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County Manager Access
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and towns to annex adjacent areas, once those areas contain certain urban development characteristics (population density, subdivision

th e PT_3O 1 Ge ntaX COU nty LOgOn of land inta smaller lots, development intensity).
Request Form. This form can also be
used to remove users that no longer
. This study provides the yield capitalization rates, market capital structures and other miscellaneous data. to be used in the valuation of
req u I re a Ccess to th e Cou nty M a nage r, all centrally assessed Utility and Transportation Company Properties.

j; CAPITALIZATION RATE STUDY

NATURAL RESOURCES
Th iS fOrm iS |Ocated at g Each centrally assessed Natural Resource taxpayer must send a completed "Annual Return for Assessment" to the Property Tax Division
. of the Utah State Tax Commission. For further instructions, click on the "Natural Resources Annual Reports (Returns)” label to the left.
http://propertytax.utah.gov/index.php

/centrally-assessed-property UTILITY AND TRANSPORT

The process of properly advertising for a tax rate increase. Both timing and size requirements are specified for counties, school districts, cities and towns

and specilsevice istrcts,t s e to i the requirements for your ey,
Scroll to the bottom of the page, and
select the County Tab from the
Centrally Assessed Forms window.

CENTRALLY ASSESSED FORMS

Registration | Appeals | County | Uty | Matursl Resources | Railcar

ZPT-301 GENTAX COUNTY LOGON REQUEST




County Manager Logon

Goto
http://arches.tax.utah.gov/UTP

Enter your Username (this should be
your email address)

Select “Request security code”

An Email will be sent to the user’s
email on file with the security code.

Enter the password and security.

Once all information is entered select
the Logon button.

Once you have logged on select the
“County Mngr”

= GenTax

FEXWARNING* * *

i ion, which is resiricted o authorized users
ONLY. =, iiowee, of mod system or of
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18, United States Code, Section 1030, amm-ysummmmm 10 Crminal and
Civil penalites pursuant to Title 26, United States Code, Sections 7213, 72134 fthe
Taxpayer Browsing Protection Act), and 7431 This system ar aqupmem re subject 1o
‘monitoring 1o ensure proper
Such monitoring may result in the acquisition, recordi anat,s. of il data boing
COMEUINRtod, KAnSRed, processed or Stoed i Tis Sysiom by a iser. I moniaring
reveals possible evidence of criminal activity, such evidence may be provided to Law
Enforcement Personnel

ANYONE USING THIS SYSTEM EXPRESSLY CONSENTS TO SUCH MONITORING
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County Selection

You will be given access to the
counties you work in. To select from
the counties you are able to view,
select the Change County button.

B8 County Manager

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

&8 E 0 WAD? X

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (ie.
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the "Shift’ key and clicking on
the desired calumn header (i.e Shift + Category).
Filter: Filter reports and account information by clicking on the “Filter' header hyperlink and typing the
filter criteria in the green box (i.e. PRC).

The 'County Book' sub-tab lists all available reports for the county books. To see a description of the report,

use your mouse to hover over the report name. Cnce county books are created, they can be viewed by
clicking on the link in the “iew' column or exported by clicking an the link in the 'Export’ column.

REPORTS ACCOUNTS

COUNTY BOOK REPORTS REVISED ASSESSMENTS IMPORT | EXPORT

COUNTY BOOK Fitter B
Repcm‘ Year ‘\iew Export | Title Category Procsssed
2016
@ & Assessmentalus by County Key PCA 24-May-2016
@ & Assessment\alues By Industry PCA 24 May-2016
[@ & assessment\alues by Property PCA 24-May-2016
B & Assessment\alues By Tax Area PCA 24 May-2016
[E & DetaiBy Tax Area NR PCA 24 May-2016
B & Detaiby Tax AreaUT PCA 24 May 2016
Land “eluation Summary PCA
Leased Assets Report PCA
[@ & Texpayer Changes PCA 24-May-2016
[@ & Taxpayers With Penatties PCA 24-May-2016
[@ & Assessment\alies Raicar PRC 24 May-2016

11 Rows




County Selection

Select the county you wish to view and
select OK.

e County Manager

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

A8 E 0 HA D7 R

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (i.e.
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the "Shift’ key and clicking on
the desired column header (i.e Shift + Catagory).
Filter: Filter reports and account information by clicking on the 'Filter header hyperlink and typing the
filter criteria in the green box (i.e. PRC).

The 'County Book' sub-tab lists all available reports for the county books. To see a description of the report,
use your mouse to hover aver the report name. Once county books are created, they can be viewed by
clicking on the link in the “iew' column or exported by clicking on the link in the "Export’ column.

Change County 9 2 a @ &0 ? %

Couny | MIEEEES M

Change County

REPORTS ACCOUNTS
COUNTY BOOK REFORTS REVISED ASSESSMENTS IMPORT { EXPORT
LR DA [ Fiter I 2|
Report Year | ‘dew | Export | Tile Cateqgory Processed
2016
- [@ &  assessmentislue by Gounty Key PCA 24 May-2016
B & Assessment\alues By Industry PCA 24-May-2016
[@ & assessmentvaiues by Property PCA 24-May-2016
[@ & Assessment\alues By Tax Area pCA 24 May-2016
B & Detail By Tax Area NR PCA 24 May-2016
E & Detail By Tax Area UT PCA 24_May-2016
Land “aluation Summary PCA
Leased Assefs Report PCA
[@ & TexpayerChanges pCA 24 May-2016
E & Texpayers With Penalties PCA 24_May-2016
@ & AssessmentValues Raikar PRC 24-May-2016
11 Rows o :




County Book

Under the County Book Tab you will all
of the reports that are associated with
the Record of Assessment.

Report Year is the Assessment year
that the report belongs to.

View is to view the report as PDF
Export is to export the report as Excel
Category

PCA
PRC

Property Centrally Assessed

Property Railcar

You may sort, group, and filter the list
of reports. The default is view is
grouped by year.

https://txwgtapt.utah.utad.state.ut.us/UTT/Gentax/9t8p5dBj/#

i i i Gentax Testing
B8 County Manager

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

A A O WAk ? X

Sort: Sort reports and accountinfo by clicking on the column header that you want it sorted by (i.e
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the 'Shift key and clicking on
the desired column header (i.e Shift + Category).
Fifter: Filter reports and account information by clicking on the ‘Filter' header hyperlink and typing the
filter criteria in the green box (i.e. PRC).

The ‘County Book’ sub-tab lists all available reports for the county books. To See a description of the report,
use your mouse to hover aver the report name. Once county books are created, they can be viewed by
clicking on the link in the View' column or exported by clicking on the link in the 'Export column.

COUNTY SELECTION

i

C=E Ol | AccouNTS
LNAELLT  REPORTS  REVISED ASSESSMENTS  IMPORT / EXPORT.

COUNTY BOOK

Report Year | \iew
2016

o
B
Ll
o
5

Assessment Value by County Key
Assessment Values By Industry
Assessment Valuss by Property
Assessment Values By Tax Area
Detail By Tax Area NR

Detai By Tax Area UT

Land Valuation Summary

Leased Assets Report

Taxpayer Changes

5 7 B4 5 v
Jelelefelele

Taxpayers With Penalties
Assessment Values Raicar

6/ (67 (67
felele

11 Rows

Category

Processed

24-May-2018
24-May-2018
24-May-2016
24-May-2016
24-May-2016
24-May-2016

24-May-2016
24-May-2018
24-May-2016




Reports

Reports are reports that are not
associated with the County Book.

Same functionality as the County Book
Tab.

If you have a logon you will be notified
of the reports as they are made
available by Email.

te.ut.us/UTT/Gentax/9t8p5dBj/#-

Gentax Testi n_g

B8 County Manager

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

A A O WAk ? X

Sort: Sort reports and accountinfo by clicking on the column header that you want it sorted by (i.e
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the 'Shift key and clicking on
the desired column header (i.e Shift + Category).
Fifter: Filter reports and account information by clicking on the ‘Filter' header hyperlink and typing the
filter criteria in the green box (i.e. PRC).

The ‘Reports’ sub-tab, lists all available reports for the specified county. These reports are notpart of the
county books. To see a description of the report, use your mouse to hover over the report name. Whenever
a report becomes available, the system will generate an email to those who have an email address on file.
Once reports are created, they can be viewed by clicking on the link in the View’ column or exported by
clicking on the link in the ‘Export column.

COUNTY SELECTION

REPORTS ACCOUNTS
COUNTY BOOK REPORTS REVISED ASSESSMENTS IMPORT / EXPORT
REPORTS Fiter § &
Report Year | View | Export Title Category Processed
2016
[@ & Prelminary Assessment \ialue Comparison PCA 03-May-2018
[@ & Taxpayer Penatties Due pCA 30-Sep-2016
[ & Taxpayers wivaluation Appeals PCA 01-Jun-2016
[ & Preiminary Assessment Values Raikar PRC 03-May-2016
[@ & Raicar Distribution Estimate PRC 17-0ct-2016
[ & Raikcer Distribution Final PRC 23-Jan-2017




Revised Assessments

Any revised assessments that are
finalized will be made available
through the Revised Assessment Tab.

This is NOT a replacement for what is
sent through the appeals process, but
will be a convenient way to view the
breakout reports that are sent with
the appeal decisions.

https://txwgtapt.utah.utad.state.ut.us/UTT/Gentax/9t8pS5dBj/#!

Gentax Testing

A A O WAk ? X

B8 County Manager

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and accountinfo by clicking on the column header that you want it sorted by (i.e
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the 'Shift key and clicking on
the desired column header (i.e Shift + Category).
Fifter: Filter reports and account information by clicking on the ‘Filter' header hyperlink and typing the
filter criteria in the green box (i.e. PRC).
The Revised Assessments’ sub-tab, lists all available reports for revised assessments in the spacified
county. Once reports are created, they can be viewed by clicking on the link in the View' column or
exported by clicking on the link in the ‘Export column

COUNTY SELECTION
REPORTS ool 11
county Book  ReporTs  [SVEGFXEIRENSNEN  IMPORT / EXPORT
REVISED ASSESSMENTS
Report Year  View Export Title Account ID Processed

2016

[ & UTILTIES CORP- Appeal 18-1111 10122115-003-PCA  DB-Apr-2016




Import/Export

The Import/Export Tab has options to:
Import Deeds

Export County Keys

Import County Keys

A0 o0m&D ? X

BE County Manager

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and account info by ¢licking on the column header that you want it sorted by (i.e.
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the "Shift' key and clicking on

the desired column header (i.e Shift + Category). -

Filter: Filter reports and account information by clicking on the 'Filter' header hyperlink and typing the g 7y B
filter criteria in the green box (i.e. PRC). 1.

The 'Import/ Export sub-tab allows counties to update the GenTax system. County Keys and Cwnership
Changes can be imported into GenTax using the provided links.

Change County

REPORTS ACCOUNTS
COUNTY BOOK REPORT S REVISED ASSESSMENTS IMPORT | EXPORT
IMFORT EXPORT

County Keys

Loads county keys into Gentax allowing accounts to be
linked with the county account numbers.

County Keys

Exports county keys from Gentax allowing county key
updates to be made and imported.

Deeds

Updates land information with the most recent deed
information from cwnership changes.




Import Deeds

To import a scanned copy of any deeds
that relate to Centrally Assessed
property, click the Deeds hyperlink.

& b & o m o

™ County Manager

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

x

Sort: Sort reparts and account info by clicking on the column header that you want it sorted by (i.e.
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the "Shift' key and clicking on
the desired column header (i.e Shift + Category).

Filter: Filter reports and account information by clicking on the 'Filter’ header hyperlink and typing the
filter criteria in the green box (i.e. PRC).

The Import/ Export sub-tab allows counties to update the GenTax system. County Keys and COwnership
Changes can be imported into GenTax using the provided links.

REPORTS ACCOUNTS
COUNTY BODK REPODRTS REVISED ASSESSMENTS IMPORT | EXPORT
IMPORT EXPORT
County Keys County Keys
Loads county keys into Gentax allowing accounts to be Exports county keys from Gentax allowing county key
linked with the county account numbers. updates to be made and imported.
Deeds

Updates land information with the most recent deed
information from ownership changes.




Import Deeds

Select the files that you wish to
upload.

B8 County Manager £AH 8K K

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sortreports and account info by clicking on the column header that you want it sorted by (ie.
Categary). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the 'Shift' key and clicking on
the desired column header (i.e Shift + Category).

Filter: Filter reports and account information by clicking on the ‘Filter header hyperlink and typing the

filter criteria in the green box (i.e. PRC).

FILE SELECTION

This import tool allows you to report ownership changes that have been recorded in your county. (Multiple attachments may be
imported at once)

File Name r

REPORTS

COUNTY BOOK REPORTS REVISED ASSESSMENT S

IMPORT EXPORT
County Keys County Keys
Loads county keys into Gentax allowing accounts to be Exports county keys from Gentax allowing county key
linked with the county account numbers. updates to be made and imported.
Deeds

Updates land information with the most recent deed
information from ownership changes.




Import Deeds

Select Choose Files to locate the file on
your computer. Click Save.

B County Manager SRS SR

~ COUNTY: 01- BEAVER
COUNTY: 01 - BEAVER - USER: MATTHEW HURST
Sort: Sortreports and account info by clicking on the column headar that you want it sorted by (i.s.
Category). Clicking the column header again will change the sort direction from ascending to
descending.
Group: Group repdrt’s by any column header. This is done by holding down the “Shift key and clicking an
the desired column header (i.e Shift + Category).
Filter: Filter reports and account information by clicking on the "Filter” header hyperlink and typing the
filter criteria in the green box (i.e. PRCL
| The 'Import/ Export sub-tab allows counties to update the GenTax system. County Keys and Cwnership
Import Deeds

FILE SELECTION

This import tool allows you to report ownership changes that have been recorded in your county. (Multiple attachments may be
imported at once)

; r
File Name  Regquired

Cancel

Select a file to attach

REPORTS |

(el Q= || Choose Files | Deedipg

IMFORT

County Keys

Deeds

Updates land information with the most recent deed
information from ownership changes,




Import Deeds
Click OK to upload the files.

B8 County Manager AL R S

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (i.e.
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the "Shift' key and clicking on
the desired column header {i.e Shift + Category).
Filter: Filter reports and account information by clicking on the ‘Filter header hyperlink and typing the
filter criteria in the green box (i.e. PRC).

The 'Import/ Export’ sub-tab allows counties to update the GenTax system. County Keys and Ownership

A__Chanane can hn imnadad into CoanTav ucino tho ncoadidod lind

FILE SELECTION

This import tool allows you to report ownership changes that have been recarded in your county. {Multiple attachments may be
imported atonce}

File Name Deedjpg =

COUNTY BOOK REPORTS REVISED AS SESSMENTS

Updates land information with the most recent deed
informaticn from cwnership changes.

IMPORT EXPORT
County Keys County Keys
Loads county keys into Gentax allowing accounts to be Exports county keys from Gentax allowing county key
linked with the county account numbers. updates to be made and imported.
Deeds




Export — County Keys

Start by Exporting your County Keys.
You will be given the option to
download all or just the missing
county keys.

There are several options that you may
chose.

Include Taxpayer Mailing Address
This will add the Address to the file.
Include Property Information

This will include all of the locations
that are with each taxpayer. That
means that the county keys will be
duplicated if more than one location
has the same county key. (common)

Embed Excel Formatting Characters

This will help excel work with the
leading zeros. This should be selected.

- = —e ﬁ | £ https://txwgtapt.utah.utad.state.ut.us/UTT/Gentax/jldD54f0/#4

Export County Keys

EXPORT COUNTY KEYS

Gentax Testing

A0 EONKND ? X

®) Missing County Keys
All County Keys

| Includs Taxpayer Malling Address

ST

licking on the column header that you want it sorted by (i.e

|| Include Property Information deader again will change the sort direction from ascending to

ift + Category).

\##| Embed Excel Formatting Characters Bder. This is done by holding down the 'Shift key and clicking on ., ‘

—

Cancel gtion by clicking on the Filter' header hyperlink and typing the
PRC).

Accounts can be imported into GenTax using the provided links. - =

"

COUNTY SELECTION [ Expand |

REPORTS [eeell )
COUNTY BOOK  REPORTS  REVISED AssEssments  [ICLCUISTrrtg

IMPORT EXPORT

TheImport/ Export sub-tab allows counties to update the GenTax system. County Keys and Delinguent { |

County Keys County Keys
Loads county keys into Gentax allowing sccounts io be Exports county keys from Gentax allowing county key
link e with the county account numbers updates to be made and imported
Delinquents
Marks imported accounts 25 definquent for not paying
property tax during prior years




Import — County Keys

This can be done either by entering in
the data or by importing a file with the
data.

To get a sample of the CSV file click the
blue hyperlink “sample CSV template”.

That will download a sample CSV file.

If you have exported the missing
county keys and updated then you will
be able to use this file to import with.

- = —e ﬁ | [+ https://bowgtapt.utah.utad.state.ut.us/UTT/Gentax/jldD540/#6

G

Import County Keys

FILE SELECTION

Gentax Testina

_ o 8 2 @ 7 % m
This import tool assumes that your CSV file is based off a default Microsoft Excel-styled CSV file. The first line of your CSV must

include a header row. Although the order of your columns doesn't matter, your column headers must be identical to the table below.
After importing a file, items can be manually added or changed using the provided table

Download a sample CSV template to see an example of the format required. Y 1|

File Name [ ]
COUNTY KEY S IMPORT (SELECT FILE) [ Fier ¥
County Tax Area | Tax Area Ext Account ID Taxpayer Name County Key

COUNTY SELECTION [ Expand |
LEZDEl  accounts
COUNTY BOOK  REPORTS  REVISED Assessments [ LCUERE
IMPORT EXPORT
County Keys County Keys

Loads county keys info Gentax allowing accounts to be Exports county keys from Gentax allowing county key
finked with the county account numbers updates to be made and importsd

Delinquents
Marks imported accounts 25 definquent for not paying
property tax during prior years




Import — County Keys

Enter the County Key in the County
Key column for the missing keys.

Ed9- o

DEF&I-

CountyKeys.csv

- Microsoft Excel

o BOR

Home | Insert Pagelayout Formulas Data Review View Developer Add-Ins PDF Architect 2 Creator Acrobat  Team & e =

-I"--j % Catibri e A A = g[%] = General - fﬁ Conditional Formatting ~ 3= Insert ~ X W ﬁ
. [E= R = E3- $ - % | [ Formatas Table - % Delete - | [g- &
e g B ZU- i S P %% 55 Cell Styles ~ ElFomat - | 2 Fiters Serect -
Clipboard Font Fl Alignment F] Mumber El Styles Cells Editing
AL - f= | County v
A B c D E F G H | e
1 County Tax Area Tax Area Ext Account ID Taxpayer Name Industry Type County Key |8
2 Beaver 1 0 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
3 Beaver 1 0 10122115-003-PCA UTILITIES CORP Electric Generation
4 Beaver 1 5 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
5 |Beaver 1 5 10122115-003-PCA  UTILITIES CORP Electric Generation
6 Beaver 2 0 10122115-002-PCA MNATURAL RESOURCES CORP Sand & Gravel
7 Beaver 2 0 10122115-003-PCA UTILITIES CORP Electric Generation
& Beaver 2 1 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
9 |Beaver 2 1 10122115-003-PCA UTILITIES CORP Electric Generation
10 |Beaver 2 2 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
11 Beaver 2 2 10122115-003-PCA  UTILITIES CORP Electric Generation
12 |Beaver 2 3 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
13 |Beaver 2 3 10122115-003-PCA UTILITIES CORP Electric Generation
14 |Beaver 2 4 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel A
15 Beaver 2 4 10122115-003-PCA  UTILITIES CORP Electric Generation -
16 Beaver 2 6 10122115-002-PCA MNATURAL RESOURCES CORP Sand & Gravel
17 Beaver 2 6 10122115-003-PCA UTILITIES CORP Electric Generation
18 | Beaver 2 7 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
19 Beaver 2 7 10122115-003-PCA UTILITIES CORP Electric Generation
20 |Beaver 3 0 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
21 Beaver 3 0 10122115-003-PCA UTILITIES CORP Electric Generation
22 |Beaver 4 0 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
23 Beaver 4 0 10122115-003-PCA UTILITIES CORP Electric Generation
24 |Beaver 5 0 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
25 Beaver 5 0 10122115-003-PCA UTILITIES CORP Electric Generation
26 |Beaver ] 0 10122115-002-PCA MNATURAL RESOURCES CORP Sand & Gravel
27 |Beaver 5] 0 10122115-003-PCA UTILITIES CORP Electric Generation
28 |Beaver 7 0 10122115-002-PCA MATURAL RESOURCES CORP Sand & Gravel
29 Beaver 7 0 10122115-003-PCA UTILITIES CORP Electric Generation N
30 ol
H 4 r M| CountyKeys . ¥J [T4] 1l | a0
Ready | 3 | [EEERIC e —




Import — County Keys

& https://bowgtapt.utah.utad.state.ut.us/UTT/Gentax/jldD540/#7

Click Chose File and navigate to the file . :
I————— T Y S ) :
that you have saved on your computer.
This import tool assumes that your CSV file is based off a default Microsoft Excel-styled CSV file. The first line of your CSV must

N FILE SELECTION
After you have selected your file select
include a header row. Although the order of your columns doesn't matter, your column headers must be identical to the table below.
After importing a file, items can be manually added or changed using the provided table
save to move on.

Download a sample CSV template to see an example of the format required.

File Name (]

COUNTY KEYS IMPORT (SELECT FILE) [ Fiter |

County Tax Area | Tax Area Ext Arcount ID Taxpayer Neme County Key

COUNTY SELECTION [| choose Fiie | Nofile chosen |

REPORTS JLieeslllig] ‘ |

COUNTY BOOK __ REP Save

IMPORT

County Keys County Keys
Loads county keys inta Gentax sllowing accounts to be Exports county keys from Gentax allowing county key
link e with the county account numbers updates to be mads and imported

Delinquents

Marks imported actounts s delinquent for not paying
‘property tax during prior years.




Import — County Keys

The save will enter the rows of data
that you have on your CSV file into the
Import County Keys window.

You will also be able to add and edit
and records on this screen.

The page with the red x on the far left
will delete the record.

f/ 23 UTT - County: 01 - Beaver X \

| £ https://txwgtapt.utah.utad state.ut.us/UTT/Gentax/jld D540,

_____ Gentax Testina
(i

Import County Keys ®
FILE SELECTION
This import tool assumes that your CSV file is based off a default Microsoft Excel-styled CSV file. The first line of your CSV must
include a header row. Although the order of your columns doesn't matter, your column headers must be identical to the table below.
After importing a file, items can be manually added or changed using the provided table
Download a sample CSV template to see an example of the format required.
File Name CountyKeys.csv .
COUNTY KEY'S IMPORT (VERIFICATION) [ Finer |
1-200f28 & 2 Al
County Tax Area | Tax AreaExt Account D Taxpayer Name County Key
[ 01- Beaver oo1 0000 10122115.002-PCA  NATURAL RESOURCES CORP 12
[% 01- Beaver o001 0000 10122115.003-PCA | UTILITIES CORP 13
[ 01-Beaver oo1 0005 10122115.002-PCA  NATURAL RESOURCES CORP 14
[% 01- Beaver 001 0005 10122115.003-PCA | UTILITIES CORP 15
% O1- Beaver 002 0000 10122115-002-PCA  NATURAL RESOURCES CORP 16
[% 01-Beaver on2 0000 10122115.003-PCA | UTILITIES CORP 17
L% 01- Beaver 002 0001 10122115-002-PCA  NATURAL RESOURCES CORP 18
[ 01- Beaver o2 0001 10122115-003-PCA  UTILITIES CORP 19
[ % 01- Beaver on2 0002 10122115-002.PCA  NATURAL RESOURCES CORP 20
[ 01- Beaver o2 0002 10122115-003-PCA  UTILITIES CORP 21
[ % 01- Beaver on2 0003 10122115-002.PCA  NATURAL RESOURCES CORP »n
[ 01- Beaver o2 0003 10122115-003-PCA  UTILITIES CORP p=]
[% 01- Beaver on2 0004 10122115-002.PCA  NATURAL RESOURCES CORP 2
L% 01- Beaver 002 0004 10122115-003-PCA  UTILITIES CORP E-]
[ 01- Beaver o2 0006 10122115-002.PCA  NATURAL RESOURCES CORP 2
[ 01- Beaver on2 0006 10122115-003-PCA | UTILITIES CORP 27
[ 01- Beaver o2 0007 10122115-002.PCA  NATURAL RESOURCES CORP 2%
[ % 01- Beaver on2 o007 10122115-003-PCA | UTILITIES CORP 29
[ 01- Beaver o3 0000 10122115-002. PCA  NATURAL RESOURCES CORP a0
[% 01 - Beaver 003 0000 10122115-003-PCA | UTILITIES CORP Ell
1-200f 28 & 2 Al

P BRGNS

allowing county key

?x




Import — County Keys

A message bOX Wi” appear With the & https‘,’/txwgtapt.utah.utad.state.u.us/UTT/Gemtax54$T .
Gen! esti i
number of successfully update rows e = .
ounty Manager ol bl R
and rows that encounter errors. T

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reparts and account info by clicking on the column header that you want it sorted by (i.e
Category). Clicking the column header again will change the sort direction from ascending to
descending

H H Group: Group reports by any column header. This is done by holding down the 'Shift key and clicking on

TO See W Ic We re In error Se ect yes. the desired column header (i.e Shift + Category).

Filter: Filter reports and account information by clicking on the ‘Filter header hyperlink and typing the
filter criteria in the green box (i.e. PRC),

The 'Import/ Export sub-tab allows counties to update the GenTax system. County Keys and Delinguent
Atcounts can be imported inta GenTax using the provided links.

6 0row(s) have succesfully updated
28 row(s) have encountered an sror
Would you like to export the resuks to s CSV fie?

REFORTS

RE}

COUNTY BOOK _ REPORTS

County Keys County Keys
Loads county keys into Gentax allowing accounts to be Exports county keys from Gentax allowing county key
linked with the county account numbers updates to be made and imported

Delinquents

Marks imported actounts s delinquent for not paying
property tex during prior years




Import — County Keys

If yes was selected to

Would you like to export the results to
a CSV file?

then a new CSV file will be
downloaded.

This file may be edited and reused in
the county key import process.

HH9- e R =Ar-YE CountyKeyResu Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review View Developer Add-Ins PDF Architect 2 Creator Acrobat Team & e o 2
B 3“ Calibri Sl A A (=] ® S ceneral - ijﬁl ﬂ g fulmm TET é,? ﬁ
EERd = % Delete ~ @' & -
e g |8 B s W e B e o 5t A
Clipboard 7a Font w Alignment w Number w Styles Cells Editing
Al - Jx | County v
A B C D E F [ H [l
1 County Tax Area Tax Area Ext AccountID Taxpayer Name County Key Import Result Error [
2 |Beaver 001 0000 10122115-002-PCA NATURAL RESOURCES CORP 12 Error Current county key already on record
3 Beaver 001 ‘0003 10122115-002-PCA NATURAL RESOURCES CORP 14 Error Current county key already on record
4 Beaver 002 0000 10122115-002-PCA NATURAL RESOURCES CORP 16 Error Current county key already on record
5 Beaver 002 0001 10122115-002-PCA NATURAL RESOURCES CORP 18 Error Current county key already on record
6 Beaver 002 0002 10122115-002-PCA NATURAL RESOURCES CORP 20 Error Current county key already on record
7 Beaver 002 0003 10122115-002-PCA NATURAL RESOURCES CORP 22 Error Current county key already on record
8 Beaver 002 0004 10122115-002-PCA NATURAL RESOURCES CORP 24 Error Current county key already on record
9 Beaver 002 0006 10122115-002-PCA NATURAL RESOURCES CORP 26 Error Current county key already on record
10 Beaver 002 0007 10122115-002-PCA NATURAL RESOURCES CORP 28 Error Current county key already on record
11 Beaver 003 0000 10122115-002-PCA NATURAL RESOURCES CORP 30 Error Current county key already on record
12 |Beaver 004 0000 10122115-002-PCA NATURAL RESOURCES CORP 32 Error Current county key already on record
13 |Beaver 005 0000 10122115-002-PCA NATURAL RESOURCES CORP 34 Error Current county key already on record
14 Beaver 006 0000 10122115-002-PCA NATURAL RESOURCES CORP 36 Error Current county key already on record
15 Beaver 007 0000 10122115-002-PCA NATURAL RESOURCES CORP 38 Error Current county key already on record =
16 |Beaver 001 0000 10122115-003-PCA  UTILITIES CORP 13 Error Current county key already on record
17 Beaver 001 ‘0003 10122115-003-PCA  UTILITIES CORP 15 Error Current county key already on record
18 Beaver 002 0000 10122115-003-PCA  UTILITIES CORP 17 Error Current county key already on record
19 Beaver 002 0001 10122115-003-PCA  UTILITIES CORP 19 Error Current county key already on record
20 |Beaver 002 0002 10122115-003-PCA  UTILITIES CORP 21 Error Current county key already on record
21 Beaver 002 0003 10122115-003-PCA  UTILITIES CORP 23 Error Current county key already on record
22 Beaver 002 0004 10122115-003-PCA  UTILITIES CORP 25 Error Current county key already on record
23 |Beaver 002 0006 10122115-003-PCA  UTILITIES CORP 27 Errar Current county key already on record
24 |Beaver 002 0007 10122115-003-PCA UTILITIES CORP 29 Error Current county key already on record
25 Beaver 003 0000 10122115-003-PCA  UTILITIES CORP 31 Error Current county key already on record
26 Beaver 004 0000 10122115-003-PCA  UTILITIES CORP 33 Error Current county key already on record
27 |Beaver 005 0000 10122115-003-PCA  UTILITIES CORP 35 Error Current county key already on record
28 Beaver 006 0000 10122115-003-PCA  UTILITIES CORP 37 Error Current county key already on record
29 Beaver 007 0000 10122115-003-PCA  UTILITIES CORP 39 Error Current county key already on record | |
30
31
W 4 b ¥ | CountyKeyResults (1) ¥ [« [ ]
Ready | I | Average: 25.5 Count: 232 Sum: 714 |f@|§| M 100% (=) [}




Accounts

& County Manager A e B T

On the accounts tab you can look up
the accounts that we have in the

System for your Ccou nty Sort: Sort reports and account info by clicking on the column header that you want it sorted by (i.e. v
Category). Clicking the column header again will change the sort direction from ascending to ]
descending.
Group: Group reports by any column header. This is done by holding down the "Shift’ key and clicking on
the desired column header (i.e Shift + Category).
Filter: Filter reports and account information by clicking on the "Filter header hyperlink and typing the T
filter criteria in the green box (i.e. PRC).

COUNTY: 07 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

The new GenTax Account ID for a PCA accountis generated in the following format: ##8#88-0##-PCA. |
The old CAS Taxpayer number is no longer being used. You can search an account by CAS Taxpayer ] |
number using filter {the format is CAS+number). - | ¥

You can see the contacts for the account by clicking on the hyperlink in the ‘Contacts’ calumn. I /

The account will be flagged in the ‘Invalid’ column if mail was returned undeliverable. You can submit the
carrect address for the account, if you have it available, and the mailing address will be verified and
updated.

Click on the icon under the Delinguents column to indicate that the account is delinguent. The person icon
indicates the account is not delinguent, the stop sign icon indicates the accountis delinguent.

REPORTS
PCA CONTACT INFO

MAILING ADDRESSES Fiter ¥
Invalid | Contacts Delinguent Account ID Account Name Industry  Mailing Address
-\i 10122115-002-PCA  NATURAL RESOURCES CORP Sand & Gr 210 M 1950 W SALT LAKE CITY UT 841234-500(
E‘] \% 10122115-002-PCA  UTILITIES CORP Electric Ge

2 Rows




Accounts — Invalid
Addresses

If the attempts to contact the taxpayer
with the address on file is unsuccessful
the invalid column will have a icon. If
you know of the correct address click
on the icon and provide the address.
This will send a message to the
property tax division to review the
address. Once the address has been
approved the address will be changed
for that taxpayer and will be updated
on this screen.

You may also click the address in the
mailing address column to provide us
with an updated address.

&8 E O WAk D ?ox

B8 County Manager

COUNTY: 07 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (ie.
Category). Clicking the column header again will change the sort direction from ascending to P,
descending. A

Group: Group reports by any column header. This is done by holding down the "Shift’ key and clicking on
the desired column header (i.e Shift + Category).
Filter: Filter reports and account information by clicking on the "Filter header hyperlink and typing the
filter criteria in the green box (i.e. PRC).

The new GenTax Account ID for a PCA accountis generated in the following format: ##8#88-0##-PCA. {
The old CAS Taxpayer number is no longer being used. You can search an account by CAS Taxpayer pe] | 1
number using filter {the format is CAS+number). - | i

You can see the contacts for the account by clicking on the hyperlink in the ‘Contacts’ column.

Change County

The account will be flagged in the ‘Invalid’ column if mail was returned undeliverable. You can submit the
correct address for the account, if you have it available, and the mailing address will be verified and
updated.

Click on the icon under the Delinguents column to indicate that the account is delinguent. The person icon
indicates the account is not delinguent, the stop sign icon indicates the accountis delinguent.

REPORTS
PCA CONTACT INFO

MAILING ADDRESSES
Invalid | Contacts Delinguent Account ID Account Name
&g 10122115-002-PCA  NATURAL RESOURCES CORP
L?_,J ;‘% 10122115-002-PCA  UTILITIES CORP

Fiter ¥

Industry  Mailing Address
Sand & Gr 210 M 1950 W SALT LAKE CITY UT 841234-500(
Electric Ge

I




Accounts — Invalid
Addresses

- ABE O MA D P X
Click Update in the top right hand County Mapeger

corner.

COUNTY: 07 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HUR ST

Sort: Sort reports and accountinfo by clicking on the column header that you want it sorted by (i.e.
Category}. Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the "Shift' key and clicking on

View Address

ADDRESS FOR NATURAL RESOURCES CORP (10122115-002-PCAj Update

Country | FE

Street 210N 1950 W

Strest
Unit Type Unit # City SALT LAKE CITY
State UTAH Zip 841345000 County SALT LAKE

Attention

MAILING ADDRE $5E5

Invalid | Contacts Delinguent | Account ID Account Name Industry | Mailing Address
(3 10122115.002.PCA NATURALRESOURCESCORP  Sand & Gr 210N 1950 W SALT LAKE CITY UT B4t:
= & 10122115-003-PCA  UTILITIES CORP Electric Ge
2 Rows




Accounts — Invalid
Addresses

Enter the new address, click the
unverified hyperlink to see the USPS
verified addresses to select from. If a
“Verified” address does not appear
choose the “As Entered” address.

B¥ County Manager

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

PR IE-E K S

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (i.e.
Category). Clicking the column header again will change the sort direction from ascending to
descending.

‘Group: Group reports by any column header. This is done by holding down the "Shift' key and clicking on

NEW ADDRE 55 FOR NATURAL RE SOURCES CORF (10122115-002-PCA)

Country !USA H

Strest | 100 MAIN STREET

:
Street |

Unit Type n Unﬂ#| City | SALT LAKE CITY

State |UTAH H Zip =B4134-BDDD County |5ALT LAKE
[ —

Attention |

SELECT ADDRESS

Select As Entered 100 MAIM STREET SALT LAKE CITY UT 84124-5000
Select “erified 100 MAIN ST SALT LAKE CITY UT 84134-5000




Accounts — Invalid
Addresses

As soon as you have entered a
corrected address an icon will appear
in the Invalid column. Click on the icon
to see the new address.

&8 & O m g 7

B8 County Manager

COUNTY: 01 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (i.e.
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the "Shift' key and clicking on
the desired column header (i.e Shift + Category).

Filter: Filter reports and account information by clicking on the ‘Filter' header hyperlink and typing the "1

filter criteria in the green box (i.e. PRC). v ]

The new GenTax Account ID for a PCA account is generated in the following format: #8####-0##-PCA. — t.
The old CAS Taxpayer number is no longer being used. You can search an account by CAS Taxpayer
number using filter (the format is CAS+number).

You can see the contacts for the account by clicking an the hyperlink in the "Contacts’ column. i /!

Change County

The accountwill be flagged in the Invalid’ column if mail was returned undeliverable. You can submit the
correct address for the account, if you have it available, and the mailing address will be verified and
updated.

Click on the icon under the Delinguents column to indicate that the account is delinguent. The person icon
indicates the account is not delinquent, the stop sign icon indicates the account is delinguent.

REFORTS
PCA CONTACT INFO

MAILING ADDRESSES

Invalid Contacts Delinguent | Account 1D Account Name Industry  Mailing Address
@ & 10122115-002-PCA NATURAL RESOURCES CORP Sand & Gr. 210 M 1550 W SALT LAKE CITY UT 34134—9[!]1
5 10122115-003-PCA  UTILITIES CORP Electric Ge




Accounts - Contacts

Within the Contacts column if there
are other contacts associated with the
account an icon will appear. Click on
the icon to see these contacts.

& County Manager A e B T

COUNTY: 07 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (ie. (I
Category). Clicking the column header again will change the sort direction from ascending to ]
descending.

Group: Group reports by any column header. This is done by holding down the "Shift’ key and clicking on
the desired column header (i.e Shift + Category).

Filter: Filter reports and account information by clicking on the "Filter header hyperlink and typing the VA=

filter criteria in the green box (i.e. PRC). v IR [

The new GenTax Account ID for a PCA accountis generated in the following format: ##8#88-0##-PCA. |
The old CAS Taxpayer number is no longer being used. You can search an account by CAS Taxpayer

| \
number using filter {the format is CAS+number). - | E\
You can see the contacts for the account by clicking on the hyperlink in the ‘Contacts’ column. r _.r"
The account will be flagged in the ‘Invalid’ column if mail was returned undeliverable. You can submit the
carrect address for the account, if you have it available, and the mailing address will be verified and

updated.

Click on the icon under the Delinguents column to indicate that the account is delinguent. The person icon
indicates the account is not delinguent, the stop sign icon indicates the accountis delinguent.

REPORTS
PCA CONTACT INFO

MAILING ADDRESSES Fitter 1
Invalid | Contacts Delinguent Account ID Account Name Industry  Mailing Address
-\i 10122115-002-PCA  NATURAL RESOURCES CORP Sand & Gr 210 M 1950 W SALT LAKE CITY UT 841234-500(
@fj & 10122115-002-PCA  UTILITIES CORP Electric Ge
2 Row




Accounts - Contacts

=2 ? %

B County Manager 8@ 0uk

COUNTY: 01 - BEAVER

Contacts

CONTACTS
Details  Contact Type Contact Name Email Phene Type Phone Mumber
Accountant JON DOE JONDOE@EXAMPLEACCOUNTANT.C Business 11111111 2123
Tax Manager JAME DOE JAMEDOE@EXAMPLETAXMAMNAGER.C Business +1 (333) 333-3333 x587

CONTACT DETAIL S

Contact Type  Accountant
Contact Name JON DOE

EMAIL

JONDOE@EXAMPLEACCOUNTANT.COM

PHOMNE

Business +1 (1) 1111111 2123

+1(222) 2222222

S ———
Invalid Contacts Delinguent Account 1D Account Name Iru:li.ssb‘y_ I'u'laihg Address
i& 10122115-002-PCA NATURAL RESOURCES CORP Sand & Gr. 210 M 1950 W SALT LAKE CITY UT 84134-500(
T 5 1015115 005F0A UTILITIES CORP i &




Accounts - Delinquent

To report delinquents click the icon in
the delinquent column.

& County Manager A e B T

COUNTY: 07 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (ie. TN
Category). Clicking the column header again will change the sort direction from ascending to ]
descending.

Group: Group reports by any column header. This is done by holding down the "Shift’ key and clicking on
the desired column header (i.e Shift + Category).

Filter: Filter reports and account information by clicking on the "Filter header hyperlink and typing the T

filter criteria in the green box (i.e. PRC).

The new GenTax Account ID for a PCA accountis generated in the following format: ##8#88-0##-PCA. |
The old CAS Taxpayer number is no longer being used. You can search an account by CAS Taxpayer ] |
number using filter {the format is CAS+number). - | ¥

You can see the contacts for the account by clicking on the hyperlink in the ‘Contacts’ calumn. I /

The account will be flagged in the ‘Invalid’ column if mail was returned undeliverable. You can submit the
carrect address for the account, if you have it available, and the mailing address will be verified and
updated.

Click on the icon under the Delinguents column to indicate that the account is delinguent. The person icon
indicates the account is not delinguent, the stop sign icon indicates the accountis delinguent.

REPORTS
PCA CONTACT INFO

MAILING ADDRESSES Fiter ¥
Invalid | Contacts Delinguent Account ID Account Name Industry  Mailing Address
-\i 10122115-002-PCA  NATURAL RESOURCES CORP Sand & Gr 210 M 1950 W SALT LAKE CITY UT 841234-500(
E‘] \% 10122115-002-PCA  UTILITIES CORP Electric Ge

2 Rows




Accounts - Delinquent

Once click it will show red stop sign.
This indicates that the account is
delinquent. To mark the account as
not delinquent, click the red stop sign
icon.

B8 County Manager e P T

COUNTY: 07 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (ie.
Category). Clicking the column header again will change the sort direction from ascending to
descending.

Group: Group reports by any column header. This is done by holding down the "Shift’ key and clicking on
the desired column header (i.e Shift + Category).

Filter: Filter reports and account information by clicking on the "Filter header hyperlink and typing the Y

filter criteria in the green box (i.e. PRC). |

The new GenTax Account ID for a PCA accountis generated in the following format: ####E-088-PCA. # i

At

The old CAS Taxpayer number is no longer being used. You can search an account by CAS Taxpayer . E
number using filter {the format is CAS+number). - 1 )
You can see the contacts for the account by clicking on the hyperlink in the ‘Contacts' column. T r,-’!
The account will be flagged in the 'Invalid’ column if mail was returned undeliverable. You can submit the
correct address for the account, if you have it available, and the mailing address will be verified and

updated.

Click on the icon under the Delinguents column to indicate that the account is delinguent. The person ican
indicates the account is not delinguent, the stop sign icon indicates the accountis delinguent.

REPORTS
PCA CONTACT INFO

MAILING ADDRE S5ES

Invalid | Contacts Delinguent Account 1D Account Mame Industry  Mailing Address
& 10122115-002-PCA NATURAL RESOURCESCORP  Sand & Gr 210 N 1950 W SALT LAKE CITY UT 84134-500(
i @  10122115-003-PCA  UTILITIES CORP Electric Ge |




Accounts - Delinquent

Once click it will show red stop sign.
This indicates that the account is
delinquent. To mark the account as
not delinquent, click the red stop sign
icon.

& County Manager A e B T

COUNTY: 07 - BEAVER

COUNTY: 01 - BEAVER - USER: MATTHEW HURST

Sort: Sort reports and account info by clicking on the column header that you want it sorted by (ie. 5
Category). Clicking the column header again will change the sort direction from ascending to ]
descending.

Group: Group reports by any column header. This is done by holding down the "Shift’ key and clicking on
the desired column header (i.e Shift + Category).

Filter: Filter reports and account information by clicking on the "Filter header hyperlink and typing the P T

filter criteria in the green box (i.e. PRC). ! M [

The new GenTax Account ID for a PCA accountis generated in the following format: ##8#88-0##-PCA. |
The old CAS Taxpayer number is no longer being used. You can search an account by CAS Taxpayer

| \
number using filter {the format is CAS+number). - | E\
You can see the contacts for the account by clicking on the hyperlink in the ‘Contacts’ column. r _.r"
The account will be flagged in the ‘Invalid’ column if mail was returned undeliverable. You can submit the
carrect address for the account, if you have it available, and the mailing address will be verified and

updated.

Click on the icon under the Delinguents column to indicate that the account is delinguent. The person icon
indicates the account is not delinguent, the stop sign icon indicates the accountis delinguent.

REPORTS
PCA CONTACT INFO

MAILING ADDRESSES Fiter ¥
Invalid | Contacts Delinguent Account ID Account Name Industry  Mailing Address
-\.i 10122115-002-PCA  NATURAL RESOURCES CORP Sand & Gr 210 M 1950 W SALT LAKE CITY UT 841234-500(
E’EJ & 10122115-002-PCA  UTILITIES CORP Electric Ge




