SAMPLE INSTRUCTIONS
FOR DISTRICTS

FOR USING PARCELQUEST, EXCEL, and WORD
TO PRODUCE A FILE OF DIRECT CHARGES
FOR THE CURRENT YEAR SECURED ROLL
FOR SUBMISSION TO THE EL DORADO COUNTY AUDITOR

BY AUGUST 10 OF EACH YEAR

The information contained in this packet is not an endorsement of any software package or
vendor. It is simply a sample of one of many methods in which a District could produce the file
for submission to the Auditor to place the District’s direct charges on the current year’s secured
tax roll. CD-DATA'’s ParcelQuest version 4.1 is a for-sale product produced by a private vendor
using publicly available information. The vendor produces an on-line user guide which can be
accessed by visiting their website.

This sample presumes that the objective is to charge $45.00 to all “active” parcels within the
District. This sample also presumes that the District services Tax Rate Areas (TRA’s) 069-003,
069-007, 069-010, 069-014, and 069-015. However, data on other criteria such as Use Code,
Unit Count could be obtained from the database to determine the direct charges for the year.

The State Board of Equalization (SBE), on a per roll-year basis, assigns TRA’s. Following
verification by the County Auditor, the SBE’s TRA reports are reproduced on the County
website under the office of the Assessor. Any interested party can review and print these
documents. The website address for the county is www.co.el-dorado.ca.us. Click on “county
departments” menu followed by the “Assessor” menu. Then click on *“codes and reports.”

The instructions contained within describe how to “extract” the necessary Assessor’s Parcel
Numbers (APNs) from the assessor’s database using ParcelQuest. Then the instructions step the
reader through the processes of how to use Excel and Word to take the extracted data and format
it into the layout required by the Auditor’s office. This process should be repeated or refreshed
each year for several reasons such as: parcel numbers can change (due to completion of an
assessor’s book); parcels can be split/‘combined; parcel status can change (due to acquisition by a
public agency).
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This is what the application looks like when the ParcelQuest program is first accessed. The software may
have gone through several visual upgrades/changes since this set of sample instructions were written;
however, the process is essentially the same.

[IVIeIzRWNNEI: ParcelQuest updates their CD-ROM monthly with the most current information
available from the Assessor’s office regardless of which roll year the information is applied. These CDs
include both active and inactive parcels. The names on these CDs will be for whomever has been
processed as the most current owner, which may be different from the roll owner (the owner as of 1/1/xx).
These CDs are useful for creating mailing labels and other applications where the most current
information is desired.

[IVIZeT:aPANEI: ParcelQuest also produces a CD of the Assessor’s assessment roll as it is required to be
delivered to the Auditor by July 1 of each year. This assessment roll is the basis for creating the tax bills
for the year. This CD contains only the parcels that will get tax bills for the current year secured roll.

The CD produced from the assessment roll is commonly referred to as the “fixed roll”, “frozen roll”, “lien

date roll”, “tax roll”, or “assessment roll”. This is the CD that is necessary to create the direct charges for
submission to the Auditor (if this method is used).

Historically, both kinds of CDs has been available for use (free) at all of the libraries in EI Dorado
County. But make sure you ask for the CD type that you need. It is also available for purchase from CD-
DATA, 2330 E. Bidwell Street, Suite 200, Folsom, CA 95630, Toll Free (888) 217-8999.

The Vendor, CD-DATA, has published a user manual for their ParcelQuest product at
parcelquest.com at the “support menu” option.
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1. Click TAX RATE AREA (TRA) as the criteria to search. Notice that the TRA’s are
input with no dashes.

2. Enter the TRA (with no ‘dashes’). You may press the ENTER key to add additional
TRAS as shown above.

3. After ALL search criteria is entered, then click on START SEARCH.

A “record count” will start in the bottom middle of the screen and the word “searching”

will display on the bottom left of the screen. The number of records that the search
found. This number should be verified with other known information to ensure
reasonableness (prior year’s information, parcel counts per TRA as found on the
Assessor’s web page in the Value by TRA report, etc).
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A ‘ APN ¢ | TRA | Owrer 1 | Owner 2 | Land Yalue | Irpr. Y alue | Other ¥ alue HO TotalExe | TotalWalue |5 H=
1 |[oifo14-021-11-1)Qg9015 PEERS ROI NELSOM JR $297 9500 $345,025 M $642,975
| 2 |01 014021121 063 EREWER ALTA $311.713 514325 N $326,033
3 |01 014-021-13-1 DBS015 MCK] MORROW COLLEEM R $44.925  $140,526 M $185,571 |
4 |01 014-231-05-1 063075 MCMANUS JO $18.387 N $18.387
5 |01 014-231-07-1 DB9015 LEHRMAN JON, 4aC 040 54 N $254,713
B |2 014-231-08-1 083015 HEINTZ L] : s $7.000 $170.468
R 1014231051 | DE9015| DUNCAN Note that as of 2007, ParcelQuest now contains N sa75.000
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9 |01 014-232-01-1 069015 PETERSO N $29.791
10 |21 014-232-02-1 DBS015 ELIZARRE 014-021-11-100 M $167.893
11|20 014-232-03-1 069015 JOHNSTON N $4.623
12 |01 014-232-07-1 DBS015 LAFFERTY MICHAEL H AMD JULIE LIPE $67.478 $4432.217 s $7.000 $510,686
13 |01 014-232-08-1 069015 HOLMES TEREMCE $19.522 $192.222 N 3207744
14 |01 014-232-09-1 089015 DOUGHERTY ROBERT F AND ROSE M $E0.610 N $60.610
15 [0 014-232-10-1 063015 DOUGHERTY ROBERT F AND ROSE M $44.985  $163.079 N $208.064
16 |21 014-233-04-1 069015 ‘WEISINGER JAMES R AMD JEANMETTE P 341,708 $184.605 i $226,313
17 |01 014-233-05-1 DBS015 WATT BRIAN K AND KEVIN C $4.459 448538 M $52.997
18 |01 014-233-08-1 069015 FINCK DAVID M AND GERALDINE FI74870 $158.973 i $333.843
19 |21 014-233-09-1 DBS015 FIELDIMG JESSE A TR FIELDING/BOWER TR OF 435,751 $145,994 M $181,745
20 |21 014-233-10-1 069015 BOLT STEVEM JOHN $44.985  $122.583 Y $7.000 $167.574
21 |01 014-233-11-1 089015 SUTTLES DOLORES K AKA COMER DOLORES K $5,162 453420 M $68.582
22 |01 014-233-12-1 063015 COUGHLIM WIRGIMIA SILVA AND DAMNIEL R $7.932  $127.566 N $135,433
23 |01 014-233-13-1 DB9015 SILWA ANTHONY AMD ELISABETH C $5.783  $52184 M $67.967
24 |01 014-233-14-1 063015 CRAWFORD KEN B AND SHAWN R $36.576  $123.151 s 47,000 $189.727
25 |01 014-233-15-1 069015 HARRISON PETER JOHN AND TERESA KAY) $66,157  $209.433 i $275,656
26 |1 014-234-02-1 089015 CARPEMTER MICHOLAS & AND BRETT A $4.623 N $4.623
27 |o1 014-234-03-1 063015 DOLLE DOMALD & & PATRICIA $4.453  $65.541 i $70.000
28 |o1 014-234-08-1 DBS015 REECE “WILLIAM THOMAS TR REECE 1992 FAMILY TRUST $172500  $214,200 $3.000 N $395,700
29 |1 014-234-09-1 083015 TURMER MICHAEL $40,251 N $44.710
a0 |21 014-234-10-1 089015 HAMSEN THOMAS W AWND DEMMIELLE $160,534 M $196,673
3|01 014-234-11-1 063015 HANSEN THOMAS W AND DEMNIELLE N $23.791
32 |01 014-234-12-1 0689015 DUBQIS LOIS C TR DUBOIS TRUST OF $302,685 M $339,975
33 |01 014-234-13-1 063015 CLARK BIRGE G AND PRUDEMCE 5 $156,565 N $175,970
Zﬂ 1 014-234-14-1 069015 HIGAK] SHIGERU & SUMIKD M HIG&K] LIVING TRUST OF $99.413 N $113.134 AIL‘ =
1 »
E3
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ParcelQuest will automatically display the search results once after the search is completed.

1. Notice the record count at the bottom. The number of records that the search found. This
number should be verified with other known information to ensure reasonableness (prior
year’s information, parcel counts per TRA as found on the Assessor’s web page in the
Value by TRA report, etc).

2. For your viewing pleasure, this screen can be customized as necessary to display the
information desired. One way to customize is to select LIST followed by CHANGE
COLUMNS. The vendor’s on-line user manual may also be of assistance.

3. Next, the data will need to be exported to a file to process the information further. Click
EXPORT. You will have the opportunity in the EXPORT function to choose the fields
that you wish to download.

IVEEIESVYRNNOAR=: There is currently a vendor limitation of 25,000 records that can be
exported from the results of any one search. If the search returns more than 25,000 records, the
search will need to “broken” into two or more groups with multiple exports of the data to
different filenames. Then, in Excel, the data can be combined back into one file (currently Excel
has a maximum of 65,536 records per sheet).
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1 $297.950  $345,025 N $642,975
2 I L:\2005-064 ra 055-026 for EID.csv $311.7113 $514.325 N $826,038
3 $44.985 % 86 N $185.571 L
4 N $18.387
5 _ N $254,713
g [ ecord Selection , v 57000 $170.468
7 ~ o I . |1 . |2135 $326.000 au)i]i] N $875.000
g Felctad Revards Al IR (P L $201,366  $316,836 Y $7.000 $518,252
9 $29.791 M $29.791
10 ~Fields Selection $31.087  $136.806 N $167.833
1 Figld List: Selected $4.623 M $4.623
12 $67.479 $443.217 Y $7.000 $510,636
13 A il s | APN 18,622 $182.222 M $207.744
14 Ag Presene Ouwmer 1 - $50,610 N $50,610
15 Assessment Year . Land value ~ 163,079 N 208,064
T Assessor Impr. Value N 276713
7 Bedrooms Other Walue § & L
I Bldg/Liv Area =5 Homeowner Exempt .
% Building Class Tatal Exe Amt $ Note that as of 2007, ParcelQuest will export
| on | [CareOf » Tatal Value the FULL 11 digit APN, for example:
o Census Tract -
T b ERN 014-234-12-100
L2 ¥ Include Field Name As First Record —
23 L~ 35, p g L&l T
24 $36.676 $123181 Y $7.000 $189,727
25 Download Format 466157 $203.439 H $275.656
26 $4.623 i $4.623
|27 Load Selects | Save Selects | Begin Export $4.459)  $65.541 M $70.000
28 T $173500 214,200 $3.000 M $335,700
28 o T O T $4.489  $40.251 M $44.710
30 |21 014-234-10-1 0B3015 H THOMAS W AND DEMMIELLE $36.144 $160,534 N $136,673
N | 0142341141 HAMSEM THOMAS ‘W AWND DEMMIELLE $29.791 M $29.791
32 |01 014-234-12-1 069015 DUBQIS LOIS C TR DUBOIS TRUST OF 337,290 $302.685 N $333,975
33 |01 014-234-131 089015 CLARE BIRGE G AND PRUDEMCE 5 $19.406  $156.565 M $1758,970
34 01 014-234-14-1 063015 HIGAK] SHIGERU & SUMIKD M HIGAKI LIVING TRUST OF $13721  $99.413 N $113.134 bl =5
14 v
+
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When SEARCH is clicked, ParcelQuest will navigate to this screen for selection of the fields
desired for exporting.

1. ParcelQuest needs a filename and location to which it may save the exported data. It may
suggest a filename and location. If so, the suggested filename and location may not be
appropriate to the specific user. To change the filename and location for saving, click
SELECT FILE.
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i m open APHMap  Print Search List Labels ‘ Select Clear Prion Hext Export
J county| W = | & Al M 44 P —
[ Export bo File x| i
Export Filenarne Land Yalue |Impr. Yalue | Other Value HO Total Exe | TotalValue |5 H=
|1 $297.950  $345,025 N $642,975
2 | L:2005-06 ra 055-026 for EID.csv Select File | $311.713 $514.325 N $826,038
E 2= $44.985  $140.536 N $185.571
: . $18.387 N $18.387
- 7 i L $35.043  $219.664 N $254.713
| \J “ = $35.043 $135.419 s $7.000 $170,468 -
L %My Fictures 326,000 $550,000 H $875.000
| | Fallen leaf with names-address.csy $201,366  $316,836 s $7.000 $518,252
| $29.791 M $29.791
| 1 $31.087 $136.806 N $167.833
| $4.622 M $4.623
I $67.479 $M3.217 A $7.000 $510,636
| 16522 $192.222 N $207.744
L 350,610 N $50.610
| 344,985 $163.079 N $208,064
| $41.708  $184.605 H $226.313
$4.458  $48.538 N $52.9597
: $174.870  $158.5973 M $333.843
| ; 7 $35.751) $145.934 N $161.745
| File name. I 44,985 $122.509 Y $7.000 $167.574
| Save as lype: ng E xport].csv] $5.152 453430 H $58.582
| $7.932 $127568 M $135,483
| ! 2 $5.783 52184 N $57.967
$26576 $123.151 s $7.000 $189,727
25 Download Format \/ 466157 $203.439 H $275.656
26 $4.623 N $4.623
|27 Load Selects | Save Selects | Cancel | Begin Export | $4.453 365541 N $70.000
28 T $173500 214,200 $3.000 M $335,700
28 oo T O IC T T e e $4.458  $40.251 M $44.710
30 |21 014-234-10-1 063015 HAMSEN THOMAS W AMD DEMMIELLE $36.144 $160.534 N $136,673
3|21 014-234-11-1 083015 HAMSEN THOMAS W AND DEMMIELLE $29.791 M $23.79
32 |01 014234121 0B35S DUBOIS LOISC TR DUBOIS TRUST OF $97.290 $302.685 N $333,975
33 |21 014234131 083015 CLARK BIRGE G AND PRUDEMCE & 419,406 $156.565 N $1758,970
?j 1 04-234-14-1 069015 HIGAK] SHIGERU & SUMIKD M HIGAKI LIVING TRUST OF #1371 $33.413 H 3113134 Jﬂ ~
4 »
+
[ |Found/Displaying: 2136 [ElDorado, ca ’_WI_ A I
1 +Ivlake changes as hecesgary tothe dimve, -directory, and filena ree to which the e xported- ¥
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1. Make changes as necessary to the drive, directory, and filename to which the exported
data should be saved. See next page for an example.

2. ParcelQuest will automatically put a CSV extension on the file as the file type. We
suggest that you leave the file type/extension alone. This file type/extension is
retrieved/converted very well by many other applications including Excel. See next page
for an example.

3. After you are satisfied with the drive, directory, filename, and type, click SAVE.
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[ Export bo File x| i
Export Filenarne Land Yalue |Impr. Yalue | Other Value HO Total Exe | TotalValue |5 H=
$297.950  $345,025 N $642,975
2 | L\2005-064 ra 055-026 for EID.csv Salect Fila | $311.713 $514.325 N $826,038
= g 2= $44.985  $140,536 N $185.571
| - = $18.387 M $18.387
. - 7 i - 435,049 $219.664 N $254,713
I Save : | Diect Charges N\ - emd $35.049 $135.419 Y 57000 $170.458
| $326.0000  $550.000 N $875.000
$201,366  $316,836 Y $7.000 $518,252 |
I 1 $29.791 N $29,791
| $31.087  $136.806 N $167.833
| $4.622 M $4.623
| $67.479 $443.217 Y $7.000 $510,636
| 18,622 $182.222 M $207.744
| 350610 N $50.610
[ 1 1 $44985 162,079 N $200,054
| $41.708 $184.605 N $226.313
$4.453  $48538 i $52.997
: $174.870  $158.5973 M $333.843
W File name: Iexpurl for taw class 201111 j " Gave I ﬁi;g; t:: ;ggg; $ 47,000 z:ll g;;;i
Save as ype: 4 - Cancel $5.152  $53.430 H $58,582
: i IPQ Export]. czv) J $7.972 $127 566 N 4135,498
L 5783 $52184 N $57.967
[ == $36.676 $123181 Y $7.000 $189,727
25 Download Format 466157 $203.439 H $275.656
26 $4.623 i $4.623
|27 Load Selects | Save Selects | Cancel | Begin Export | $4.453 365541 N $70.000
28 T $173500 214,200 $3.000 N $335,700
28 oo T T T I T I Tee T $4.459  $40.251 M $44.710
30 |21 014-234-10-1 DB3015 HAMSEN THOMAS W AND DEMMIELLE $36.144 $160,534 N $136,673
N |01 014-234-11-1 089015 HAMSEN THOMAS W AWND DEMMIELLE $29.791 M $29.791
32 |01 014-234-12-1/ 069015 DUBQIS LOIS C TR DUBOIS TRUST OF 337,290 $302.685 N $333,975
33 |01 014-234-131 089015 CLARE BIRGE G AND PRUDEMCE 5 $19.406  $156.565 M $1758,970
?ﬂ 1 04-234-14-1 069015 HIGAK] SHIGERU & SUMIKD M HIGAKI LIVING TRUST OF $13721  $99.413 N $113.134 Jﬂ -
14 »
2
[ |Found/Displaying: 2136 [ElDorado, ca ’_WI_ A I
Tl ¥
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1. This page shows what the ‘save as’ screen might look like after you choose the directory
and filename.
2. After you are satisfied with the drive, directory, filename, and type, click SAVE.
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Export to File - _—
E : —Export Filename Land alue | Impr. Yalue | Other Yalue HO TotalExe | Total¥aue |SH=+
1 $297.950  $345,025 N $642,975
E —g I HAPROPERTYWFORMS\Direct Chargeshexport for tax cls Selact File | $311;18§ :1513252 E 2?;22?? _|
s $18,387 N 318,387 ﬂ
|y e st vEus s v w0 s
7 $326.0000  $550.000 N $875.000
[|[e $201 366 $316.886 Y $7000 3518252
By | 429,791 N $29.791
% 10 ~Fields Selection $31.087  $136.806 N $167.833
i i 4,623 M 4623
% j Fléld LI.SL $§?,4?8 443,217 Y $7.000 $5fD,BSE
13 | [StusZie $15522 $192.222 N $207,744
g | [Bitus Zipd $50,610 N $50,610
; 15 g{?nuess WZE\N $208,054
% Style $4:4 N $226.313 L
: e T s - | “74)  Note that as of 2007, ParcelQuest
E o || ot 2| suf  will export the FULL 11 digit APN. |
= % ¥ Include Field Mame As First Record :; 33; 2;2 ?gi E $;§§g:§
a $36.676 $123181 Y $7.000 $189,727
Download Format 466157 $209.439 N $275.656
< 4 /\/
$4.623 i $4.623
| 27 Load Selects | Save Selects Cancel Begin Export | $4.459)  $65.541 M $70.000
| 28 T $173500 214,200 $3.000 N $335,700

29 ToTvrowToeT TOTTICTT T Tee T $4.459  $40.251 M $44.710

30 |21 014-234-10-1 8015 HAMSEM THOMAS W AND DEMMNIELLE $36.144 $160,534 N $136,673

N |L 014234 HAMSEM THOMAS ‘W AWND DEMMIELLE $29.791 M $29.791

32 |01 014-234 DUBOISLOIS C TR DUBOIS TRUST OF 337,290 $302.685 N $333,975

33 |01 014-234 CLARK BIRGE G AND PRUDEMCE 5 $19.406  $156.565 M $1758,970

34 101 014-23441 15 HIGAK] SHIGERL & SUMIKD M HIGAK] LIMING TRUST OF $13.721 $33.413 M 3113134 Jﬂ

| »
Ready [ |Found/Displaying: 2136 [ElDorado, ca ’_WI_ b Zl
on DOMmailAEDS Freview a
[ ] [Alam: Glasses at 02/01/2006 05:30 PM 4] [Ge= «] [Saly <@ =

1. The filename/location to which you chose to save the file will show here.

2. Next, choose which fields to export. Whatever fields are shown as “selected” will be
exported. Make sure to select at least the APN. You may desire additional fields.

3. There may already be fields selected due to a prior user’s selection. Any undesired fields
may be removed by clicking on them to highlight them and then clicking on the arrow
pointing to the field list. Use the arrow keys to move fields back and forth between the
“field list” to the “selected” list.

More fields may be selected if desired (e.g. owner name, situs address, use code, etc).
Note that as the fields display in either the “field list” column or the “selected fields”
column. They do NOT display in both columns at the same time. A user may move the
fields from one column to the other column by clicking on the field name and then
clicking MOVE TO as shown above.

4. 1tis recommended to click this box. By doing so, the field names will automatically be
included with the exported data.

5. When satisfied with the fields to export, click BEGIN EXPORT.

a. The export criteria may be saved for future use for using SAVE SELECTS.
b. Use the LOAD SELECTS to load any previously saved export criteria.
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=1

[lx 1x

|
i Bj@m |—0||)e_n‘ APHMap  Print Search lslﬁleﬂ g:rar Prior Hext Export
[ cony| H =5 | & [l 44 pp —>
-[ Search: 2, Standard (7) Radius Ty ParcelComps i
A ‘ APN ¢ | TRA | Owner 1 | Owner 2 | Land Yalue | Impr. % alue | Other ¥ alue HO TotalExe | Totalalue |5 H=
1 |Ci{014-021-11-1§063015 PEERS ROI NELSOM JR $297.9500  $345,025 H 3642975
2 |11 04021121 063015 THIESEN PETER ALAN BREWER ALTA $311.713) §514.326 H $826,028
3 |01 014-021-13-1 063015 MCKELVEY GARY ALTON MORROY COLLEEN R $44.985  $140.586 H $185.571
4 |01 014231051 063015 MCMANUS JOHN 418,387 H $18.387
5 |00 M4-23-07-1 063015 LEHRMAN JONATHAN '/ AND PENNY F $35,043 $219,664 H $254.713
6 |11 014-231-081 063015 HEINTZ LYNM R AND DAYVERETTAE $35.043 $135.413 ks $7.000 $170.468
7|01 M4-231-031 063015 DUNCAN GREGORY 5 AND KIM L $326.0000  $550,000 H $875.000 =
g |01 014231101 063015 STOME MARIE L $201.366)  $316,856 ks $7.000 $518.252
9 |1 0M4-232-01-1 0BS015 PETERSON TERRY L AND SalNDRA L $29.791 H $29.791
10 |00 014-232-02-1 063015 ELIZARREY DANIEL AND LORETTA $31.087  $136.808 H $167.833
11 |00 014-232-031 069015 JOHNSTOME PATRICIA JEAN $4.623 H $4.623
12 |01 014-232-07-1 063015 LAFFERTY MICHAEL H AND JULIE LIPE m x| $67.479  $443.217 ¥ $7.000 $510.696
13 |00 014-232-081 0830156 HOLMES TEREMCE 166522 $182.222 H $207.744
14 |01 014-232-031 063015 DOUGHERTY ROBERT F AND ROSE M Export is finished. $50.610 H $50.510
15 |01 0142321041 069015 DOUGHERTY ROBERT F AN/ $44.385  $163.073 H $208.064
16 |0 014-233-04-1 063015 WEISINGER JAMES R AND $41.708  $184.605 H $226.313
17 |0 014-233-05-1 063015 wITT BRIAN K AND KEVIN N $4.453  $48.538 H $52.997
18 |00 014-233-081 0R3015 FINCK DAVID M AND GERAL DT $174.870)  $158.973 H $333.843
19 |2 014-233-031 063015 FIELDING JESSEA TR FIELDING/BOWER TR OF $35.751 $145.934 H $181.745
20 |00 014-233-10-1 069015 BOLT STEVEM JOHM $44.985  $122539 ks $7.000 $167.574
21 |21 014-233-11-1 063015 SUTTLES DOLORES K AKA COMER DOLORES K $5.152)  $53.430 H $58.582
22 |01 014-233121 069015 COUGHLIM VIRGIMIA SILVA AND DAMIEL R $7.932) $127 568 H $135,488
23 |01 014233131 063015 SILVA ANTHONY AMD ELISABETH C $5.783  $52.184 H $57.957
24 |01 014233141 063015 CRAWFORD KEN B AND SHAWN R $36.576 $123.151 ks $7.000 $168,727
25 |01 014233151 063015 HARRISON PETER JOHN AND TERESA KAY 466157 $203.439 H $275.656
26 |1 014-234-021 063015 CARPENTER MICHOLAS A AND BRETT A $4.623 H $4.623
27 |01 014-234-031 063015 DOLLE DOMNALD & & PATRICIA $4.453 365541 H $70.000
28 |11 014-234-0641 063015 REECE ‘/ILLIAM THOMAS TR REECE 1952 FAMILY TRUST | $178,500  $214.200 $3.000 N $395,700
29 |01 014-234-031 069015 TURMER MICHAEL $4.459)  $40.251 H $44.710
30 |20 014-234-10-1 063015 HAMSEMN THOMAS W AND DENMIELLE $36.144 $180.534 H $196.678
H |00 014-234-11-1 063015 HAMSEN THOMAS ‘W AND DEMMIELLE $29.791 H $23.791
32 |01 014234121 063075 DUBOIS LOISC TR DUBQIS TRUST OF $97.230  $302,685 H $333.975
33 |00 014234131 083015 CLARK BIRGE G AND PRUDEMCE S 419,405 $156,565 H $175.970
34 101 014-234-14-1 063015 HIGAK] SHIGERU & SUMIKD M HIGAKI LIVING TRUST OF #1371 $33.413 H 3113134 Jﬂ ~
»
+
[ |Found/Displaying: 2136 [ElDorado, ca ’_WI_ A I
i ¥

[Page 10 Sec 1 140 [at 07" Lnt col2 REC [TRE [E4T | [ovR | [ B

A progress bar will display the % of exportation completed. However, the download may
process so quickly that it only shows for an instant. This sample of 2,136 records took about 2
seconds to complete, so the progress bar didn’t really display.

1. Click OK to leave the EXPORT features of ParcelQuest.
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ﬂtuunty El Dorado, CA - ParcelQuest = |EI|5| =l
i Fil= Edit Search List Detal Labels Help g
i Bj@m open APHMap  Print Search lslﬁleﬂ g:rar Prior Hext Export
L= county| W = | & L 44 ppr —
-[ Search: 2, Standard (7) Radius Ty ParcelComps i
\ |A ‘ APN ¢ | TRA | Owner 1 | Owner 2 | Land Yalue | Impr. % alue | Other ¥ alue HO TotalExe | Totalalue |5 H=
L1{014-021-11-1) 063015 PEERS ROI NELSOM JR $297.9500  $345,025 N 3642975
014-021-12-1 059015 THIESEN PETER ALAM BREWER ALTA $311.713) §514.326 H $826,028
2 14-021-13-1 069015 MCKELVEY GARY ALTOM MORROW COLLEEN R $44.985  $140.536 i} $185.571
014-231-05-1 069015 MCMANUS JOHM $18.387 H $18.387
71 014-231-07-1 089015 LEHRMAN JOMATHAM W AND PENNY F $35.043  $219.664 N $254.713
6 |21 014-231-08-1 069015 HEINTZ LYNM R AND DAVERETTAE $35.043 $135.419 ¥ 47,000 $170.468
7|20 014-231-09-1 089015 DUNCAN GREGORY S AND KIM L $326.0000  $550.000 N $875.000
& |21 014-231-10-1 063015 STOME MARIE L $201.366)  $316,856 s 47,000 $518.252 |
9 |01 014-232-01-1 063015 PETERSONM TERRY L AND SAUMDRA L $29.791 H $23.791
10 |20 014-232-02-1 069015 ELIZARREY DANIEL AND LORETTA $31.087 $136.806 N $167.833
11 |20 014-232-03-1 089015 JOHMSTOME PATRICIA JEAN $4.623 H $4.623
12 [0 014-232-07-1 063015 LAFFERTY MICHAEL H AMD JULIE LI _ x| $443.217 s $7,000 $510.696
13 [0 014-232-081 089015 HOLMES TERENCE $192,222 H $207.744
14 |01 014-232-03-1 063015 DOUGHERTY ROBERT FAMD ROSE Do ywou want to save the current criteria? N $50.610
15 [0 014-232-10-1 069015 DOUGHERTY ROBERT F AND ROSE — $208.064
16 [0 014-233-04-1 063015 WEISINGER JAMES R AMD JEANME® Yas Mo | Cancel | $226.313
17 |21 014-233-05-1 063015 WATT BRIAN K.AND KEVIN C $52.9597
18 [0 014-233-08-1 089015 FINCK DAVID M AND GERALDIME FIAAE $158.5973 $333.843
19 |1 014-233-03-1 083015 FIELDING JESSE A TR FIELDING/BOWER TR OF $35.751) $145.934 N $181.745
20 |21 014-233-10-1 089015 BOLT STEVEM JOHM 444985 $122529 ¥ 47,000 $167.574
21 [0 014-233-11-1 063015 SUTTLES DOLORES K AKA COMER DOLORES K $5.152  $53.430 i} $58.582
22 |21 014-233-121 089015 COUGHLIM YIRGIMIA SILVA AMD DAMIEL R $7.932 $127568 H $135,488
23 |01 014-233-131 063015 SILvA ANTHONY AND ELISABETH C $5.783 52184 i} $57.967
24 |21 014-233-14-1 089015 CRAWFORD KEN B AND SHAWN R $26576 $123.151 ¥ 47,000 $168,727
25 |01 014-233-151 069015 HARRISON PETER JOHN AWND TERESA KAY 466157 $209.439 N $275.656
26 |1 014-234-02-1 083015 CARPENTER MICHOLAS & AND BRETT A $4.623 N $4.623
27 |1 014-234-03-1 0B3015 DOLLE DOMALD A & PATRICIA $4.458  $E5.541 H $70.000
28 |21 014-234-06-1 083015 REECE “WILLIAM THOMAS TR REECE 1352 FAMILY TRUST $178.5000  $214.200 $3.000 N $395,700
29 |1 014-234-09-1 089015 TURMER MICHAEL $4.458  $40.251 H $44.710
30 [0 014-234-10-1 063015 HAMSEM THOMAS w AND DEMMIELLE $36.144 $160.534 N $196.678
31|20 014-234-11-1 089015 HAMSEM THOMAS 'w AMD DEMMIELLE $29.791 H $23.79
32 |1 014-234-1211 069015 DUBOIS LOIS C TR DUBOIS TRUST OF $97.290 $302.685 i} $333.975
33 [0 014-234-13-1 089015 CLARK BIRGE G AND PRUDEMCE § 419,406 $156.565 H $175.970
34 01 014-234-14-1 063015 HIGAK] SHIGERU & SUMIKD M HIGAKI LIVING TRUST OF $13721  $99.413 N $113.134 Jﬂ =
»
+
[ |Found/Displaying: 2136 [ElDorado, ca ’_WI_ A I
T ¥

[Page 11 Sec 1 141 [at 63 ne col i REC [TRE [E4T | [ovR [ B

After the export is completed, ParcelQuest automatically returns the user to this screen.
1. Determine whether you need to save the current SEARCH criteria, and click YES or NO.
2. Click EXIT to get out of the ParcelQuest program.

Next, go to Excel to prepare the data for submission to the EI Dorado County Auditor’s office.
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Ed Microsoft Excel - Book1 . =&l x]
J File Edit Yiew Insert Format Tools Data Window Help ;|i|1||
JD,;’:HE‘”@EE@"&H@ BRREC - [ A T YA e @

ECIAN - [BruUR M E=E=E%%, 49 =Ed-A

AN e :
A\ BE | C

2l

Look in: I[:l Direct Charges ' j = |@ et ﬁ - Tools «

Tame | Sizel T.| Modified
export for bax class 20111.csv| 34 KB ... 2[1)2006 4:56 PM

|w|m|u‘m|m|p‘m|m =

(=]

(%]

w

=

(2]

o

-

[=4]

(5]

ha
]

(TSN
=M=
o
T

o

4] I
File name: I j = Open 'I 5

Files of type: e S ] Cancel |
Vi

[ [M[4Sheet1 {sheetz f Sheet3 4]

=R g -
Ready = [ I | I I

& oo | 0o w0 [oafra |k pa ke
LR = D)W 0 O

=
2
<
e
=
i
]
3
-
»
O
0
A
E
@
:
K
>
<
Il
|

Get into Excel and open the file.

The user will probably have to change the file type as shown above.

The user may have to change the file directory to gain access to the file’s location.
Select the appropriate file.

Click OPEN.

oL E
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E2 Microsoft Excel - export for tax class 20111.cs¥

J Fle Edit W¥iew Insert Format Tools Data Window Help

DEENSE0RY Y@EC -

B AN VAL - @,

Arial

.1ov|31gg

B s %, @38 E=o-A

=[ APN

AP

|w|m|u‘m|m|p‘m|m =

(=]

(%]

w

=

(2]

o

-

[=4]

(5]

ha
]

014-021-11-
014-021-12-1
014-021-13-1
014-231-05-1
014-231-07-1
014-231-08-1
014-231-08-1
014-231-10-1
014-232-01-1
014-232-02-1
014-232-03-1
014-232-07-1
014-232-08-1
014-232-09-1
014-232-10-1
014-233-04-1
014-233-05-1
014-233-08-1
014-233-08-1

Note that as of 2007, exports from Parcel Quest contain
the FULL 11 digit APN, for example:
014-021-11-100

014-233-1041
014-233-1141
014-233-1241
014-233-1341
014-233-14-1
014-233-15-1
014-234-0241
014-234-03-1
014-234-06-1
014-234-059-1
014-234-10-1
014-234-1141
014-234-1241
014-234-13-1
[4| 4[> | M| export For tax class 20111

(SRRENRRSNRE SRR AR R RN Y R SR R R R S ]
= |0|R]|= (0|0 ||~ | || & L rd| =

JJ

|4l

JD[awv % G;|Agtoshapes' ™~ \ADD‘|&'£-&'ETE.E,
Ready I T mwmr

The data will be retrieved into Excel as shown above.

Notice that the column header is shown on line 1. This was automatically included, because in
the export process in ParcelQuest, the “include field name as first record” was checked.

Do the step on the next page first. From there, the order of the steps is somewhat unimportant as
long as the end result is in the appropriate format.
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pa d =l RS
J@ File Edit Miew Insert Format Tools Data wWindow Help ;lilﬁl
J T Crb Y BEE s < | e 2o MY page el 100% - [3) L
~

[ T lE=EEEpma N %, 88 =AY
cED CtrhtS E [ F [ & T H [ 1T [ 7 T K T LT
11 |
i Save as Web Page...
% Save Workspace.., 2
? Web Page Preview
|5
T Page Setup...

g Print Area 3
T @L Print Prewiew
|10 & print. . Chl4+P

11
ﬁ Send To 3

13 Propetties
% 1 Export,cdf
ﬁ 2 k4 Jon) % For SEH104-10.xls
? 3 L:\2000-014Reve.. )% for S&H104-10.xs
ﬁ 4 L:42000-01\Revenuel Teeter, xls
E 5 L:\2000-011RevenusiLaf alda), xls
ﬂ 6 L:2000-014Revenueitax(alr xls
A 7 L:A2000-01\Feesidrct-fee, xls
|22 5 |\2001-02\ TRA-SEE|tra NEW 2001 s
% 3 \PROPERTY\Prop-t.. \ManualStatus, xls
é Exit -
SiE

4 4[> i} ExPORT |«] | LIJJ

Ready | | | RN |

To protect the integrity of the data exported from ParcelQuest (in case it needs to be used for
other purposes or a mistake is made and the user needs to start over), immediately after
retrieving the data into Excel, save it as an Excel file. If left as a .CSV file, then all formatting
will be lost if the file is resaved as a .CSV file

1. Click FILE.
2. Click SAVE AS.
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Ed Microsoft Excel - export for tax class 20111.cs¥

J Fle Edit W¥iew Insert Format Tools Data Window Help

DEEHNSEOIRY $RRABC - -

Arial

w0 -[B 7 uU

L

Al

=[ APN

A

B

c

AP

o wlralralpa ool alo o= 22222 === =

Ezl

34

014-021-11-1
014-021-12-1
014-021-13-1
014-231-05-1
014-231-07-1
014-231-08-1
014-231-08-1
014-231-10-1
014-232-01-1
014-232-02-1
014-232-03-1
014-232-07-1
014-232-08-1
014-232-09-1
014-232-10-1
014-233-04-1
014-233-05-1
014-233-08-1
014-233-08-1
014-233-1041
014-233-11-1
014-233-1241
014-233-131
014-233-14-1
014-233-15-1
014-234-02-1

Save in:

21|

Hem|@ % ciE - Tos-
Mame |

E—CD-Data cd charge merge file.xls

@ CD-Data group pricing schedule calcs.xls

36 direct charge & extension schedule. xls

I 2] oirect Charges

4] |

7/
Itax class 20111 For 05-06] s /

i
Caneel |

File name:

[~
=

Save as bype: IMicrosoft Excel waorkboaok (*,xls) \

014-234-03-1
014-234-06-1
014-234-08-1
014-234-10-1
014-234-11-1
014-234-1241
014-234-13-1

[4| 4[> | M| export For tax class 20111

r

|4l

1 B B ¥ 7 I Bl

Select filename (suggest the tax class number and the fiscal year).
Select file type. Choose your computer’s latest version of Excel, which is typically the

[omw- Iy ¢ | Aseshapes -\ N OO E L@ &-2-A-=
Ready
1. Select drive.
2.
3.
very first file type, listed.
4. Click SAVE.
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E Microsoft Excel - tax class 20111 for 05-06.x%ls -8l
J File Edit Yiew Insert Format Tools Data Window Help - ﬂ|1||

DEeEN SEO0RY 1 2RE |- - [@ = £ 30 ¥ a5 -0,

Arial w0 -[B 7 uUe E=E s %, @8 =E0A

Al | =[ APN
A\EI|C|D|E|F|G|H|I|J|K|L|M|N|O\3‘

AP

OT4-021-11-1

014-021-12-1

014-021-13-1

014-231-05-1

014-231-07-1

014-231-08-1

014-231-09-1

014-231-10-1

014-232-01-1

014-232-02-1

014-232-03-1

014-232-07-1

014-232-08-1

014-232-09-1

014-232-10-1

014-233-04-1

014-233-05-1

014-233-08-1

014-233-09-1

014-233-10-1

014-233-11-1

014-233-12-1

014-233-13-1

014-233-14-1

014-233-15-1

014-234-02-1

014-234-03-1

014-234-06-1

014-234-09-1

014-234-10-1

014-234-11-1

014-234-12-1

014-234-13-1

4[4 [» [m]' export For tax class 20111 4]

Draw ~ [3 G;|Agtoshapesv S \DD‘|&'£'Q'Ej§.ev
Ready i [ m®mC

|w|m|u‘m|m|p‘m|m =

(=]

(%]

w

=

(2]

o

-

[=4]

(5]

ha
]

(SRRENRRSNRE SRR AR R RN Y R SR R R R S ]
= |0|R]|= (0|0 ||~ | || & L rd| =

1. Make the column wide enough by placing the cursor between the two column headings
until a symbol is shown that looks like a crossbar with arrows on it. Double click while
this symbol is on display, and the column will automatically adjust to the appropriate size
to accommodate the largest record in the column. The results are shown on the following

page.
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E3 MicrosYt Excel - tax class 2|)111 for 05-fa.xls -8l
J File View Insett | Format Tools DAta Window Help = E|ﬂ|
\ g Cgll::... Chrl+1 ‘g| “ . A = £ D3 Al 2] | oo - (@,

(5]
Riow = = & (£ iE
==8|s %, B3)E=[0-A-

Colurnn

\ »
‘ Sheet 3

AutoFarmat. ..
014-021-11-1 Conditional Formatting, ..
014-021-12-1 Style...

10 |014-232-01-1
11 |014-232-02-1
12 |014-232-03-1
13 |014-232-07-1
14 |014-232-08-1
15 |014-232-09-1
16 |014-232-10-1
17 |014-233-04-1
18 |014-233-05-1
19 |014-233-08-1
20 |014-233-09-1

27 |014-234-02-1
28 |014-234-03-1
29 |014-234-06-1
30 |014-234-02-1
31 |014-234-10-1
32 |014-234-11-1
33 |014-234-12-1
34 1014-234-131 Jﬂ
1[4 » [ M export For tax class 20111 4]

JD[awv I3 G;|Agtoshapes' S Cw DD‘|&'£-éij =B e,

Reads m—r . mwr [

This screen shows that the column width is now appropriate to the data contained within it.

The dashes need to be removed from the APN. But if the appropriate formatting isn’t done first,
the leading zeros will disappear. So, the first step in getting rid of the dashes is formatting the
column to maintain the leading zeros.

1. Click on the column to select it. The entire column should become shaded indicating the
whole column has been selected.

2. Click FORMAT.

3. Click CELLS.
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F3 Microsoft Excel - tax class 20111 for D5-06.4ls :
J Fle Edit W¥iew Insert Format Tools Data Window Help

DEEHNSEOIRY $RBAEC v

J Arial

w0 -[B 7 uU

W= =E==

20 |~ | | [ e [ [ | =

3

Al 2

A
APMN

014-021-11-1
014-021-12-1
014-021-13-1
014-231-05-1
014-231-07-1
014-231-08-1
014-231-08-1
014-231-10-1
014-232-01-1
014-232-02-1
014-232-03-1
014-232-07-1
014-232-08-1
014-232-09-1
014-232-10-1
014-233-04-1
014-233-05-1
014-233-08-1
014-233-08-1
014-233-10-1
014-233-11-1
014-233-12-1
014-233-13-1
014-233-14-1
014-233-15-1
014-234-02-1
014-234-03-1
014-234-06-1
014-234-08-1
014-234-10-1
014-234-11-1
014-234-12-1
014-234-13-1

=[ APN

B

[ ¢ |

el B3

Mumber |Allgnment| Fank I Barder I Patterns Protectlonl

Categary: ample
General - I APM |
Number L
Currency Type: —

Accounting ooooooooo] ———
Drate

Tirme General -
Percentage 0
Fraction 0.00

Scientific # R#0
Text #,#%0.00

Special EX-EINHER £ 1)
EEE— | |# 0] Redlr, 1 40) =~
Delete |

Type the number Format code, using one of the existing codes as a starking
poink.

Corcel_|

[ 4 |» | M|\ export for tax class 20111

Dl

JD[awv % c-, AutoShapes =+ ™ Cw DD‘|&'£-évE
Realy —r . w1

1. Click CUSTOM.

2. Replace the “type” with 9 zeros as shown above. NOTE: IF using ParcelQuest
produced after 2006, then use 11 ZEROS instead to accommodate the change in
exported data from a 9 digit APN to a full 11 digit APN.

3. Click OK.
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E Microsof/ Excel - tax class 20111 for 05-06.x%ls -8l
J File | Edit iew Insett Format Tools Data Window Help - ﬂ|1||

|01 & < UndoFomat Cells ~ cir4z BEC - [ A I P4 o -0,

3 Repeat Format Cells  Chrl+y

| anal =% %, B3 EE=E[0-A-
A dh Cut Chrl+x

B cony cultc b | E [ F | 6 [ H [ 1T [ J [ K T L [ W [ N [ ©
AP B, paste Chrl+y

2 |014 Paste Special...

3 |04 Paste as Hyperlink

4 1014

5 |04 Fill 4

6 |014 Clear 4

7 |o14 Delete

g 014 Delete Sheet

19[' g:‘]j Mawve or Copy Sheet...

11 j014 @4 Find... Ctrl+F

12 j014

13 1014 Go To... Chrl+ia

14 014

15 014 Links. ..

16 014 Obiject

17 |0 =35 07=T

27 |014-234-02-1
28 |014-234-03-1
29 |014-234-06-1
30 |014-234-02-1
31 |014-234-10-1
32 |014-234-11-1
33 |014-234-12-1
34 |014-234-13-1

14| 4 | p | M\ export for tax class 20111 4]

JD[awv % G;|Agtoshapes' ™~ \DD‘|&'£-éij§.e,
Ready I T mwmr

Next, the dashes need to be removed to comply with the format necessary to deliver to the
Auditor. The dashes can be removed quickly by using the “search and replace” feature of Excel.

1. Ensure the column is still selected. If necessary, click on the column to select it. The
entire column should become shaded indicating the whole column has been selected

2. Click EDIT.

3. Click REPLACE.

Revised August 2007 18 of 41



J -

crosoft Excel - tax class 20111 for 05-06.x1s

File Edit Yiew Insert Format Tools Data Window Help

DEEHNSEOIRY $RBAEC v

J Arial

w0 -[B 7 uU

v.,qse‘

=T E AL -O.
=% %, WiS[EES-

)

Al 2

=[ APN

B

[ ¢ | o | E

o
i
.
i
i
i
i
o

20 |~ | | [ e [ [ | =

3

[ 4 |» | M|\ export for tax class 20111

JD[awv % c-,

APMN

014-021-11-1
014-021-12-1
014-021-13-1
014-231-05-1
014-231-07-1
014-231-08-1
014-231-08-1
014-231-10-1
014-232-01-1
014-232-02-1
014-232-03-1
014-232-07-1
014-232-08-1
014-232-09-1
014-232-10-1
014-233-04-1
014-233-05-1
014-233-08-1
014-233-08-1
014-233-10-1
014-233-11-1
014-233-12-1
014-233-13-1
014-233-14-1
014-233-15-1
014-234-02-1
014-234-03-1
014-234-06-1
014-234-08-1
014-234-10-1
014-234-11-1
014-234-12-1
014-234-13-1

b3

2=

Find what:

T | e

Replace with:
I Close |
Search: IBy Rows vl [~ Match case Replace |

[~ Find entire cells only Replace al 3

r

AutoShapes - ™ \ADD‘|&'£'Q'E

Ready

Revised August 2007
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1. Place a “dash” in the “find what” box. The dash is located directly above the “P” on the
keyboard.

2. Leave the “replace with” blank to remove the dashes.

3. Click REPLACE ALL.
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=181x|

J@ File Edit Yiew | Insert Format Tools Data MWindow Help ;Iilﬁ“
DSE®| o LB E S oo [T AR YA o -3
| el r ==Es%, 94 FE A
— H
Worksheset
il_ [ E [ F [ &6 [ H [ v [ o] Kk [ L M N e |5
|1 [&PN N Chort. =
I A ERE ] [E———
| 3| 014021121 Fe Function... 3
5 otazmnoe| '
& oumion| R Cmt
|7 | 014231081]  picture »
o] laznin| g 2
E 014233011 %Hyperll_nk... ChrlHK
11 D1HS§“§
(17| 01423203 1
|13 014232071
|14 014232081
[15] 014232091
16| 014232101 .
17| 014233001 Note that as of 2007, ParcelQuest will export
18] 014233051 the FULL 11 digit APN, for example:
19| 014233081
20| 014233091 014-233-04-100
(21 014233101
[22]| 014233111
(23] 014233121
[24] 014233131
(25| 014233141
(76| 014233151
[27] 014234021
(28] 014234031
[79] 014234061
[30] 014234091
131 014234101
(37| 014234111
133 014234121
34| 014234131
144 [» | M| export For tax class 20111 1]
JD[akaCoj|AgtoShaDes'\ \DD‘|&v£v£vE:E.e,
Ready [ Bum=3aoaz4mmsas [ [ oM [ |

All dashes are now gone from column A and the leading zeros remained.

Next insert the 5-digit tax class number. In the example, it’s 20111. The “20” means it’s on the
non-alternate or non-Teeter plan). Most of the direct charges are on the non-alternate plan.

The tax class number needs to come before the APN, so a blank column needs to be added.
1. Click somewhere within column A.
2. Click INSERT.

3. Click COLUMNS.
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J File Edit Yiew Insert Format Tools Data Window Help ;Iillﬂ
DEEN SEOIRY | t2REC - S A Y e -@).
| il w0 -|B UL B %, @8/E=-A-.
AZ | =[ 20111
A | B c_ | L e [ & [ v [ o Pk L [ M [ N | o |7

1 AP
2 |, \ 201l 014021111

014021121 3

014021131

014231051

2 014231071

014231081
(3 | 014231091
EN 014231101
| 10 014232011
11| 014232021
112 014232031
113 014232071
| 14 | 0142320381
| 15| 014232091
| 16 | 014232101
| 17 | 014233041
| 18| 014233051
119 014233081
| 20 | 014233091
| 21 014233101
| 22| 014233111
| 23 | 014233121
| 24 | 014233131
125 | 014233141
| 26 | 014233151
| 27 | 014234021
| 28 | 014234031
| 29| 014234061
| 30| 014234091
| 31 | 014234101
| 32| 014234111
|33 014234121
34 014234131 JJ
W[4 [» [m]' export For tax class 20111 4]
JD[awv%Co;|AgtoShapes'\ \ADD‘|&'£'&'ETE.ev
Readly I T mwmr

The new column has now been added.

1. Enter your district’s tax class number (in the sample above, the tax class is 20111;
however, your district’s number will be different) in cell A1 and press the ENTER key.

2. Leave the cursor on cell Al, so that it can be copied to the rest of the 2,136 records
without typing it repetitively.

3. Click COPY.
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J File Edit Yiew Insert Format Tools Data Window Help ;Iillﬂ
DEEN SE0RY % B oo [fh S A 305 e -0,
| il o -Bruef-Ba =SE=S=H%%, WSEESA
A3 = =]
a [ 8 [ ¢ [ ol e [ F e [ H [ 1 [ 4 [ K L [ M [ N | 0 [
|1 APM
2 20111 01402111
| 3 014021121
4] 014021131 2
| 5 | 014231051
| 6 | 014231071
7 014231081
N
1 9]
| 10 |
|11 014232021
112 | 014232031
113 | 014232071
| 14 | 0142320381
115 | 014232091
| 16 | 014232101
|17 | 014233041
| 18 | 014233051
119 | 014233081
| 20 | 014233091
121 014233101
| 22 | 014233111
| 23| 014233121
| 24 | 014233131
1 25 | 014233141
| 26 | 014233151
| 27 | 014234021
28 014234031
| 29| 014234061
| 30| 014234091
| 31 | 014234101
| 32| 014234111
|33 014234121
34 014234131 JJ
W[4 [» [m]' export For tax class 20111 4]
JD[awv%Co;|AgtoShapes'\ \ADD‘|&'£'&'ETE.ev

Ready

1 B B ¥ 7 I Bl

1. Next, Excel wants to know to where the user wants to copy the information. So, click
and hold the cursor on cell A2. Then while still holding the click, drag the mouse down
to the end of the end of the copy area. In this example, we’ll just copy to row 28. In
reality, the user would want to copy all the way to the end of the 2,136 records.

2. Click PASTE to paste the tax class in all of the selected cells.

Revised August 2007
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J Fle Edit W¥iew Insert Format Tools Data Window Help

DEEHHSEORY $BREC | v- -

R == i A

| arial -10v|31gg IM\E__|$%,33;°.8 -
A3 | =[ 20111
A | 8 | ¢ | o | E | F [0 Tk L [ wm | W [ D
2 20111 014021111
|3 [ o1 014021121
4 | 20111 014021131
5| 20111 014231081
6| 20111 014231071
7| 20111 014231081
8| 20111 014231091
9| 2mn| o4zanm
10| 20111 014232011
11 20111 014232021
12| 2m| 01423203
13| 20111 014232071
14| 20111 014232081
(15| 20011 014232091
(16| 20111 014232101
17| 20111 014233041
(18| 200111 014233051
(19| 20111 014233081
(20| 20111 014233091
21| 20111 014233100
(22| 20111 o1aza
23| 20111 orazEH
(24| 20111 014233131
(25| 20111 014233141
(26| 20111 014233151
27| 20111 014234021
28| 20111l 014234031
|29 014234061
30| 014234091
31 | 014234101
Ea 014234111
| 33 | 014234121
EA 014234131
35 014234141 JJ
1[4 [» [M[" export for tax class 20111 4] 13|

JD[awv % c-,

AutoShapes - ™ \ADD‘|&'£'Q'E

Ready

[T Bum=szzses [ [ mml [ [

This screen shows that the copy has been completed and the information has been placed where
desired. The next screen shown, will have the tax class copied all the way to the bottom of the
records by using the same technique just shown.
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J File Edit Yiew Insert Format Tools Data Window Help ;Iiliﬂ
DEHNSEURY $ BBEC | v-o-[M= £33 YL 0w -0,
| il B EE=E(8 %, WSEESA

C2137

A | e | F | & | H [ 1 [ o [ k¥ [ L [ wm [ N | 0

2109] 20111 017021151
2110 20111 017021161
2111 20111 017021171
2112| 20111 017021181
2113| 20111 017021191 .
2114| 20111 017021201 Note that as of 2007, ParcelQuest will export
% ggm gﬁggg; the FULL 11 digit APN, for example:
2117] 20111 017021231 017-021-12-100
2118 20111 017021281
2118 20111 017021291
2120 20111 017021301
2121 20111 017031011
2122| 20111 017041091
2123| 20111 017041101
2124 20111 017041171
2125| 20111 017041151
2125 20111 017041191
2127 20111 017041201
2125| 20111 017041211
2125] 20111 017041231
2130 20111 017041251
2131 20111 017041271
2132] 20111 017041291
2133] 20111 017041311
2134| 20111 017061031
2135| 20111 017061051
2136| 20111 017061061
2137| 20111 017061071 |
12138
12139
12140
2141]
2142 Jﬂ
1[4 [ p [M[" export for tax class 20111 [4] 1|
JD[awv%Co; futoShapes = ™ \ADD‘|&'£'Q'E E.Ev
Ready i [ m®mC

Now, the tax class number is copied all the way to the end of the records.

The next step is to return to the top of the Excel file to finish work on the APN and the dollar

amount.
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&) File Edit Wiew Insert | Format ToTE Tt 2 -181x]
BT DR P S T I
» — R = 5

| i S b S S =68 %, W[ EEOA-
Colurnn
& 2 Sheet
a | B E [ F | & [ H [ 0+ | 9 | k | L | wm | W | 0

1] AP AutoFormat. .,
L 20111 014021 Conditional Formatting. ..
(3| 20111 04021 g, 3
4| 20111 0140217
5| 20111 014231051
6| 20111 014231071
7| 20111 014231081 =
(8| 20111 01423109 1
9] 20111 014231101
0] 20111 014232011 |——
11 20111 014232021
% ggm glﬁgggﬂ Note that as of 2007, ParcelQuest will export the
Ga] i1 014zl FULL 11 digit APN, for example:
15| 20111 014232081 014-232-20-100
(16| 20111 014232101
(17| 20111 014233041
18] 20111 014233051
19| 20111 014233081
(20| 20111 014233091
(21| 20111 01423301
(22| 20111 01423311
(23| 20111 014233121
(24| 20111 01423131
(25| 20111 014233141
(26| 20111 014233151
(27| 20111 014234021
(28| 20111 014234031
(29| 20111 014234061
130] 20111 014234091
31| 20111 0142341
132] 20111 014234111
33| 20111 014234121
34| z01110 014234131 Jﬂ
1[4 [p [M[" export for tax class 20111 4] 1|
JD[awv%Co;|AgtoShapes'\ \ADD‘|&'£'&'ETE.ev
Ready i [ mwr

The format required by the Auditor includes an 11 digit APN rather than the 9 digit APN shown
thus far in the example. Depending on the production date of the ParcelQuest CD, the parcel
number may be missing the last two digits. As of 2007, ParcelQuest will export the FULL 11
digit APN. FYI, the last two digits of the APN are always zero (but the Assessor is planning on
using these 2 digits in the future, so eventually they won’t be zero).

The dollar amount must also be 11 digits. The 11 digits include a decimal place and leading
zZeroes.

1E ParcelQuest exported 9 digits instead of the full 11 digit APN, then Column C may be used to
insert the last 2 digits of the APN AND insert the appropriate dollar amount to be charged, all at
the same time. This saves a little bit of time in the processing of the data to prepare it in a format
acceptable to the Auditor. Please make sure to count the number of digits in the APN exported
from ParcelQuest before you decide whether you need to do this step or not.

Column C must first be formatted correctly as shown below.

1. Click on column heading in column C to select it. The entire column should become
shaded indicating the whole column has been selected.

2. Click FORMAT.

3. Click CELLS.
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|E] File Edit Wiew Insert Format Tools Data ‘indow Help ;|i|1||
DEeEN SEO0RY F2RE |- [@ = £ 33 ¥ e g o -0,
| aria -10v|31g .&G‘E_ .

L1 =l =]

a | B o | E | F 5 [ H [ v [ a4 [ v | L [ wWm [ N [ ©

1] APN
2| 20111 014021111
3| 20111 014021121
4| 20111 014021131
5| 20111 014231051
6| 20111 014231071 2] x|
7| 20111 014231081
| 8 | 20111 014231091 Mumber | Alignment I Font I Border I Patterns Protectlonl
1 9 ] 20111 014231 Category: ample
10| 20111 014232011 General =] F |
11 20111 014232021 gumber - 2
12| 20111 014232031 drrency Lpe: i
13| 20111 014232071 peounting pooaoonnn.oo] ~o—
4] 20111 014232081 Time Sereral —~ |
35 Percent - .
% 531 H glﬁggﬁ Fraction .00 \/Dependlng on the number of
Iy Scientific #, 20 N HeH ] H
7] 20111 014233041 Text #0000 digits in the APN, you will
(18] 20111 014233051 spedal L mggﬂffgm)m) =l need to make a determination
(19 20111 014233081 S of how many leading zeros to
20 200 asaot __oeere | use here. See note 2 below
A 20111 014233101 Type the number Format code, using one of the existing codes as a starting ' '
(22| 20111 01423311 poirt.
(23| 20111 014233121
(24| 20111 01423131
(25| 20111 014233141
(26| 20111 014233151 o pw—
(27] 20111 014234001 ’S |Cczet ]
(28| 20111 014234031
(29| 20111 014234061
130] 20111 014234091 3
31| 20111 0142341
132] 20111 014234111
33| 20111 014234121
34| 201110 014234131 hd
1[4 [p [M[" export for tax class 20111 4] 1|
JD[awv%Co; AutoShapes - ™ \DD‘|&v£-évE E.ev
Ready | MU I

1. Click CUSTOM.

2. Backspace over anything shown in “type” and key one of the following:
a. IF the APN is already at the full 11 digits, then key in 8 zeros followed by 1
decimal place and 2 more zeros.
b. IF the APN is at 9 digits (and missing the final 2 zeros), then key in 10 zeros
followed by 1 decimal place and 2 more zeros.

3. Click OK.
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J File Edit View Insett Format Tools Data Window Help

D= |§’_m@t\}"¥:%3.@|ﬂ-ﬁ- §|100%-@
J.C\rial lev|BIU N _—_|$£;.0'0+'.0 -
C1 | =[ 45
A B gk L MmN ]

1| APN

2| 20111 014021111
3| 20111 014021121
4| 20111 014021131
|5 | 20111 014231051
|6 | 20111 014231071

| 7| 20111 014231081
8| 20111 01423109
9| 20111 014231101
10| 20111 014232011
11 20111 014232021
12| 20111 014232031
13| 20111 014232071
14| 20111 014232081
15| 20111 014232091
(15| 20111 014232101
17| 20111 014233041
18| 20111 014233051
19| 20111 014233081
20| 20111 014233091
121 20111 01423301
(22| 20111 01423311
23| 20111 014233121
124 20111 01423431
(25| 20111 014233141
26| 20111 014233151
127 20111 014234021
(28| 20111 014234031
129 20111 014234061
130 20111 014234091
(31| 20111 014234100
132 20111 014234111
33| 20111 014234121
34| 201110 014234131

[4| 4[> | M| export For tax class 20111

r

|4l

| praw - NNOCEHAE - £-A-=
Realy —r . w1
1. Enter the appropriate dollar amount (45 in the example) in cell C1 and press the ENTER
key.
2. Leave the cursor on cell C1, so that it can be copied to the rest of the 2,136 records
without typing it repetitively.
3. Click COPY.
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DEHNSGEORY Y RREC - (@S £3>F P4 o -0,
| aria E=EHs %, da=EE0-A-,
C2
A |F|G|H|I|J|K|L|M|N|C3‘
|1 APM 0000000045.00
| 2 | 20111 01402111
| 3 20111 0402112
| 4 | 20111 01402113
| 5 | 20111 014231051
6 20111 014231071
| 7] 20111 014231081 \
| 8 20111 014231091
1 9] 20111 014231
| 10 | 20111 01423201
|11 20111 014232021
112 | 20111 01423201
113 | 20111 014232071
| 14 | 20111 014232081
115 | 20111 014232091
| 16 | 20111 0142321
|17 | 20111 014233041
| 18 | 20111 014233051
119 | 20111 014233081
| 20 | 20111 014233091
121 20111 0142331
| 22 | 20111 01423311
| 23| 20111 014233121
| 24 | 20111 01423313
1 25 | 20111 014233141
| 26 | 20111 014233151
| 27 | 20111 014234021
| 28 | 20111 014234031
| 29| 20111 014234061
| 30| 20111 014234091
| 31 | 20111 014234101
| 32| 20111 01423411
|33 20111 0142311
34 201110 014234131

[4| 4[> | M| export For tax class 20111

JJ

|4l

JD[awv%Co;|AgtoShapes'\ \DD‘|&'£-éij§.e,
Realy —r . w1
1. Next, Excel wants to know to where the user wants to copy the information. So, click

and hold the cursor on cell C2. Then while still holding the click, drag the mouse down
to the end of the copy area. In this example, we’ll just copy to row 28. In reality, the
user would want to copy all the way to the end of the 2,136 records.

2. Click PASTE to paste the tax class in all of the selected cells.

Revised August 2007

28 of 41



& Microsoft Excel - tax class 20111 for D5-06.1ls
J Fle Edit W¥iew Insert Format Tools Data Window Help

DEEHHSEORY $BREC | v- -

| aria -10v|31g2 .,qsg‘%_ .
| C2 | =[ 45
A | 8 | ¢ | o [ e | F | & [ H [ 1 [ J | kK [ L | m™m [ N |
AP 0000000045.00
1 20111 014021111 0000000045 00
/20111 014021121 000000004500
| 4| 20111 074021131 000000004500
|5 | 20111 014231051 0000000045.00
|6 | 20111 014231071 0000000045.00
|7 | 20111 074231081 000000004500
|8 | 20111 014231091 0000000045.00
9| 20111 074231101 000000004500
10| 20111 074232011 000000004500
(11| 20111 014232021 0000000045.00
(12| 20111 014232031 000000004500
(13| 20111 074232071 000000004500
(14| 20111 014232081 0000000045.00
(15| 20111 074232091 000000004500
(16| 20111 074232101 000000004500
(17| 20111 014233041 0000000045.00
(18| 20111 074233051 000000004500
19| 20111 074233081 0000000045 00
(20| 20111 014233091 0000000045.00
21| 20111 074233101 000000004500
(22| 20111 074233111 0000000045 00
(23| 20111 014233121 0000000045.00
(24| 20111 074233131 000000004500
(25| 20111 (014233141 0000000045.00
(26| 20111 014233151 0000000045.00
(27| 20111 014234021 000000004500
28| 20111 (014234031 0000000045.00
(29| 20111 014234061
(30| 20111 014234091
(31| 20111 014234101
(32| 20111 014234111
(33| 20111 014234121
34| 20111 014234131 Jﬂ
1[4 [» [M[" export for tax class 20111 4] 1|
JD[awv%Co; futoShapes = ™ \ADD‘|&'£'Q'E *‘EEI@.

Ready

== [ v I

This screen shows that the copy has been completed and the information has been placed where
desired. The next screen shown, will have the dollar amount copied all the way to the bottom of
the records by using the same technique just shown.

1. You may also want to delete the column headers at this point in time. The column
headers must be absent on the file provided to the Auditor.
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Ed/ View Insert Format Tools Data Window Help ;Iilﬁ“

b BRBES oo S Ao -0,

| i ==Es%, 94 FE A
Cc2141
A [ F [ & [ W [ v | 0 [ w |t [ M [ W |
12113 20111 017021191 0000000045.00
12114 | 20111 017021201 0000000045.00
12115 20111 017021211 0000000045.00
12116 20111 017021221 0000000045.00
12117 | 20111 017021231 0000000045.00
12118 20111 017021281 0000000045.00
12113 20111 017021291 0000000045.00
12120 20111 017021301 0000000045.00
12121 | 20111 017031011 0000000045.00
12122 20111 017041091 0000000045.00
12123 | 20111 017041101 0000000045.00
12124 | 20111 017041171 0000000045.00
12125 20111 017041181 0000000045.00
2126 20111 017041191 0000000045.00
12127 20111 017041201 0000000045.00
12125 20111 017041211 0000000045.00
12128 | 20111 017041231 0000000045.00
12130/ 20111 017041257 0000000045.00
12131 | 20111 017041271 0000000045.00
12132 20111 017041291 0000000045.00
12133 20111 017041311 0000000045.00
12134 | 20111 017061031 0000000045.00
12135 20111 017081051 0000000045.00
12136 20111 017061067 0000000045.00
12137 | 20111 017081071 0D00000045.00
2138
2139)
2120
2141 I 1
L]
2142]
2123
o1as
2145
2146 =
144 [» [ M[" export for bax class 20111 1] JJ
JD[awv[}Co;|AgtoShaDesv\ \DD‘|&'£'&'E_E.E-
Ready I s

Now, the dollar amount is copied all the way to the end of the records.

1. Itisagood idea to save the file after each successful step to provide for easy recovery if
necessary. To save the file, click SAVE.

Next, the districts should review and update its exception list (due to administrative APNSs, split
interest billing, etc.). If any of the parcels or their corresponding amounts on Excel need to be
changed, now is a good time to do it. Any changes necessary should be made prior to
submission to the Auditor (e.g. deletions or changes to certain APN dollar amounts).
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Filg' Edit Wiew Insert Format Tools Data Window Help ;Iilﬂ|

| quw... Curl+h E‘§|”' oo (g T A Ze SR W AL R e -3,

& S0 Tl M= === %, @3 FE DA,

LIS Close

[ Hsae Chrl+5 o [ | F e [ H [ v [ 0 | K L [ M |

211

ﬂ Save as Web Page...

E Save Workspace. ., 2

1211

211 ‘Web Page Preview

211

ﬁ Page Setup...

212 Print Area ]

ﬁ @ Print Prewview

212 S prirt... P

212

212 Send To 3

ﬁ Propertiss

212

ﬁ 1tax class 20111 for 05-06.xls

ﬁ 2 export For bax class 20111.csv

1212 3 ...\Public Acquisition Form - Cancellat. ..

ﬁ 4 ...\Cash Statement Template revised ...

E 5 ...\Cash Statement Template revised ...

E 6 ..\Cash Statement Template revised ...

E 7 ..\ERAF, YLF Swap, 3% - Recap & JE....

E & L1\ 2005-06\Revenueltax(a)r. xls

E 9. Mnterest Calculation RTS151 Far 05-,..

1213

1213 Exit

213s

2138

12140

i ——

2142

2143

12144]

12145 ..

12145 Jj

14/ 4] » [ m[' export for tax class 20111 [«] |

JD[akaCo; futoShapes = ™ w [ O 4|&'£'&v BEa.

Readly [T | R B T/ I B

After all desired changes are made, the file needs to be saved in TEXT version as follows:

1. Click FILE.
2. Click SAVE AS.
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E3 Microsoft Excel - tax class 20111 for D5-06.xls - &=l
|E] File Edit Wiew Insert Format Tools Data ‘indow Help ;|i|1||
DN SE0RY yBREC| - = (A A 3> Y45 [0 -0,
J Arial -

C2141

A S I O I T I

2113 20111 017021191 0000000045.00
2114 20111 017021201 0000000045.00
21158 20111 017021211 0000000045.00
2116 20111 017021221 0000000045.00
ﬂ 20111 07021231 0nnnnnonas nr
2118) 20111 01702128 Bl 2]
_2119 20111 07023 Save in: 2] oirect Charges | 4= ¥ B EF - Toos -
2120 20111 01702130 _ I J = |® o E _
2121 20111 0170310 Narme |
2122 20111 01704109 E—CD-Data cd charge merge file xks
2123 20111 01704110 @ CD-Daka group pricing schedule calcsxls
2124 0111 01704117 @ direct charge & extension schedule, xls
2195 11 0704118 37 tax class 20111 for 05-06.xls
2126 20111 01704119
2127 20111 01704120
2128 20111 070421
2129 20111 01704123
2130 20111 01704125
213 20111 01704127
2132 20111 01704129
2133 20111 01704131 2
2134 20111 01706103
2135 20111 01706105
2138] 20111 01706106 4 | i
2137 20111 01706107 File name: Itax class 20111 for 05-06.xls j
2138
12139 | Jave as types |Microsoft Excel Workbook (¥, xls) - Caneel
2140 Microsoft Excel Waorkbook (*,xls) N
51411 ‘Web P * hitm; *. bkl I—
ot 1 enecietw
3742 by g
2143 Unicode Text (*.bxt)
m Microsoft Excel 5.0/95 Workbook (*,xls)
2145
2146 -
14[ 4[> [M[' export for tax class 20111 |«] ]|
JD[awv%c.; futoShapes = ™ \ADD‘|&'£'Q'E
Ready I T mwmr

1. Click the TEXT (TAB DELIMITED)(*.TXT).

2. The filename can be the same filename as before. The extension of .xls will
automatically be replaced with the extension .txt. The end result will be 2 different files
(tax class 20111 for 05-06.xls and tax class 20111 for 05-06.txt). This is OK.

3. Click SAVE.
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Microsoft Excel - tax class 20111 for 05-06.E5E

J Fle Edit W¥iew Insert Format Tools Data Window Help

DEHNSEURY $ BBEC |- [M= £33 F YL 0 -0,
| il B E= |8 %, @a=Eo-A,
A p | E [ F [ & [ H | 1 [ 4o | K [ L Mo W
12113 20111 017021191 0000000045.00
12114 | 20111 017021201 0000000045.00
12115 20111 017021211 0000000045.00
12116 | 20111 017021221 0000000045.00
12117 | 20111 017021231 0000000045.00
12118 20111 0170212581 0000000045.00
12118 20111 017021291 0000000045.00
12120/ 20111 017021301 0000000045.00
12121 20111 017031011 0000000045.00
12122 | 20111 017041091 0000000045.00
12123 20111 017041101 0000000045.00
12124 | 20111 017041171 ONnONNACAS 0N
12125 | 20111 017041181 O ieE g S x|
ale A1 07041191 O b class 20111 For 05-06 kxt kain Features thak t titile with Teset (Tab delimited) , D t
2127 o011 07041201 O tgi;;:ssthe wnrklggnkin tHi:FQ:fnif'r?n ain features that are not compatible with Text (Tab delimited) . Do you wanl
2128 20111 017041211 O
2129 20111 017041231 Qi @ + To keep this Format, which leaves out any incompatible Features, click Yes,
12130 0111 017041251 01 + To preseryve th_e Features, cIi_ck Ma, Then save a copy in the lakest Excel Format,
53 S 01704 O « To see what might be lost, click Help.
12132 20111 017041251 O | fes No | Help
12133 | 20111 017041311 O . N
12134 | 20111 017061031 0000000045.00
12135 20111 017061051 0000000045.00
12136 | 20111 017061061 0000000045.00
12137 | 20111 017061071 0000000045.00 1
2135
2138
2140
2141 I _l
2142
2143
2144
2145 =
2146 Jﬂ
[ 4 p [M[kax class 20111 For 05-06 4] 1|
J Draw = % c-, Autoshapes = > w ] O
Ready i [ m®mC
1. Click YES.
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F Microsoft Excel - tax class 20111 for ;Iilﬂ
J@ File Edit View Insert Format Tools Data ‘Window Help ;Iilﬁ“

DN SBE0RY +2EE| - =[x A 3% ¥ a i o -0,

= =S==8%%, @9 (oA
A E | F [ &6 H | 1 [ g | kK [ L I M [ N ]
2113 20111 017021191 0000O00045.00
2114| 20111 017021201 0000000045.00
12115| 20111 017021211 0000000045.00
2116) 20111 017021221 0D00O0OO45.00
2117| 20111 017021231 0000000045.00
2118| 20111 017021251 D0D000D0O045.00

=]
=
=
o
l]

20111 017021291 0000000045.00

12120 20111 017021301 0000000045.00

12121 20111 017031011 0000000045.00

12122 20111 017041091 0000000045.00

12123| 20111 017041101 0000000045.00

12124 20111 017041171 0000000045.00

12125| 20111 017041181 0000000045.00

12126| 20111 017041151 0000000045.00 [STremen gy x|
12127 20111 017041201 0000000045.00

2128 20111 017041211 0000000045.00 , .
2129 20111 017041231 000000004500 & Do you wank to save the changes you made to 'tax class 20111 For 05-06.kxt'?
2130 20111 017041257 0000000045.00

2131 20111 017041271 000000004500 fes to e

12132| 20111 017041251 0000000045.00 1

12133 20111 017041311 0000000045.00

12134| 20111 017061031 0000000045.00

2135 20111 017081051 0000000045.00

‘B‘
]
s3]
N

20111 017061067 0000000045.00
20111 017081071 0D00000045.00

]
[45)
=

(%]
[55)
[sx]

]
[¥1)
o

]
=
(=]

5]
N

[3¥]
=
5]

%]
=
w

%]
=
=

[2¥]
=
m

5]
=
o

14/ 4] » [m['tax class 20111 for 05-06 [«] | JJ
Draw = [3 (% | Autoshapes « ™. \DD‘|&v£'é'E:E.e-
Ready ||7|7|7|7|7NUM|7|7 i

1. The work done on Excel has now been completed. Exit Excel as shown.
2. Click NO, since you just saved it.

Do NOT send the Excel file. It is for your records only. It will not properly process through to
the mainframe computer system and all submitted records will be rejected. Instead, submit a text
file in the approved format. Word may be used to create a text file in the approved format as
shown in the subsequent pages.
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il Document4 - Microsoft Word

=18] x|

JEiIe Edit Wiew Insert Format Tools Table Window Help |

DI_EI [2REEA| L BB - |QM.|JAE|_100%- .

Norma?\\\ Times New Roman - 12 - | B I T B aec 46c Illla‘ =

ID Direct Charges \‘ j - |@ * - Tools

Mame | Size | Type | Modified ;I
-@ternet-intranet-K drive repart distribution. dac 32 KB Microsaf... 8/6/2002 11
letter to distribute corrected cd-data.doc 141 KE Microsof... 7/14f2005 3

letter ta revise 5-20-05 letter .dac 371 KB Micrasof... 6/5/2005 2:2
Mew Internet Pages for Direct Charges.doc 22 KB Microsaf,., 4/21/2004 9
ParcelQuest includes 'other’ status letter. doc 145 KE Microsof... 7/7/2005 12
My Documents ProduceDistrictLable, doc 19 KB Microsof,.. 10/23/2000 !
Reports and Info Available on the Internet - Schedule.doc 26 KB Microsaf,., 7/19/2002 4
sb112Z2 form letter. duc 140 KB Microsof... &/28(2002 1
g 06 65 KB Text Do,.. 2/2/2006 31
@ [ class 20111 For 05-06, x\s 117 KB Micrasaf,.. 2/2/2006 2:(
. TRIAMMUAL-01 december.doc 266 KB Microsof... 12/5/2001 5
TRIAMMUAL-0Z april.doc 271 KB Micrasof... 3/29/2002 1
TRIAMMUAL-DZ june, doc 275 KB Microsof,., 5/23/2002 8
TRIAMMUAL-no more letkers.doc 156 KB Microsof,.. 6/3/2004 12|

4 | o

File name: I j = open NI
Files of type: IAII Files (*.*) \ j Cancel

[Page 1 Sec 1 g1 a1 lnt ot REC [TRE [E4T | [ovR

1. Click the OPEN FILE icon
2. Changes may be necessary to the “directory” to locate the Excel file.

3. Changes to the “file type” may be necessary to locate the Excel file. “All Files (*.*)”
should work.

4. Select the .TXT file you wish to open (make sure it’s not the .XLS file).

5. Click OPEN.
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il tax class 20111 for D5-06.kxt - Microsoft Word

JEiIe Edit Wiew Insert Format Tools Table Window Help

=3 = =l

& E‘$|ﬂ-ﬂ-|ﬂﬁ|“&mﬁl49%- @ .

JPIainTtv Corier Mew -0~ | B I U D aec ac HNBHEEEE iZiziEiE BFA- £
P0111+014021111 - 0000000045.009
20111-014021121 - 0000000045, 009
20111-+014021131 - 0000000045, 009
20111-014231051 - 0000000045.007 Depending on whether you downloaded the full 11 digit
20111-014231071 - 0000000045.007 APN or the 9 digit APN format from ParcelQuest, your
20111-014231081 » 0000000045.007 format may look different from this. This sample was
20111-014231091 - 0000000045.007 made based upon a download of a 9 digit APN.
20111+014231101 - 0000000045.009
20111-+014232011 - 0000000045, 009
20111-+014232021 - 0000000045, 009
20111-+014232031 - 0000000045, 009
20111-+014232071 - 0000000045.009
20111-+014232081 » 0000000045.009
20111-+0142320%1 » 0000000045, 001
Z20111-+014232101 - 0000000045.009
20111-+014233041 - 0000000045, 009
20111-+014233051 - 0000000045, 009
20111-+014233081 - 0000000045, 009
20111-+014233051 - 0000C00045.009
20111-014233101 - 0000000045, 009
20111-+014233111 » 0000000045, 009
20111-+014233121 - 0000000045.009
20111+014233131 - 0000000045.009
20111-+014233141 - 0000C00045.009
20111-+014233151 - 0000000045, 009
20111-+014234021 » 0000000045, 009 :
20111-+014234031 - 0000000045, 009 @
ﬁ’)lfg'\‘:\:__‘l‘ 21 AP3IANAT o OnnNNNNnAR NNd . =
[Page 1 Sec 1 13s  [AL 1" lnt ot [REC Rk o fovm [ BRI [

The file will look similar to the one shown above. Notice the breaks between the data fields.

Word has brought (imported) the data as a “Tab Delimited” file, which means there are TABS

between the fields. If the file is submitted like this, it will not process through to the mainframe
computer system and all submitted records will be rejected. Instead, get rid of the tabs as shown
on the following pages.
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il tax cl\ss 20111 for 05-06.kxt - Microsoft Word

JEiIe Edit! Wiew Insert Format Tools Table Window Help
|0 0 undoclear bz || ¢ B B <P o - oo - |2 @R B | W B[ vt @),
Jplainoc.an'tgepeat ChrlHY. . | B 7 U D ¢ hsc “nauzgg = §E = = A 'ﬁ'v
[ & cut Chrl+3 s T
QDDV Chrl+E . . . . . . . . . .
@723.@3 wiy |1~ 0000000045.009
z Paste Special. .. 1l - OOOOOOOO‘IE).OOﬂ
Z  Pasteas Hyperlink 1 - 0000000045.001
2 Clear pel (1 =+ 0C00000C045.009
Z  Selectal cwla |1 - 0000000045, 009
ZMEM“ il 1 - 0000000045.007
z 1 - 0000000045.007
@ £ GoTo.. e |1+ 0000000045.007
z e 1 - 0000000045.009
z Qb;ect 1 - 0000000045.001
O0Ir=0raz32z031 - 0000000045.009
20111+014232071 - 0000000045, 009
20111-014232081 - 0000000045.,009
20111-014232091 - 0000000045.,009
20111-+014232101 - 0000000045.,009
20111-014233041 - 0000000045.,009
20111+014233051 - 0000000045, 009
20111-+014233081 - 0000000045,001
20111+014233091 - 0000000045.009
20111+014233101 - 0000000045, 009
20111-014233111 - 0000000045.,009
20111-+014233121 - 0000000045.,009
20111-+014233131 - 0000000045.,009
20111+014233141 - 0000000045,009
20111+014233151 - 0000000045, 001
20111+074234021 - 0000000045.009 :
20111+014234031 - 0000000045, 009 o
E’)[Q'}E'I‘ =M1 AZ2ANAT o OnnNNNnNnALE And hd
[Page 1 Ser 1 a8 [k 1" Ini  ¢al 1 [rEz R B lovR [ B[

1. Place the cursor at the beginning of the file.
2. Click EDIT.

3. Click REPLACE.
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iali tax class 20111 for 05-06.kxt - Microsoft Word

JFI|E Edit Wiew Insert Format Tools Table Window Help

|D e mﬂ|9%ﬂimﬂm%@.
J = = D e fmc Illla‘— = = |iE = &= 1 .
I S S AR T ' s ¢
[20111+014021111 » 0000000045, 009
20111+014021121 ~ 0000000045, 009
20111+014021131 - 0000000045, 009
20111-014231051 - 0000000045, 007 Paragraph Mark
20111-014231071 - 0000000045, 001
20111+014231081 - 0000000045, 001 G
20111+014231091 » 0000000045 e - — o 2%
20111+014231101 » 0000000045, v | | et
20111+014232011 » 0000000045, 4 Reske | Goto Cortt Character
20111-014232021 - 0000000045, Find what: I— Colurnn Break. LI
20111+014232031 » 0000000045, Em Dash
20111-014232071 - 0000000045, _ EnDash
0111014232081 - 0000000045, == I R =
20111+014232091 - 0000000045, "
20111+014232101 » 0000000045, EE N i | _Frdtiect | carcel |
20111-014233041 » 0000000045, F¥hOptiors —— = ol e Break
20111-014233051 - 0000000045, ?ﬂﬂ;mﬁ Al 2\ Manual Page Breck
20111+014233081 » 0000000045, [ fndundewsrdsonly Herbreaking tyhen
20111-014233091 » 0000000045, I Usewidcards Henbreaking Space
20111-014233101 » 0000000045, [ sendike ZphenelEten
20111-014233111 - 0000000045.R;;TdW”””“ white Space
20111-014233121 » 0000000045, RN - sonyeey It
20111+014233131 » 0000000045, = ="
20111+014233141 - 0000000045.007
20111+014233151 - 0000000045, 009
20111+014234021 » 0000000045, 009 1 =
20111-014234031 - 0000000045, 001 °
ﬁ’)lg‘:\:—_‘l‘ T A?2ANAT o OnnnnnNnNnAE  NNd g

[Page 1 Sec 1 138 [AL 1" lnt ot REC [TRE [E4T | [ovR. || CH

1. Click SPECIAL.

2. Click TAB CHARACTER.
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i3l tax class 20111 for 05-06.kxt - Microsoft Word
J File Edit Wiew Insert Format Tools Table Window Help

0w

) v G

| = =

D ascmaclllla‘— =

|Q.M.|~/°5E1T

SRR
009
009
009
009
009
009

fIFind and Replace

21|

Find Replace | Go To I
Find what: -] 1

Replace with: I

Less % |

Cancel |

Replace |‘Replace&\| | Find Mext I
il

Search Options
Search; all i
I~ Match rase 2
I™ Find whale words only
™ Use wildcards
I~ Sounds like
I Find all word Forms

Replace

Faormat ~ Special * No Formatting

009
009
009

00T
nnd

|20111—-014021111 -+ 0000000045,
20111-014021121 - 0000000045,
20111-014021131 - 0000000045,
20111-+014231051 - 0000000045,
20111-014231071 - 0000000045,
20111-+014231081 » 0000000045,
20111-+014231081 - 00OOOO0D0O0O45
20111-+014231101 - 0000000045,
20111-+014232011 - 0000000045,
20111-014232021 - 0000000045,
20111-+014232031 » 0000000045,
20111-+014232071 - 0000000045,
20111-+014232081 » 0000000045,
20111-+0142320%1 » 0000000045,
20111-+014232101 - 0000000045,
20111-+014233041 - 0000000045,
20111-+014233051 - 0000000045,
20111-014233081 - 0000000045,
20111-+0142330591 - 0000000045,
20111-014233101 - 0000000045,
20111-+014233111 » 0000000045,
20111-+014233121 - 0000000045,
20111-+014233131 - 0000000045,
20111-+014233141 - 0000000045,
20111-+014233151 - 0000000045,
20111-+014234021 » 0000000045,
20111-+014234031 - 0000000045,
;Q;u]4ﬁ1A9?Aﬁﬁ1 S« OOANNnANNARL
[Page 1 Sec 1 13 [ar 1" Ini Coli

[ T3 A e

1. Word will put ~t in the “find what” area.

2. Click REPLACE ALL.
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i3l tax class 20111 for 05-06.kxt - Microsoft Word
J File Edit Wiew Insert Format Tools Table Window Help

|D e - o |9M.|«°5E1T149%-@.

J 2 - gﬁBE-ﬂBCIIIIa‘—_

[ A R SN B S SN
201110140211110000000045. 001
201110140211210000000045.001
201110140211310000000045.001
201110142310510000000045.001
201110142310710000000045.001
201110142310810000000045.001
201110142310510000000045.009 ereprrers
201110142311010000000045. 001
201110142320110000000045. 001

Find Replace | Go Ta I

201110142320210000000045.009  Fnd what: [~

Microsoft Word

20111014232071000000C
20111014232081000000C @ ‘word has completed its search of the document and has made 4,272 replacements.
20111014232051000000C

20111014232101000000C o\

20111014232031000000C s F

d Mext | Cancel |

201110142330410000000045, 00Y  =rermn
201110142330510000000045. 0090 e M =
201110142330810000000045. 009 1 St wele wards cnly. 3
201110142330910000000045. 000 I~ e widcerds
201110142331010000000045. 009 [ Sendslie

201110142331110000000045 . g0q | Findal wordforms

201110142331210000000045. 009 "o

Faormat ~ Special * No Formatting

201110142331310000000045.007

201110142331410000000045.001
20111014233151000
201110142340210000000045.00
201110142340310000000045.001

POATATIONA?ZANEINNNANOOONNAR Q0T
BIE|E 4

word is replacing: (W EEEEEEESESEEEEEEEEEEE  Fress Esc to cancel,

1. Word will indicate how many items it has changed.
2. Notice there are no longer “tabs” or “spaces” in the data.
3. Click OK.
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i tax class 20111 for 05-06.ExE - M

JEiIe Edit Wiew Insert Format Tools Table Window Help
BT EEEE T S |nm-|«°m|_m%- .
JPIainTtv kourlerNew - 0. B F U D s ffa H_ B A -4 -

= i= =45

I U T E L S T T - S S B S R N S

2011\0140211110000000045. 001
140211210000000045.00
40211310000000045.009
201 1 2310510000000045.007
2310710000000045.007
201110142310810000000045.001
201110142310510000000045. 001
201110142311010000000045. 001
201110142320110000000045. 001

Notice that at this point in time, the format is the
same whether you downloaded a 11 digit or 9 digit
APN from ParcelQuest, because the zeros at the
end of the APN simply blended together with the
leading zeros of the dollar amount.

20111014232031

2011101423207 E?\(redtalf; gggulrln;ﬁz Eﬁst-l?lzftgrtr:a‘:g contain Features that are not compatible with Text Only Format, Do you want to
2011101423208 11 + To save, click Yes.

2011101423209 1 + To preserve formatting, click No. Then save a copy in the latest Word format,
20111014232101

201110142330411 o
201110142330510000000045. 001
201110142330810000000045.009
201110142330910000000045.001 2
201110142331010000000045.001
201110142331110000000045.001
201110142331210000000045.009
201110142331310000000045.007
201110142331410000000045.009
201110142331510000000045.009
201110142340210000000045.009
201110142340310000000045.001

POATATIONA?ZANEINNNANOOONNAR Q0T
BIE|E 4 L3

[Page 1 Sec 1 13s  [AL 1" lnt ot REC [TRE [E4T | [ovR. | [ EH

H D e A

1. Click the SAVE icon. The file will stay in the *. TXT format.
2. Click YES if this message displays to keep the file in the *. TXT format.

3. Exit Word.

Give a copy of this file to the Auditor along with the other
required items (see annual requirements list letter which can
be found on the Auditor’s website). You may email the file if
desired.
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