To Selected: Click the zoom to selected tool on the top menu bar. The view
zooms in to the active property record.
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» Zoom Out: Click the zoom out tool on the top menu bar. The view zooms out from
the center point on the display by a predetermined percentage. Note, you can also
use your mouse roller (if applicable), to zoom out.

» Pan: Click the pan tool on the top menu bar, then click anywhere on the pictometry
display, and, holding down your mouse key, drag the display away from the part of
the map you want to display. The map area moves in the direction of your cursor
as you drag it.

Note: When you use the pan tool, you may occasionally see your cursor change to
a ‘walking man’ icon, and a blank white section on the view. The walking man
icon indicates the edge of a pictometry image - simply click the blank part of the
view once and the missing portion will be retrieved and displayed.

Coda gy @ 2 70

part of the view.

semmmmsmmma=n + Whenyouseethe ,
1 Walking Man 1 walking man, '
v Icon » click the blank '

» View Angle - Orthogonal: Click the oblique/orthogonal tool to change the type of
pictometry images that display. The orthogonal view is at a 90 degree angle to the
ground, or directly down, (enabling you to see and optionally measure the parcel),
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as shown. Note, the top of the view is always directly north when the view is
orthogonal.

* View Angle - Oblique: Click the oblique/orthogonal tool to change the type of
pictometry images that display. The oblique view is at approximately 40 degree
angle to the ground, as shown:

* Rotate Image: The oblique view can be rotated, so you can explore the parcel from
different compass points. The image rotation options available are as follows:
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Rotate Image Options

Item Details
Rotate the image to view the parcel from above.
o
Rotate to the right - view the parcel from the com-
- pass direction to the left of the current view.
Rotate to the left - view the parcel from the com-
= pass direction to the right of the current view.

» View Contents - Neighborhood/Community: Click the view change tool on the top

menu bar. With each click, the view level changes. The neighborhood view shows
more area, while the community view shows the immediate area around the subject

property record.

* View Image by Date: To change the date of the image that is displaying, click the

date drop-down field in the top menu bar, and select the date of the image you want
to view:

111192010
11/19/12010 K

.5 11/19/2009 '
e 0710812009
et 07/06/2008
i {01/082007

Capture View

You can capture and save the visible contents of the pictometry view as required. When
you use this option a jpg file of the pictometry view is created, and you are given the
option to open or simply save the new jpg file.

To capture the pictometry view:
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1. Atthe top of the pictometry view, click the capture image tool. The image is captured.

image.

File Download 5'

Do you want to open or save this file?

. Mame: MNSS5YDMO1S010M$ghOrtha7161_080713.jpg
‘iﬁ] Type: Paint Shop Pro ¥ Jmage, 193KE

From: pwscpilot. akandajam

: Cancel I

|--‘ While files from the Internet can be useful, some files can potentially
harm your computer. |F pou do not trust the zource, do not open or
zave this file. What's the risk?

Split-Screen Comparison View

The pictometry view provides the option to display two pictometry images, side by side,
in a standalone interface. Both pictometry images provide the complete pictometry
menu. They can be moved independently, and you can select a different date for the
pictometry view to compare changes over time.

Note: For details about the options for these two pictometry images, see the rest of
this section about using the Pictometry view.

To display a split screen comparison view:

1. After opening the pictometry view, on the top tools menu, click the Split tool:
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The active contents of the view display, in duplicate, in a new standalone interface.

/2 iasWorld - Windows Internet Explorer
& | http:fipvscpilot. akanda, comfiasworld/pictometry PickometryImageMavigatorSplit, aspx?pin=>33:00084646: 201 1 fa=t40pxib=,8 6 0pxafullwindow=truegw=1270px&h=859px

[ans 00 aa Guies 2 v @O [oemes

totag e =2 @O

[pone @ tternet [#wo0w -

Parcel Identification and Selection Options

The pictometry view provides three options that enable you to view and select parcels.
The view/hide parcel outline option enables you to view the pictometry without a parcel
outline for the active property record. The view all parcel outlines option, enables you
to display outlines for all parcels. The select parcel option enables you to select a parcel
on the view, and load, and then review, details for the selected parcel on the details

pages.

* View/Hide Parcel Outline: Click the Overlay option on the top menu bar, and select
either the view parcel outline or hide parcel outline option:

+ View/Hide Parcel Outline |

Cofde gy @5 R THE

: Parcel Outline |
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» View All Parcel Outlines: Click the Overlay option on the top menu bar, and select
the view all parcel outlines option:

» Select a Parcel: Click the View/Hide tool on the top menu bar, and select the select
parcel tool:

o0 ® Qigy @R T@

Measurement Options on the Pictometry View

The pictometry view includes measurement tools which can be used to measure a
distance, height, area, or elevation. Both the length and area tools can be used in line
mode (which creates straight lines), or freehand (which creates lines that follow the
movement of your cursor). The height tool is only available in straight line mode.
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This section includes the following topics:

Measure a Distance

Measure a Height

Measure an Area

Measure an Elevation

Measure a Distance

When measuring a distance, you can draw straight lines or free-form lines that are
streight or curved. The two options are described separately below. You can combine
the two options by starting with straight lines and switching to free-form curved lines,
but once you switch to free-form line mode, you cannot switch back to straight lines.

To measure a distance on the pictometry view:

1. After opening the pictometry view, on the top tools menu, click the Pan tool, and on
the menu that displays, select the measure distance tool:

]
! |.

+ To measure a straight line, click at any point on the pictometry view and, holding
your mouse key down, drag the cursor indicator (a small black X) to the end-point
of the distance you want to measure. As you drag across the view, a light blue line
displays, indicating the line being measured.

When you reach the end point of the line you want to measure, release the mouse
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key. The distance measurement of the final line displays in the field at the bottom
of the pictometry view, as shown:

Distance - —_——
Measurement if¥1.07 ==t |

» To measure a straight line with multiple segments, click at any point on the
pictometry view, and, holding down your mouse key, drag the cursor indicator (a
small black X) to the end of the first segment you want to measure.

When your cursor indicator is over point at the end of the first segment you want to
measure, press the V key on your keyboard. Continue holding down your mouse
key and create any other segments as required by pressing the V key on your
keyboard at each segment end.

When you have completed drawing the last segment, release your mouse key. The
distance measurement of the entire line (all segments) displays in the field at the
bottom of the pictometry view, as shown:

Cocaaildd @o e

1 N

Multi-segment
Measure Line

Distance .
Measurement %—i(127.59 feet !
| ]
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+ To measure an interim distance, click at any point on the pictometry view and,
holding down your mouse key, drag the cursor indicator (a small black X) to the end
of the interim distance you want to measure. As you drag across the view, a light
blue line displays, indicating the line being measured.

When you reach the end point of the interim distance, press the SHIFT key on your
keyboard. The distance measurement to the interim point displays in the field at the
bottom of the pictometry view.

+ To measure a free-form line with the distance tool, click at any point on the
pictometry view, and then press the ALT key on your keyboard. The draw mode of
the line is switched to free-form.

Once in free-form mode, drag the cursor indicator (a small black X) along the line
you want to measure. As you drag across the view, a light blue line displays,
indicating the line being measured.

When you release your mouse key the distance measurement of the final line
displays in the field at the bottom of the pictometry view, as shown:

Freeform
Measure Line

Distance . -
Measurement ' = [32-84 fe=t

Measure a Height

When measuring a height, you are first identifying the plane on which the measurement
will occur, and then identifying a distance on that plane. Because orthogonal images do
not contain the perspective necessary to create height measurements, you can only
use the height measurement tool while the pictometry view is displaying oblique
images.

When you click on the pictometry view to start your height measurement, the point on
which you click defines the vertical plane on which the measurement occurs. The line
that displays on your view as you drag your cursor is being drawn on the vertical plane
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above the start point; in other words, while you see a line that is moving across the
image space, the software calculates a line at X distance moving vertically.

Because oblique images include some skewness (due to the angle at which they are
taken), a true vertical may be to the right or left of a plumb line (plumb is when the line
appears straight up/down on the pictometry view). When calculating heights, therefore,
you may need to adjust the measurement line to the amount of skewness of the object
you are measuring. For example, in the screen shot below, the house wall is displaying
at approximately 3 degrees of skewness, and the measurement of the height of the wall
must take this into account:

i Height Measure - : + Degree of Skewness &
! adjusted for skewness ! : H

Note: Pictometry height measures can be highly accurate, but they are not a
substitute for the precise measurements of the actual physical object, as would
be created by a surveyor.

To measure a height on the pictometry view:

1. After opening the pictometry view, on the top tools menu, click the Pan tool, and on
the menu that displays, select the measure height tool:

2. Measure a height as follows:

a. Click on the pictometry view at the base of the height you want to measure.
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b. Holding your mouse key down, drag the cursor indicator (a small black X) to the
top of the height you want to measure. As you drag across the view, a light blue
line displays, indicating the line being measured.

c. When you reach the end point of the height you want to measure, release the
mouse key. The distance measurement of the final line displays in the field at
the bottom of the pictometry view, as shown:

Note: Start at the &
bottom of the :
height you want to !

Lo eeQp @ET @

o

measure.

J

Height . Pictol p ! ,

Measure an Area

When measuring an area, you must create a shape on the pictometry view thatincludes
angled segments or curves. The two options are described separately below. You can
combine the two options by starting with straight lines and switching to free-form curved
lines, but once you switch to free-form line mode, you cannot switch back to straight
lines.

To measure an area on the pictometry view:

1. After opening the pictometry view, on the top tools menu, click the Pan tool, and on
the menu that displays, select the measure area tool:

2. Draw an area using straight line segments as follows:
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a. Click on the pictometry view at the edge of the area you want to measure, and,
holding down your mouse key, drag the cursor to the first corner point you need
to define.

b. When your cursor is over the first corner point, press the V key on your
keyboard. The line is ‘anchored’, and a new segment begins.

c. Continue holding down your mouse key and drag the line to the next
corner point you want to define, and press the V key on your keyboard
again, and continue until you have defined the outline of the area with
as many corner points as required.

d. At the final point, release your mouse key. The final segment line is
automatically created, joining the last corner point to the starting point, and the
area measurement displays in the field at the bottom of the pictometry view, as
shown:

Multi-Segment
(straight line)
Area

Area

....
<
)
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=
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5. Draw an area using a free-form outline with the following steps:

a. Click on the pictometry view at the edge of the area you want to measure, and,
holding down your mouse key, press the ALT key on your keyboard. The
measure area tool converts to a free-form drawing pen.

b. Drag the cursor around the edge of the area you want to measure. As you move
your cursor across the pictometry view, a blue line appears, indicating the line
you are drawing.

c. Continue holding down your mouse key until you have defined the outline of the
area you want to measure, and release your mouse key. The final point of the
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cursor is automatically joined to the starting point, and the area measurement
displays in the field at the bottom of the pictometry view, as shown:
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Measure an Elevation

The elevation option provides the elevation of the ground beneath any visible
structures. Measure an elevation with the following steps:

1. After opening the pictometry view, on the top tools menu, click the tools option and
select the measure elevation tool:
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2. Click the point on the image that you want to obtain an elevation measurement for.
The elevation displays in the field at the bottom of the pictometry view, as shown:

[ [ ] POWERED ¢
Laotometry . 02/24/2009
i|256.38 feet . =]
LI N N NN NN - LI
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Using NIW Pictometry

The NIW Pictometry option is one version of pictometry available with iasWorld. If you
do not see the pictometry details shown below, please refer to the previous section,
Using POL Pictometry. NIW pictometry provides options to view the subject property
record using pictometry images, along with options to navigate and view the area in
which the property record is located, measure displayed items, and save any photo
views of interest.

. NIW Pictometry view, available on the search details menu

iasWorld USER: Kay Sing | ROLE: | Assassor ] | SIGN OUT | MY ACCOUNT | CONTACTUS | HELP

f-as WO [‘Id Akanda Home | Public Contact Us

Property Records Activity Center iMaintain

Parcel Owner Address RP PP Advanced Sales Lists Map Search

Profile PARID: 001001 ADOOS5
NEHD: 00701A30
Sales JONES GAYDEN R PICTOMETRY MANAGER [+

CURRENT RECORD
M 4| 10178 [¥ M

Return to Search Results
Edit Current Record

Residential
Commercial
oBY
Permits
Land

Full Legal Iﬁ MNeighborhood Search
Agricultural Definition of Terms
Tax History
Values
Comparables
Sketch
Documents:
Photos
Virtual Earth
ArcGIS Map
Google Map

Pct Navigator
P Pictometry 2

The pictometry view includes a thumbnails ribbon at the right of the main image area.
You can click any of the thumbnails to display it in the main image area. Measure
options are available as drop-down tools on the top menu of the main image area, along
with view options that enable you to change the compass direction of the view, zoom
in and out, and display or hide the parcel outline for the selected property record.

The pictometry view also provides a pictometry manager. This pictometry manager
provides the following options:

» Data: Provides customized details about the subject property record, which may
include items such as ownership and values history along with a sketch.

* Measure: Provides details of measurements taken in the main image area.

» Capture: Shows any captured images of the contents of the main image area. You
can use this option to create, store, download, or delete captured images of the
contents of the main image area.
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» iPhoto: Shows any available photos for the subject property record.

=] () (=] (€] [€ =] «[zoiz b [100 5] ZZE=)

2

000 =
- 2 Datal Meazure | Caplulel iPhata |

This section includes the following topics:

Pictometry View Navigation Options

Pictometry View Parcel Options

Capturing and Using the Active Contents of the Main View

Viewing Data Details in the Pictometry Manager

Pictometry Measurement Options

Pictometry View Navigation Options

The Pictometry view provides various navigation options that enable you to locate an
area of interest, change the zoom level, and change the compass direction of the view.
You can also use the thumbnails at the right of the main view area to select the contents
of the main view area. To assist in reviewing pictometry details, you can also optionally
expand the main view area.

To view a subject property record in the pictometry interface:

1. After completing a search, click the property record of interest. Details of the
selected property record display on the Profile details page.

2. At the left of the page, in the details menu, click the Pictometry option. The
pictometry view displays.

» Tochange the compass direction of the view of the subject property record, click the
direction arrow you want to view the property record from, or, click the compass
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direction drop-down field, and select the compass direction you want to view the
property record from:

» To change the zoom level of the view of the property record, click the zoom level
drop-down field, and select the zoom you want to view the image at. The zoom
levels represent the radius of the view, in feet.
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To move from one thumbnail to another, either click the thumbnail of interest in the
ribbon at the right of the main view area, or click the previous or next button in the
navigation widget in the top menu of the main view area:

' Navigate thumbnails widget E

Click a thumbnail to display
it in the main view area .

[2000 =]

The pan tool enables you to click on the main image area and drag the contents of
the image area in any desired direction. As you drag the image area, hidden content
is displayed. To use the pan tool, click the tools drop-down menu button and select
the Pan tool. Then, with the pan tool selected, click on the main image area and,
holding down your mouse key, drag the image in the desired direction:

1 Click the tools drop-down

: and select the Pan tool. .

) ) [ [€ =] 2z p [100 =F [ o)

T Y e

2000

-

Click on the main image
area and, holding down

your mouse key, drag the
image area.
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» To expand the area of the main image area, click the image size button on the top
menu of the main view area. To shrink the main view area back to standard size,
click the image size button again:

Click the image size button to
expand the main image area.

B E [ s [w D0l EiE
i_. m___-h-__—‘_

Pictometry View Parcel Options

The Pictometry view includes two options to provide more or less information about
parcels. These options allow you to dsplay or hide parcel outlines, and view additional
details about a parcel.

The view/hide parcel options are available in a drop-down menu on the top menu bar
of the main view area. This menu provides the two parcel outline options; view no
outline, or view the outline of the selected parcel. To select either of these options, click
the parcel outlines button, and select the option of interest:

Click the parcel outlines button and select
: the parcel outlines option of interest.

[ <o p [150 I
b

Note: Not all organizations provide details for other parcels on the pictometry view;
if you do not see additional parcel outlines, they are not configured.

Capturing and Using the Active Contents of the Main View

After changing the contents of the main view area using the navigation and zoom
options, you can capture the contents that display, and then store or download what you
have captured. When you store the captured image, it becomes available for all users
who have access to the property record.

The Pictometry Manager can be minimized or expanded. If you need to collapse the
Pictometry Manager, click the minimize button at the top right of the panel. If you need
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to expand the collapsed panel, click the maximize button at the top right of the collapsed

head-bar:
: When the Pictometry Manager i . When the Pictometry Manager
' s open, click here to collapse. * ; Is collapsed, click here to '
BesssmssEsssssssssssEE=a== « ' expand to full size. '

PICTOMETRY MANAGER
Datal Meazure | Capture | iPhata

[ Bl n N (EED

001001 ADOO55

Residential

PICTOMETRY MANAGER

To capture the visible content of the main image area, click the capture button on the
top menu. The Pictometry Manager displays the image on the Capture page:

1 Capture button The Pictometry Manager displays all .
nEmmmmmmmmmgEas captured images on the Capture page. |

[roo0=] () 30 () [£ = « 2 » oo =1 O)); 510

w“—:.

After capturing an image, you can optionally store it in the iPhoto (where it is available
to other users), download it, or delete it.

+ Capture an Image Using the Pictometry Manager: When the Pictometry
Manager is open, you can capture additional images as required. To capture an
image using the Pictometry Manager, display the Capture page and click the
capture button:

PICTOMETRY MANAGER

Datal Measurel Capturel iPhoto I

5 0 =) =) &

Click to capture the .
active contents of the |
main image area. .
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» Store an Image: After capturing an image, you can load it into iPhoto. To store an
image, click the Load Image into iPhoto button, or click the Load All Images into
iPhoto button:

Click to store the
selected image.

+ Download an Image: After capturing an image, you can download it to the location
of your choice. To download an image, select the image and click the Download
button. Note, the image type is .jpg, and the application you have associated with
images of this type will be used to display it when you click the Download button:

PICTOMETRY MANAGER -
Datal Measurel Capturel iPhata I

o (5 ()

+ Click to download
1 the selected image.

+ Delete an Image: All images you have captured during your current session (since
you logged into iasWorld) are displayed on the Capture page. If required, you can
delete any of these images. To delete an image, select the image and click the
Delete button:

PICTOMETRY MANAGER -
Datal Measurel Capturel iPhoto I

: Click to delete the
selected image.

Viewing Data Details in the Pictometry Manager

The pictometry manager provides a Data page, which presents more comprehensive
details about the selected property record. The details that display are created by your
iasWorld administrator, so they are unique to your organization. This data page shows
details of the active property record, but you can also view details of other parcels using
the Info tool.

Note: Not all organizations provide details for other parcels on the pictometry view;
if you do not see additional parcel outlines, they are not configured.
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When you first open the Pictometry Manager, the Data tab is active.

PARID: 001001 AOOOSS
NBHD: 00701A30
JONES GAYDEN R

PICTOMETRY MANAGER |- |
Dalal Meazure | Capture | iPhato

| Residential - [ 1=

001001 A0D055

Residential

Card 1

Stories 2

Story Height ¥

Class

Physical I-AVERAGE
Condition —_
Grade 40-RES GOOD-B)
cou VG-VERY GOOD
Roof Cover

Exterior 1-FRAME

wall

Style 02-EUROPEAN
Year Built 1996

| Effective

Year Built

Remodeled

o Year

il Remaodeled 0

4l Kitchen

To change the type of detail displaying on the Data page, click the drop-down field at
the top, and select the type of detail of interest:

Click the field and select
the type of data detail of
interest. '
EEmsmsEEEsEEEsEmEEEEm=s Residential™ =~

Card 1

-

m
B
=
]
i

4

To view data details for another parcel on the pictometry view, click the Info button
(located on the top menu of the main image area), and click the outline of interest:

+ Select the Info tool, then
: click the parcel outline of
+ interest.

Pictometry Measurement Options

The pictometry feature provides multiple measurement options, which enable you to
measure distances, heights, elevations, and retrieve the existing parcel
measurements. All measurement options are located on the tools drop-down menu
option. When you use any of the measurement tools, the results display on the
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Measure page in the Pictometry Manager. Note, two measurement options described
in this section, Measure Height and Measure Elevation, are only available with NIW
version 2.

To measure a distance on the pictometry view:

1. After opening the pictometry view, on the top tools menu, click the tools option and
select the measure distance tool:

v Measure Distance Tool |

a. Click once on the pictometry view at the start of the distance you want to
measure.

b. Move your cursor to the end of the distance you want to measure. As you move
your cursor, a white dashed line appears.

c. If you want to measure a distance in several segments, click again on the
pictometry view at the end of each segment you want to measure.

d. Atthe end of the distance you want to measure, double-click on the pictometry
view. The distance of each segment, and the entire length of the line, display on
the Measure page in the Pictometry Manager:

Datal Meurel Capture | iPhata

Ground Distance:

From-To Length Bearing

. -2 4.8f -86.3d

i 23 142f -84.1d

e o LR j 3-4 16f -865d
=4 3 =

% Total: 20.4f

To measure a height on the pictometry view:

1. After opening the pictometry view, on the top tools menu, click the tools option and
select the measure height tool:

|2mm =] (][] [4=] [w 1: Measure Helght Tool |f
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Note: The height measure tool is only available with NIW version 2. If you do not see
this option, your system may be using NIW version 1.

a. Click once on the pictometry view at the bottom of the height you want to
measure.

b. Move your cursor to the end of the height you want to measure. As you move
your cursor, a white dashed line appears.

c. If you want to measure a height in several segments, click again on the
pictometry view at the end of each segment you want to measure.

d. At the top of the height you want to measure, double-click on the pictometry
view. The height of each segment, and the entire length of the line, display on
the Measure page in the Pictometry Manager:

Height
12.5fF
12.7F

To measure an elevation on the plctometry view:

1. After opening the pictometry view, on the top tools menu, click the tools option and
select the measure elevation tool:

|2UUU +| (] (=] (4] [w =] <|— Measure Elevatlon Tool !

Note: The elevation measure tool is only available with NIW version 2. If you do not
see this option, your system may be using NIW version 1.
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2. Click the point on the image for which you want to obtain an elevation measurement.
The elevation of the selected point displays on the Measure page of the Pictometry
Manager:
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3 Using Lists

/_—R

Lists can support consistency in the property assessment process, enabling you to
quickly retrieve the same set of iasWorld property records to work with each time you
need them, and to share the same property records with other users. Using the
Property Records feature, you can locate property records for a list using any of the
pre-determined data criteria, designed specifically to meet assessment industry
requirements. Some of the many data criteria you can use include legal address, land
use code, tax district, and sales value history.

Lists are built using property record IDs, and each time you retrieve the list the most
recent details about each property record is retrieved. This means that, as the stored
data values change, the list continues to provide the current values - so you are always
working with accurate, up-to-date information.

You can also use the map feature to select property records for a list by geographic
area, or by proximity to a selected property record or property records. Map overlays
enable you to review property records in relation to geographic features such as water
bodies and elevations. When you select property records for a list with the map feature,
you can systematically explore the variances in property values by location, and create
lists that help you evaluate this slightly intangible factor.

When creating a list, you start by selecting property records from the results of one
search. Subsequently, you can append additional property records from the results of
other searches, until you have the entire group of property records that you want to use
in your list. You can also import property ID’s from a .txt file, and append those property
records to a list. Each list is also associated with a list category, and is assigned several
attributes automatically, including a unique list id, a date stamp indicating when it was
created, and an owner name (your login name).

A list can be private, or shared. Private lists are only visible to you, while shared lists
are visible to the other users or user roles you select when you share the list. A list
owner is the only one who can unshare a list, update its property records, or delete it.
When you create a copy of a shared list, you become its owner, and you can then
update or delete it as required.

In organizations that include multiple jurisdictions, your access to data may be
restricted to particular jurisdictions. These jurisdiction restrictions are created for users
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- different users have access to different jurisdictions. When you create a list, your
property record selections are all identified with particular jurisdictions - the jurisdictions
you have permission to use.

When you share a list with other users, it is possible that they do not have access to
some of the jurisdictions you have access to. Any property records in a list associated
with jurisdictions that other users do not have permission to use disappear from a list
you have created when those users view it. However, the property records are not
deleted from the list - and they will display for users with permission to use the
jurisdiction.

For details about using the features described in this introduction, see the following
topics:

Creating a New List with a Property Record Search

Selecting Property Records for a List from Search Results

Creating a Neighborhood Sales List

Buffer Search a New List

Creating a New List from Selections on a Map

Removing Property Records from a List

Appending Property Records to a List

Copying an Existing List

Sharing and Unsharing a List

Changing List Properties

Exporting a List

Importing a List

Deleting a List
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Creating a New List with a Property Record Search

A new list can be created from the results of a property record search using data details,
or using the map display search option. The data details search is the most powerful
and flexible option for selecting property records by particular attributes: you can use
the details stored in the iasWorld database to locate property records to include on a
list. For example, if your iasWorld database includes school district or grade as an
attribute, you can use either attribute to select property records for your list.

The group of property records you find with a search display in a results table, which
includes details such as address, property ID and owner name. You can go through the
results table and select property records individually for your list. Property records can
also be selected for a list recursively; you can search for property records with one
attribute and use them as the basis of a list, then search for more property records with
another attribute, and append the results of the second search to the list you have
already created. You can also use the Import feature to append additional property
records to a list. For details, see Importing a List.

For complete details about using the Property Record search feature, see Text Search
for Property Records.
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Selecting Property Records for a List from Search Results

After you have located a property record or property records with the Property Records
options, there are three ways you can use the results to create a list. The simplest
option is to manually choose individual property records on the results list for a new list.
The second option is to conduct a neighborhood search (which locates the property
sales in the same area as any selected property record(s) in the results list). For details,
see Creating a Neighborhood Sales List. The third option is to conduct a buffer search
(which locates all property records within a specified distance of any selected property
record(s) in the results list). For details, see Buffer Search a New List.

To select property records for a list from the results table:

1. In search results table, enable the select box beside each property record you want
to include in your list. When selected, a check mark displays.

Note: You can use the Selection Manager options at the right of the results table to
select all property records on a page, or all property records in the results table.

2. In the Search Manager options at the right of the results table, click Save New List.
The Save New List pane displays.

1. Select the records you want
to include in your list.

= 2. Click Save New List. .

RP PP Advanced Sales Lists ArcGIS Map Search
Real Property
ParcelIDIUH—DDl‘ Alternate IDI Owner #:I_
D'wnerll r Sounds Legall:l Permit #:I-
Owner 2| Like Legal 2: I Subdivision #: I-
hddress #: | [suif =] [oir =] [Funt Book/Page |
5tFEEt| [” Include alternate addresses LuC: I ed
Zip COdEI I [” 1nclude alternate names thd:r ol
Jurisdiction Community Roll Tax Year Ingctive Accounts
Hilter B
v )| Ere— [ e | o r
dptions sort by [Parid =] [ascending =] Resultsipage: [ 10 =] SEARCH
Click rows to view property details Results 1-10 of 24 sanleEe
« Ragd i Jur Owner Name Select ploe al
- |7§14DD1 00001 000 UNITED RUBBER DYE SERVICE INC Select al
: |7 914951 00002 000 UNITED RUBBER DYE SERVICE INC D lect I
- |7 14001 00003 000 SHELBY COUNTY TAX SALESS.2E... eee page a
= [¥ e14001 00004 000 BOLDEN ESSIE L ETAL Hetery =il
: |7 914951 00005 ] SHELBY COUNTY TAX SALE #55 EX... Edit Selepted
« ¥ p14001 ooooe 000 SPRINGFIELD ALBERT SEAR(H MANAGER
= F @14001 00007 000 SEYMOUR WALTER JR { EST OF) A... = SaveNew List =
: |7 914951 ooo02 000 SHELBY COUNTY TAX SALE #55 EX... " " Appehdto’Lkt® ®
- ¥ j14001 0ooos 000 MEMPHIS CITY OF Buffer Search New List
= [¥ 814001 00010 000 SHELBY COUNTY TAX SALE #54 EX... View List - ArcGIS Map
Results Page:  [1] 23 Next>> REPOATS
[ e — |

3. Click the Name box, and enter a name for your new list.
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4. In the Select Type pull-down list, select the type of list you want to create. When
selected the type name displays.

Note: Types are created by your administrator for your organization. If you need
details about any available types, please contact your iasWorld administrator.

5. Select a category for your new list. When selected, the category name displays.

Note: Categories are created by your administrator for your organization. If you need
details about any available categories, please contact your iasWorld
administrator.

6. Click HIEZM . You new list is saved, and displays throughout iasWorld.
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Creating a Neighborhood Sales List

The neighborhood sales search option is a very specialized search that enables you to
locate property sales in an area. Because a neighborhood is quite large in some
instances, this option is useful if you need to start with a broad search that you can
subsequently refine and save in a list. You can select property records individually in
the search results table for a new list after locating all sales that might be of interest to
you.

Only property records with a sales record in a pre-determined time period (typically 18
months from the current date) are available for this search. Neighborhood sales
searching is available in the search results list, on the Details page, and on the map
display, depending on what your administrator has configured for your organization
and/or the role you are using.

1. Inthe results table, select the property record(s) you want to use as the basis of your
neighborhood search.

2. Inresults table, click the Neighborhood search icon: ﬁ . The neighborhood search
page displays details of the selected property record.

3. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.

4. Click ESE1 Any property records that match your search criteria and filter
selections display in the search results table.

-OR -

1. Display a property record on any of the details pages, and, at the right of the page,
click the Neighborhood link. The neighborhood search page displays details of the
selected property record.

2. If required, select a value in any available filters to narrow the search results. Only
property records with the values selected in filters display in your search results.

3. Click S Any property records that match your search criteria and filter
selections display in the search results table.

To use the property records you have located in a new list:

1. In the neighborhood search results table, enable the select box beside each
property record you want to include in your list. When selected, a check mark
displays.

Note: You can use the Selection Manager options at the right of the results table
to select all property records on a page, or all property records in the results
table.

2. In the Search Manager options at the right of the results table, click Save New List.
The Save New List pane displays.
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3. Click the Name box, and enter a name for your new list.

4. Select a category for your new list. This category displays throughout iasWorld to
identify the list, and can be used to sort the list in any list tables.

5. Click HIEZM . Your new list is saved, and displays throughout iasWorld.
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Buffer Search a New List

The Buffer Search New List option is a quick and convenient option for creating a new
list. It enables you to select a property record, or several property records, enter a buffer
distance, and send the results directly to a list. This feature is particularly helpful if you
want to locate all property records in a geographic area that could be comparable with
a target property record or property records.

The buffer search new list is an option that your administrator can make available in the
Search Manager, which can be included on the Search Results page, the details pages,
or the Map display page.

To use the buffer option to create a list:

1. In the results table, enable the select box beside each property record you want to
use as the basis of a buffer list. When selected, a check mark displays.

-OR -

1. Inthe results table, click the property record you want to use as the basis of a buffer
search. The selected property record displays on the profile details page.

-OR -

1. On the map display, select the property record or property records you want to use
as the basis of a buffer search.

- THEN -

2. At the right of the page, in the Search Manager box, click Buffer Search New List.
The Buffer Search New List pane displays.
1. Select the record or records you want
to use as the basis of a buffer search.

2. Click Buffer Search
New List. .

Property Records
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3. As required, for the Include currently selected record(s) in list options, select Yes or
No. When selected, the option radio button displays a dark centre.

4. From the Category pull-down list, select the category you wish to use for your new
list. When selected, the category name displays.

Note: Categories are created by your administrator for your organization. If you need
details about any available categories, please contact your iasWorld
administrator.

5. In the Save New List field, enter the name you want to use for your new list.

6. In the Buffer Search Distance field, enter the buffer distance from the selected
property record(s) you want to use to select property records for your new list.

7. Click IEEEA. All property records within the buffer distance from your selected
property record(s) are selected and saved in your new list.
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Creating a New List from Selections on a Map

The map feature enables you to select property records for a list visually, by choosing
them on a map display, or in a buffer zone. The map selection option is a standard
feature, while the buffer select option is a custom feature that may be available in your
organization.

This section includes the following details:

» Saving Map Selections in a New List, or Appending them to an Existing List:
After selecting property records on the Map Display, you can use them to create a
new list, or append them to an existing list. For details, see Saving Map Selections
in a New List, or Appending them to an Existing List.

» Using the Buffer Selection Feature: After selecting one or several property
records on the map display, the buffer selection feature enables you to enter a
proximity measurement and select all property records that are within that proximity
to the selected property record(s), and save the results directly to a new list. For
details, see Creating a List with the Buffer Feature.

» Selecting Property Records in the Map Search Results List: After selecting
property records with the Map Display, you can view them in a search results table,
and select them to create a new list, or append them to an existing list. For details,
see Selecting Property Records in the Map Search Results List.

Locating and Selecting Property Records on the Map Display

When the Map Search page first opens, the map that displays is at the highest level
available. Map display options that you can use to locate a property record include:

+ Zoom Options: There are several options available on the map display that you
can use to zoom in or zoom out:

* The Zoom In tool enables you to draw the area you want to zoom in on. After
the area is drawn, the map re-displays only the selected area.

* The Zoom to Selected tool enables you to zoom in to any selected property
records. If you have selected several property records, the area that displays
is scaled to display all selected property records.

* The Overview panel includes a red visible box. You can click the bottom right
corner of this red box and resize the main map area - to either zoom in, or zoom
out.

+ Ifyou are using a mouse with a wheel, the wheel will zoom in or out, at the scale
set for your computer mouse configuration.

* The Zoom Out tool enables you to click on the map display and zoom out by
a predetermined percentage (for example, 50%).

+ Magnify Box: The magnify box is a special feature, developed for iasWorld
customers, that enables you to position a small window on the main map, and have
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this area magnified. The magnify box can be moved around the map display, as
needed, to highlight different areas. The magnify box provides different zoom
scales - from 2x to 10x, which you can select and change as needed.

* Map Navigation: The Overview panel displays at the right of the map, with a view
magnification of approximately 20% of the main map. The red visible box indicates
the section of the map that is visible on the main map. You can click and drag the
red visible box to any other area in the Overview panel, to view that area on the
main map. The pan tool converts the pointer into a drag-and-move tool. You can
use the pan tool to drag the contents of the main map around, to reveal sections that
are currently hidden.

» Display Details: The Map Contents panel provides layers options, which enable
you to add additional details to the map display, such as sub-division lines and
parcel ID numbers. The layers that are available depend on your organization and
the choices of your administrator. You can also move or hide the Overview and Map
Contents panels.

+ Selected Parcel ID Listing: This list box displays the Parcel ID’s of all property
records selected on the map display.

» Selection/Deselection Tools: The selection tools enable you draw areas, shapes
or lines on the map display to select property records. The deselection tools enable
you to draw areas, shapes or lines on the map display to deselect property records.

Note: Jurisdiction data restrictions are applied to the map display. If you do not have
access to property records in a jurisdiction, you will see the property record
outlines on the map, but will be unable to select or use them in any way.

The following illustration shows the features described above:
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Note: For complete details about using the map display to select property records,
see Map Search for Property Records.

g4

Saving Map Selections in a New List, or Appending them to an
Existing List
After making selections on the map display, you can use your selections to create a new
list, or append them to an existing list. The Search Manager at the right of the main map

display provides these options, if they have been enabled for you by your iasWorld
administrator.

To save your property record selections on the map display to a new list, or append
them to an existing list:

1. Select the property records on the map display that you want to save in a new list
or append to an existing list.

2. Save your selections in a new list with the following steps:

a. Atthe right of the main map display, in the Search Manager, click ‘Save New List’.
The Save New List dialog box displays:
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2} iasworld QA -- Webpage Dialog x|

Save to New List

Name:

Select Type: IF'aru:eIs List 'I

Select Category: |Interna| j

| |@ Internet

b. In the Name field, enter a name for your new list.

c. From the Select Type pull-down list, select the type of list you want to create.
When selected, the type name displays.

Note: Types are created by your administrator for your organization. If you need
details about any available types, please contact your iasWorld administrator.

d. From the Select Category pull-down list, select the category for the list you want
to create. When selected, the category name displays.

Note: Categories are created by your administrator for your organization. If you
need details about any available categories, please contact your iasWorld
administrator.

e. Click IEZEM . The new list is created.
3. Append your selections to an existing list with the following steps:

a. Atthe right of the main map display, in the Search Manager, click ‘Append to List'.
The lists that you can append the selected property records to displays in the Lists
dialog box.

b. Click the list to which you want to append the selected property records. The list
name is highlighted.

c. Click . The selected property records are appended to the selected list.

Selecting Property Records in the Map Search Results List

You can view details of the property records selected in the map display in a search
results table, and from this list, you can select individual property records to include in
a new list. You can also use this option to select property records to append to an
existing list.

September, 2011 117



Using Lists

To view property records selected on the map display in a search results list, and select
them for a new list or append them to an existing list:

1.

Use the map options to locate and select the property records you want to use as
the basis of your new list.

. In the Search Manager options at the right of the map display, click View Current

List. The current list table displays the selected property records.

At the right of each property record you want to save to a new list, or append to an
existing list, enable the check box. When enabled, a check mark displays.

Note: You can use the Selection Manager options at the right of the results table
to select all property records on a page, or all property records in the results
table.

4. Save your selections in a new list with the following steps:

a. Atthe right of the main map display, in the Search Manager, click ‘Save New List’.
The Save New List dialog box displays:

2} iasworld QA -- Webpage Dialog x|

Save to New List

Name:

Select Type: IF'aru:eIs List 'I

Select Category: |Interna| j

| |@ Internet

b. In the Name field, enter a name for your new list.

c. From the Select Type pull-down list, select the type of list you want to create.
When selected, the type name displays.

Note: Types are created by your administrator for your organization. If you need
details about any available types, please contact your iasWorld administrator.

d. From the Select Category pull-down list, select the category for the list you want
to create. When selected, the category name displays.

Note: Categories are created by your administrator for your organization. If you
need details about any available categories, please contact your iasWorld
administrator.
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e. Click IIEZIM . The new list is created.
3. Append your selections to an existing list with the following steps:

a. Atthe right of the main map display, in the Search Manager, click ‘Append to List'.
The lists that you can append the selected property records to displays in the Lists
dialog box.

b. Click the list to which you want to append the selected property records. The list
name is highlighted.

c. Click . The selected property records are appended to the selected list.

Creating a List with the Buffer Feature

The Buffer feature enables you to select a group of property records for a list by their
proximity to one or more property records you select on the map. You define the buffer
zone in feet and inches or meters each time you use the Buffer Search option.

Note: This feature is an option that can be enabled by your system administrator. You
may not see the buffer icon at the right of the map display or on the map tools
menu at the top of the map.

To select property records for a list with a buffer search:

1. Use the map options to locate and select the property record(s) you want to use as
the basis of your buffer list.

2. At the right of the map display, click the Buffer icon: @ The Buffer Search page
displays.

3. As required, for the Include currently selected record(s) in list options, select Yes or
No. When selected, the option radio button displays a dark centre.

4. Click the Buffer Search Distance field, enter the distance from the selected property
record(s) you want to use to select additional property records for your new list.

5. Click Search. All property records within the buffer distance you entered are
selected, and display in a search results list.

To use the property records you have located in a new list, or append them to an
existing list:

1. In the buffer search results table, at the right of each property record you want to
save to a new list, or append to an existing list, enable the check box. When enabled,
a check mark displays.

Note: You can use the Selection Manager options at the right of the results table
to select all property records on a page, or all property records in the results
table.

2. Save your selections in a new list with the following steps:

September, 2011 119



Using Lists

a. Atthe right of the main map display, in the Search Manager, click ‘Save New List'.
The Save New List dialog box displays:

2} iasworld QA -- Webpage Dialog x|

Save to New List

Name:

Select Type: IF'aru:eIs List 'I

Select Category: |Interna| j

| |e Internet

b. In the Name field, enter a name for your new list.

c. From the Select Type pull-down list, select the type of list you want to create.
When selected, the type name displays.

Note: Types are created by your administrator for your organization. If you need
details about any available types, please contact your iasWorld administrator.

d. From the Select Category pull-down list, select the category for the list you want
to create. When selected, the category name displays.

Note: Categories are created by your administrator for your organization. If you
need details about any available categories, please contact your iasWorld
administrator.

e. Click IEZEM . The new list is created.
3. Append your selections to an existing list with the following steps:

a. Atthe right of the main map display, in the Search Manager, click ‘Append to List'.
The lists that you can append the selected property records to displays in the Lists
dialog box.

b. Click the list to which you want to append the selected property records. The list
name is highlighted.

c. Click . The selected property records are appended to the selected list.
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Removing Property Records from a List

The Delete option removes a list permanently. You can only delete a list that you own.

To delete a list:

1. Select the list you want to delete, and click IEESM. A dialog box displays, asking if
you want to delete the selected list.

2. Click IEZEM . The selected list is permanently deleted.
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Appending Property Records to a List

The Append feature in the List Management options enables you to add additional
property records to a list as required. Appended property records are sorted into an
existing list, rather than being specially identified as appended. You can only append
property records to a list which you own. If you want to append property records to a
list that you do not own, you must make a copy first. For details, see Copying an

Existing List.
To append new property records to a list:

1. Use the Property Records options or the map options to locate the additional
property records you want to append to your list.

2. In the table of property records found by your category or map search, select each
property record you want to append to your list. When selected, a check mark
displays.

Note: You can use the Selection Manager options at the right of the results table
to select all property records on a page, or all property records in the results
table.

3. In the Search Manager options at the right of the results table, click Append to List.
The Append to List pane displays.

4. Click the list to which you want to append your selected property records. (Note, only
lists you own display in this list.)

5. Click . The selected property records are added to the list, and the search
page re-displays.
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Copying an Existing List

The Copy option duplicates any existing list and its filters, and simultaneously transfers
ownership of the list to you, if it is shared to you by another user. For details about
changing attributes of a list as the list owner, see Sharing and Unsharing a List and
Changing List Properties.

To copy a list:

1. Select the list you want to copy, and click A The Copy List options display.

1. Enter a new name for the list, and click IEZ2M. Your list copy is created, and
displays in the lists table.

2. Click to re-display the list management options.
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Sharing and Unsharing a List

As the owner of a list, you can share it with other iasWorld users. Other users cannot
make changes to a list you have shared to them, but they may make a copy for their
personal use. To unshare a shared list, you must remove all users allowed to share the
list.

Note: For some organizations, data is organized into different jurisdictions. If you
create a list that includes data in jurisdictions that other users do not have
permission to use, the applicable property records will not display.

To share a list:

1. Select the list you want to share, and, at the bottom of the Lists table, click .
The Share List options display.

2. Click Share.

- 1. Select the list you want to share.

Property Records iRespond | iMaintain

RP PP Advanced Sales Lists | ArcGIS Map Search

Private Lists Your max. list size is: 60000 items.

Filter by: O mylists ® shared to me - Any A
ipti
¥

. Asmt| Asmt#2210-445 | Katy Singleton -2009 15-DEC-20

" Spetialtists "ColettorsNbird=80" = Katy"Stngletan® =30-MARR2010" 210CT-20Fff = 4@ = = = = = = = = = = = SHfpg5= =
Special Lists | Collections Nbhd 400 | Katy Singleton | 30-MAR-2010 28-0CT-201 54 Parcels
Special Lists  Collections Nbhd 500 Katy Singleton | 30-MAR-2010 15-DEC-201F 30 Parcels
Special Lists | Collections Nbhd 600 | Katy Singleton | 30-MAR-2010 21-0CT-201 30 Sales
Comparahles Comps Nbhd 700 Katy Singleton | 20-JAN-2010 21-0OCT-201p 1216 Sales
Internal CompsStats Nbhd 499 | Katy Singleton | 10-MNOV-2009) 26-0CT-201 75 Parcels
Foreclosure = Review Jan-July 2010 Katy Singleton = 20-AUG-2010 21-0CT-201 179 Sales
Sales Sales Review July 2009 Katy Singleton | 13-JAN-2010 | 18-NOV-201p 115 Sales
Field Check = WF #1Pi3 Katy Singleton = 26-0CT-2010 10 Parcels

Tax Year

Filter By
|2008 'i

2. Inthe list of available Users, select the user name with which you want to share the
list. When selected, the name is highlighted. Note, you may only select one name
at a time.
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3. Click IEZEEM . The user is moved to the included list.
. 2.Selecttheuseryou . .....eciennnnnnnns
want to share to. . - 3. Click Share >>.

Available Ugers: Share To:

lgor Pasechnyk =00 saaehkhaaaa Jane Law Scott

Jen Gchenk,
John Work N Neaasaaas

Mt Rl = = === ==
Mar;n Lar;e : J m “
Matalie Hoel

E=N

Project Manager hd Cancel

Igor Music } -] Anna Pawlowski
Y]

4. Repeat steps 2 and 3 as required.

5. Click I to re-display the list management options.

To unshare a list:

1. Select the list you want to unshare, and click IEZX3=ll . The Share List options
display.

2. Inthelist of shared to users, select the user name with whom the listis shared. When
selected, the name is highlighted.

Note: You may only select one name at a time.

3. Click ESEESE . The user is moved to the available list.

4. Repeat steps 3 and 4 as required, until the shared to list is empty.

5. Click I to re-display the list management options.
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Changing List Properties

The List Properties option enables you to change the list name, list category selection,
and to attach a text description to the list. Changes made in the list properties display
throughout iasWorld, and display for all users and groups sharing the list. You may only
change properties of lists you own. If you want to change the properties of a list that you
do not own, you must make a copy first. For details, see Copying an Existing List.

To change list properties:

1. Select the list for which you want to change properties, and click Properties. The
Properties options display.

2. Click the Name field and enter a new list name, as required.
3. Select a new list category, as required.

4. Click the Description field and enter a list description, as required.
5. Click IEEZM. Your list property changes are saved.

6. Click IIE3M to re-display the list management options.
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Exporting a List

The Export option creates a file listing of all property id’s from the selected list. Only the
key data elements for each record in a list (parcel ID or parcel ID and jurisdiction) are
exported.

When you export a list, you can either open the resulting file, or save it to a specified
location. If you have an export type associated with an application (for example,
comma-delimited lists associated with Excel), the list will automatically open in the
appropriate application.

To export a list:

1.
2.

Select the list you want to export, and click Export. The Export options display.

From the File Type pull-down list, select the format you want to export the list as.
When selected, the format name displays.

. Click a radio button to select the export contents you want. When selected, the radio

button displays with a black centre.

. Click IEZZM . The File Download dialog box displays.

. Make your selections, as required. The list is exported to the location you select.
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Importing a List

The Import List option retrieves property ID’s (and optionally jurisdiction codes) from a
file and either appends the property records to an existing list, or creates a new list that
includes those property records. There are a selection of import file type options,
including comma delimited and XML. If you need to confirm the structure or values that
need to be present in an import file, simply export an existing list in the format you want
to use and duplicate that format in the import file.

During import, the property ID’s in the import file are checked against the property ID’s
in your iasWorld database. If no match is found, that property record is discarded - it
will not be appended, or included in the new list.

To import a list:
1. On the Lists pane, click B3 The Import List options display.

Import List:

Select Source Text File: Browse...
Import Type: | Select Import Type j

i - [ impor
Select Category: | Apportionment j

Enter Name for List: Cancel

& Jurisdiction and Parcel Id
 parcel Id

Options for importing a list are as follows:

Map Tools
Option Details
Select Source Text Enter the directory path and file name of the file you
want to import, or click Browse to locate and select the
file.
Import Type Select the file format you want to import. When

selected, the format type displays

List Type Select the type of iasWorld list you want to append
records to, or the type of iasWorld list you want to
create. When selected, the list type name displays

Select Category Select a Category for the imported list. When selected,
the category name displays.

Enter Name for List Either enter a name for a new list, or if you want to
append the imported property records to an existing list,
enter the name of the existing list.

Note, you must own a list in order to append additional
property records.
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2. Click I The property ID’s in the selected list are imported, and either added
to a new list, or appended to the existing list you entered.

3. Any property ID’s in the imported file that do not have a matching property ID in your
iasWorld database are discarded.

4. Click IIEIM to re-display the list management options.
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Deleting a List

The Delete option removes a list permanently. You can only delete a list that you own.

To delete a list:

1. Select the list you want to delete, and click IEZEEN. A dialog box displays, asking if
you want to delete the selected list.

2. Click IEZEM . The selected list is permanently deleted.
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