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TAX BILLING YEARLY CHECKLIST 
 
Summer Billing 
 
The following steps must be completed.  Some of the steps may be assigned to another person or department, but all 
steps should be reviewed before printing tax bills. 
 
Assessor’s Office Date Completed 
 

1. Run Misc. Totals/Statistics to use for balancing tax roll to assessing MBOR totals _______________ 

2. Provide report and/or totals for all types of properties to Treasurer _______________ 

3. Export values from Assessing _______________ 
 
 
Treasurer’s Office Date Completed 
 

1. Create new tax year database _______________ 

2. Determine which previous year database files will be copied to new database _______________ 

3. Import files from Assessing _______________ 

4. Run a Standard Tax Roll (Original Roll-No Adjustments) to balance _______________ 
(multiple copies of this roll must be run to have totals for each property type) 

5. Establish the link to the proper new assessing database _______________ 

6. Review the following setup screens that may have been copied from previous year: 

Unit Address _______________ 

Tax Year in Calculation Options _______________ 

Property Class Codes _______________ 

School District Codes _______________ 

Equalization Factors (if applicable) _______________ 

DDA and other capture district codes (exclusions will need add’l review later) _______________ 

Fiscal Years (if printing on tax bills) _______________ 

Postal Permit (if printing on tax bills) _______________ 

GL numbers (review if new millage items are used) _______________ 

Master Mortgage Code list _______________ 

Special Assessment Codes and Descriptions _______________ 

7. Create millage tables for: (list all that apply for your unit to each School District) 

Ad Valorem + DDA _______________ 

Pre-94 IFT _______________ 

Post-94 IFT _______________ 

IFT-REZ _______________ 

REZ _______________ 

NEZ _______________ 

OPRA _______________ 

CFA/CFR _______________ 

MBT Exemptions (for all Tax Millage tables) _______________ 
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Treasurer’s Office Continued… Date Completed 

 
8. Get approval of millage rate report from County Treasurer (suggested) _______________ 

9. Review parcels with special circumstances (list additional if needed)  

IFT parcels with alternate SET rate _______________ 

DNR parcels with no Admin Fee _______________ 

Other:__________________________________________________ _______________ 

Other:__________________________________________________ _______________ 

Other:__________________________________________________ _______________ 

10. Run a Standard Tax Roll (Original Roll-No Adjustments) to include tax calcs _______________ 
(multiple copies of this roll must be run to have totals for each property type)  

11. Run a Standard Warrant to verify calculated tax dollars _______________ 
(multiple copies of this roll must be run to have totals for each property type) 

12. Review bill format and update if necessary _______________ 

13. Verify the “Send Bill To” information _______________ 

14. Update Tax Bill Messages (if printing on tax bills) _______________ 

15. Print bill sample for a parcel from each millage table type to review calculations _______________ 

16. Send sample bills to external printer if applicable _______________ 

17. Verify Interest/Penalty dates and calculations _______________ 

18. Mortgage Codes:  

Import Mortgage Code request files _______________ 

Update manual Mortgage Code changes _______________ 

Print Mortgage Code compare report to find codes w/no Master record _______________ 

Print Mortgage Code/Parcel # Cross Reference report _______________ 

19. Add Special Assessments:  

Import all Special Assessment files where electronic data is available _______________ 

Add manual Special Assessments _______________ 

Print Special Assessment rolls _______________ 

20. Process JBOR/MTT/STC adjustments prior to summer billing (optional)  

Assessing creates Adjustments export file and provides totals for balancing 

Import Adjustments file from Assessing _______________ 

Run a Standard Tax Roll (Adjustment Roll-All Adjustments) _______________ 
(multiple copies of this roll must be run to have totals for each property type)  

Balance JBOR and MTT/STC adjustments to date with Assessing _______________ 

21. Run Settlement Report as a baseline _______________ 

22. Run Invalid Address Report (coordinate changes with Assessing) _______________ 

23. Run Random Number Utility for ePayments _______________ 
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Treasurer’s Office Continued… Date Completed 

 
24. Number tax bills _______________ 

25. Create a backup of your BALANCED database _______________ 

26. Commit Calculated Tax Amounts for Summer season _______________ 

27. If you are linked to the Equalizer Assessing program, run the utility  

to write floating values in order to update names and addresses _______________ 

28. Print tax bills or export to printing vendor _______________ 

Export Mortgage company files _______________ 

Print Taxpayer Informational Copy of bills sent to Mortgage company (if applicable) _______________ 

Print non-Mortgage code bills _______________ 

29. Print Tax Rolls or export to printing vendor _______________ 

 

  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Questions or concerns?  Please contact Tax Support at either 517.641.8900 or taxsupport@bsasoftware.com. 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


