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Introduction 
This manual contains step-by-step instructions on how to perform certain processes. You should 
be aware that each exercise provides a single path through WinGAP’s tools. In most cases, there 
are various ways to maximize tool usage, depending on the individual project. This manual is 
provided to the student, along with all the information used along with presentation slides used by 
the instructor. This provides the capability for recreating the processes performed in class at a 
later date, as well as a review of the theory involved. 

This document is more than an exercise manual. It provides key points on any theory involved, in 
the hope that the user can better understand what the software is doing. 

Using This Manual 
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Notational Conventions 
Tasks Each exercise is split into a set of tasks. After the course, these tasks will help 

you find a section where you performed a certain set of steps. The instructor may 
use these tasks to split exercises into sections. 

Bold Text Any text, which is bold, indicates a filename, icon label, or parameter to be 
changes. Icons will be identified by a graphic in the margins. 

Insets These italicized captions will appear in the outside margin of the page. They will 
define terms or explain theory behind the steps you are being asked to perform. 

Graphics To help you locate icons and objects used in the exercises, many of the icons are 
printed in the text. 

Questions These appear in bold and italics. The instructor may quiz you about them 
following each exercise. 

 

The following graphics are also used for particular purposes: 

  

This is a note or a quick tip. It gives additional relevant information, or describes 
other ways of using the software. 

 
 
 
 
 

This is a reference. It provides you with additional theory or science that will help you 
use the tools. 

 

 

This is information relating to the application of the current tool or operation. 

 

This is a warning. It tells you about pitfalls and how to avoid producing 
errors. 
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Mouse Conventions 
 

 
LMB  Left mouse button 

 
RMB  Right mouse button 

 
LMB + Shift plus left mouse button 

 

 
Windows Terminology 
 

 

 
 

           
 

 

 

 
+ Shift 

Title Bar

Menu Bar

Tool Bar

Status Bar

Enabled Checkbox 

Disabled Checkbox 

Enabled Button Disabled Button 

Pull Down List 

Ellipses 
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Text Box 

Dialogue Box Scroll Bars 

Radio Buttons 
 
Selected 
Unselected 
Disabled 
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Section One – System Administration 

Section Objective 
 

In this section, you will learn how to configure the software for use in your county. 

The focus will be on system security, tables and schedules necessary for the 
software to produce accurate results. There will be significant discussion of 
appraisal theory and how the software incorporates this into its operation. 

 

Taxation Issues  
 

Personal property, unlike real property does not lend itself to easy statistical 
testing. This is primarily due to a lack of a readily available source of sales 
information that can be used as a basis for sales ratio analysis. 

Therefore, it becomes more important to focus on the procedures used in the 
appraisal process to insure that equity exists between individual taxpayers. It is 
important to remember though that uniformity of methodology does not 
guarantee uniformity of results. It is the latter that is of most importance to the ad 
valorem appraiser. 

The appraiser must then consider all three approaches to value and depending 
on the circumstances surrounding the individual property choose the most 
appropriate one. 
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Exercise One – System Setup 

 
Objective: To gain an understanding of how to configure the software for use 

at your office. 

You will learn how to determine system security needs in your office and how to set up and limit 
access to the files through the program. 

 

Task 1 Load Background Data 
 

1. From the WinGAP menu bar LMB on Tools. Then click on Preferences …. 

You can also access these menus through the keyboard by holding down the Alt key 
and pressing the underlined letter for the desired menu. In the above example you 

would hold down the Alt key and press the T key.  

 

2. This will open the Preferences dialogue. Fill in the appropriate information using the 
textboxes in the area labeled County Information. 
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To save time and to make sure that information is entered accurately you should use 
the tab key to move between entry fields.  

Enter your county 
information here. This 
will be used to print 
assessment notices and 
return forms 
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Next, make sure the Disable Logins is NOT checked. Also, notice there are three other check 
boxes these should also be unchecked. You will learn what these options do in later 
exercises. 

  

 

 

If you use the tab key to navigate to the Disable Logins checkbox you can uncheck the 
box using the space bar.  
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3. Notice the depreciation years. These do not pertain to personal property. Changes to 
these fields will affect real property types throughout the county. Changes to these fields 
should only be made at the direction of the Chief Appraiser. 

 

4. The same is true about the Point/Base Costs. These do not pertain to personal property. 
Changes to these fields will affect real property types throughout the county. Changes to 
these fields should only be made at the direction of the Chief Appraiser. 

 
 
 
 

 

If you are unsure whether a change should be made to this 
dialogue DON’T MAKE IT! Changes to values initiated from this 
dialogue are reversible, but unintended results may not be 
recognized until it is too late. 
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5. Of supreme importance is the Appraisal Year. This controls the depreciation of personal 
property under the cost approach. This should be set to the current digest year.  

 

6. The PU Eq Ratio % is the entry field where you can enter the public utility equalized ratio 
percentage. This is determined by the Revenue Department and furnished to the county 
along with the values for the public utilities. This must be entered prior to entering the 
values themselves. 

 

Affects only real property 

year 
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7. The next item that should be set is the deadline for filing tax returns. You may enter the 
date directly or you may click on the calendar button and navigate to the correct date. 

 

 
 

 

 

The advantages of using the calendar button to set a date include the ability to see 
when deadlines fall on weekends so that you can adjust these appropriately.  
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8. The final entry fields we should check are the Freeport percentages. Notice that the 
Freeport fields are missing. These updates are now done in the schedule file for each tax 
district.  

 

If you would like to know more about Freeport and the proper administration of the 
statute you may read O.C.G.A. §§ 48-5-48.1 & 48.2. This subject is also covered 
COURSE III – The Valuation of Personal Property. 
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Entry for Freeport percentages now takes place here. Prior to this update cities had to 
manually calculate their percentages. WinGAP now facilitates variable percentages 

for all tax districts.  
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Task 2 Password Administration 
 

1. Click on Tools and then click on Password Administration. 

 

Notice that some menu items are followed by an ellipses (…) and some are followed 
by an arrow (►). An ellipses indicates that clicking on this option will bring up a 
dialogue box. Clicking on a menu option with an arrow will bring up another menu. 
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2. Once the User Administration dialogue appears you may begin setting up system 
security. 

 

 

The level and type of password authorization will depend on several things: the 
number of users, the level of expertise of the users, and the specific job duties of 
each user. 

 

Passwords should consist of both upper and lower case letters, numbers and at least 
one symbol (i.e.:!,@,#,$,%,^,&,*). An example of a good password is !Tinchair87. If 
you are not going to use a relatively “hack proof” passwords then you should probably 
not bother with them at all. 

 

3. To add a new user you should click on the  button down at the lower right 
hand portion of the dialogue. 

Why should you use passwords? 

What do you think is happening when you do this? 
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4. To add the user you type the user’s name and password in the appropriate fields.  

 

5. Once you have entered the above information then you can assign rights to that user. For 
example if the user you are creating is a clerk who does not need to access all the parts 
of the program you might want use the settings below: 
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6. Once you have completed assigning access rights you should click on the  
button in order to save the settings. At this point you can add another user, edit an 
existing user’s settings or quit. 

7. To edit an existing user you must select that user from the pull down list.  

 

8. To remove an existing user select the user’s name and click on the delete button 

. It is important that you understand that clicking on this will IMMEDIATELY 
REMOVE THE USER. No other challenge will be issued. Be sure you intend to delete the 
current user. If you delete a user by mistake then you must add that user back as new 
user.  

9. To quit this operation you may click on the OK button  in the lower right 

hand portion of the dialogue or you may click on the cancel button  located 
in the lower left hand portion of the dialogue or you can click on the close button  in 
the upper right hand corner of the dialogue. 

 
 
 
 
 
What are the steps, in order, to edit the rights/permissions of an existing 
user? 
 
 
 
If you delete an existing user accidentally, what steps must you take to 
recover the deleted user? 

 

If you choose to click on either close or cancel you should click on apply in order 
to save any changes. Close or cancel will exit the dialogue without saving the 
last changes you made (Except for deletions). 
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Task 3  Schedules and Tables 
 

1. Click on Tools on the menu bar and then on Schedules / Tables. There are two 
selections on this menu of interest to the personal property appraiser. These two 
selections are Assessment Reasons and Discovery Sources. 

 

 
 
2. If you LMB on Assessment Reasons you will activate a new dialogue. Displayed will be a 

list of assessment reasons. These reasons will appear on a pull down list during data 
entry and will ultimately be printed on the change of assessment notice sent to the 
taxpayer if selected during data entry. 

 
 

This is a personal 
property reason and 
will display only when 
assigning reasons to 
personal property 

This is a real property 
reason and will 
display only when 
assigning reasons to 
real property 
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The Code for each reason is assigned by the user. The Code can be any two 
numbers, characters or combination of the both. This allows for many possible 

combinations. 

 
 

While no statutory requirements exist concerning the language to be included for 
change of assessment reasons for personal property these should be clear, concise 
and as non-technical as possible. 
 

3. To add a new reason you should click on the  button down at the lower left 
hand portion of the dialogue. 

4. To quit this operation you may click on the OK button  in the lower right 

hand portion of the dialogue or you may click on the cancel button  located 
in the lower left hand portion of the dialogue or you can click on the close button  in 
the upper right hand corner of the dialogue. 

 
5. If you LMB on Discovery Sources on the Tools>>Schedules / Tables menu you will 

activate a new dialogue. Displayed will be a list of Discovery Sources. These reasons will 
appear on a pull down list during data entry and will allow the appraiser to chart the 
effectiveness of the discovery sources used by the county to detect new personal 
property accounts if selected during the initial data entry of a personal property account. 

 

 
 

6. To add a new reason you should click on the  button down at the lower left 
hand portion of the dialogue. 

7. Type the discovery source and then click (LMB) on the  or  
buttons. 

If you would like to know more about discovery sources and the proper administration 
of personal property for ad valorem taxation this is covered in COURSE III – The 
Valuation of Personal Property. 
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Task 4  Depreciation 
 

1. Click on Tools on the menu bar and then hover on Depreciation another menu will 
appear. There are four selections on this menu of interest to the personal property 
appraiser. These four selections are APM Table, Cost Table, Cost Index and IRS Class. 

 

  
 

 

Of the four selections that concern personal property depreciation applicable to the 
cost approach to value, the user only need be concerned with the APM Table. The 
other three tables were developed prior to the adoption of the appraisal procedures 
manual by the Georgia Department of Revenue in 2000. 
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2. If you click (LMB) on APM Table you will activate a new dialogue. Displayed will be a 
table that will allow the appraiser to list the composite conversion factors from the 
appraisal procedures manual. These factors will be automatically entered during data 
entry depending upon the appraisal year and the year of acquisition of the individual 
entries made using the basic cost approach during data entry. 

 

 
 

3. To add a new factor you should click on the  button down at the lower left 
hand portion of the dialogue. 

4. Type the Item, Group, Age, and Factor and then click (LMB) on the  or 

 buttons. 
5. To edit an existing entry you should select the line item you wish to edit. Then modify the 

Item, Group, Age or Factor and the click (LMB) on the  or  
buttons. 

 
Where do the factors entered in to the depreciation table come from? 
 
 
 
 
If a taxpayer questions the validity of the factors used for depreciation how 
would you respond? 

 



 
25  Georgia Certification Program for Assessors and Appraisers WinGAP Personal Property 

Section Two – File Relationships 
Section Objective 

 
In this section, you will learn what relational databases are and the different 
associations between files and databases in the software. 

The focus will be on logical relationships between data elements and where 
information is entered. There will be some discussion of basic programming 
principals and how this is incorporated into the software. 

 

Taxation Issues  
 

The organization of data may affect the ability of the board of tax assessors 
and/or the tax commissioner to properly carry out their duties depending on how 
the property information is maintained. 
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Exercise Two – Relational Databases 

 
Objective: To gain an understanding of how information is organized by the 
software. 
 
You will learn how to the software organizes the files so that you may later retrieve and otherwise 
administer the property records contained in the software. 

Task 1 Define databases 
 
The smallest element of information in computer terms is a single piece of data this is known as a 
bit. A bit is either a “1” or a “0”. Think of it like a light switch, it can be “on” or “off”.  
 
Eight bits form what is known as a byte. A byte can represent a single character or number. For 
example a byte that looked like this: “00000001” would represent the number one. More complex 
data can be input, stored, and manipulated by stringing many bytes together. For example the 
word “dog” is made up of three bytes of data as is the number “333”.  
 
1024 bytes of data is known as a kilobyte, 1024 kilobytes of data is known as a megabyte, 1024 
megabytes of data is known as a gigabyte and so forth. 

 

If you would like to know more about basic computer science you may wish to 
explore your local library or book store. Titles published by QUE publishing and IDE 
publishing are especially useful. 

 
In order to effectively process and manipulate data it is necessary to apply some organization to 
the mass of data involved in any process. Information is normally organized into files that the 
computer can manipulate and process. These files are generally referred to as databases. 
Because of the amount of information involved it is often necessary to divide the information into 
separate files so that it can be processed more effectively. 
 
To maintain the ability to easily combine separate databases there is normally a common data 
element in each database. This common data element forms a relationship between the 
databases which is also known as relational databases. 
 
The relationship between the databases is usually hierarchical. In a hierarchical structure there is 
a parent / child relationship. In other words there is usually a top ranking database that relates to 
lower ranking databases that may relate to even lower ranking databases. 
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In the hierarchical structure for personal property in WinGAP the top ranking level is the owner 
record. Below the owner record is the account record. Below the account record is the account 
items records.  

For any given personal property account or group of accounts owned by an individual there 
should be one owner record. For any personal property account there may be multiple account 
items associated with the account record. 

 
 
 

 
 The specific relational data elements are identified in the chart below. More detailed 
information concerning file structures and database management is offered in the 
WinGAP Technical Workshop. 

 

 

Owner.dbf
(ownkey)

(ownkey) 
Realprop.dbf 

(ownkey) 
personal.dbf reprop.dbf 

(realkey) 

Accessory.dbf 
(realkey) 

Boat.dbf 
(pesrkey)

aircraft.dbf 
(perskey) 

Inv.dbf 
(perskey) 

(realkey) 
Comimp.dbf Saleinfo.dbf 

(realkey) 

(ownkey) 
Realprop.dbf 

Owner

Personal 
Account 

Real Parcel 

AccessoryHouse Plane Boat MEFF

 

The way owner records and account records are initially entered and maintained 
may have unanticipated results. It cannot be stressed that extremely unpleasant 
consequences may result from poor planning in this area. This will be discussed 
later in Beginning Data Entry. 
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If the Common data element is Ownkey from the owner.dbf to the 
personal.dbf; what is the common data element between the personal.dbf 
and the boat.dbf? 
 
 
 
 
Why do you think this is useful information? 
 
 
 
 
Task 2  File Locations 
 
Generally speaking the files for WinGAP can be located using the following path: <drive 
letter>:\program files\wingap. Where <drive letter> represents the local or network drive where 
the application is installed. 
 
 

 
 
 
 
This is the path to the WinGAP files on a local drive for a stand alone workstation. It is important 
that the user be comfortable with this concept in order to update files.  
 
Another important location is the where the individual appraisal years information is found. In 
most installations these are found in the data folder found in the WinGAP application folder. This 
path would be expressed: <drive letter>:\program files\wingap\data\2004. 
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Will the path, including the drive letter, be the same for all counties? 
 
 
 
 
Why is it important to keep the path uniform, other than the drive letter, 
throughout the state? 
 
 
 
 
 
 
Task 3  Database Utility 
 
Generally speaking, MOST users will not use the database utility but for those who do it may 
provide a powerful tool for the advanced user with a complete understanding of database 
management practices. 
 
 
 
 
 
 
 
 
 
 

1. The database utility is initiated by clicking on Tools then Database Utility. 
 

 
 

2. The user will then see the main program window. To begin operations it will be necessary 
to open a database. The easiest way to do this is to click on the Open a file button on the 
program toolbar. 

 
 

 

The database utility and for that matter any database 
management tool (like FoxPro, Access, Excel, dBase) are very 
powerful and VERY DANGEROUS! If you do not KNOW what 
you are doing DON’T DO IT! You can do irreversible damage 
to your information if you are not careful with this tool. 
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3. A dialogue will appear with that will allow you to specify some settings and to select a file 
to open. 

 
 

Section Three – Application Operation 
Section Objective 

 
In this section, you will learn how to enter data into the software. 

The focus will be on data entry and normal practices and conventions the user 
should employ as well as how to create new owner records and personal 
property accounts 

 

Taxation Issues  
 

The recognition of standard practices and conventions will affect whether or not 
the assessment lists for personal property are properly prepared. 
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Exercise Three – Beginning Data Entry 

 
Objective: To learn how to enter data into the software. 
 
You will learn how to create and modify owner records in the software so that you may later 
retrieve and otherwise administer the property records contained in the software. 

Task 1 Adding Records 
 
The owner record is the beginning point for all data entry. It is also critical that certain decisions 
concerning data entry be made at this time to facilitate later information retrieval and 
administration of the property records. 
 

 
 
The data entry process begins at the File menu. 
 

 
 
To add a new owner the user selects New Owner from the File menu. This may be accomplished 
in several ways.  

• The user can click (LMB) on the File menu and then on New Owner. 
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• The user can press the Alt key (this activates the menu bar) then the F key then the N 
key. This method is known as using the keyboard shortcuts. You identify the keyboard 
shortcuts by locating the underlined letter in the selection you desire. 

 

 
 

• The user can also press and hold the Ctrl key and then press the N key. This method 
is known as using the “hot key” combination. The “hot keys” are usually noted on the 
menu beside the selection desired. 

 

 
 

Using these input methods can increase data entry speed and ease of use. But the mouse is 
always available to select actions. 

 
What is the hotkey combination to add a new owner record? 
 
 
 
What are some of the benefits of using keyboard shortcuts? 
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Task 2 Owner Records 
 
Once the user has decided to add a new owner record you are ready to begin the data entry 
process. It is critical that certain decisions concerning data entry be made at this time to facilitate 
later information retrieval and administration of the property records. 
 
The primary decision that needs to be made is, is the type of personal property to be associated 
with this owner require that a separate owner record be created for each account or will the 
administration of the property records be better served to have all accounts associated with a 
single owner. 
 

 
 
 
 

 
 
 
 
 

 
 
 
 

 

Under normal circumstances it will be preferable to have only one owner record 
for all property owned by an individual taxpayer. This would include all tangible 
property (real and personal). This allows for significant ease of use and updating 
of records.  

 

In 2002 the General Assembly of Georgia approved an Act that increased the 
threshold at which ALL personal property of an individual taxpayer becomes 
subject to taxation from $500 fair market value to $7,500 fair market value. In 
order for the digest to properly reflect the taxable personal property accounts 
ALL tangible personal property MUST be associated with a single owner record. 

 

There are several different types of owners of property. These are individuals, 
corporations, partnerships, trusts and estates. Each of these is accorded status 
as legal entities and is entitled to own property. When initially entering ownership 
information it is CRITICAL that the correct owner of the property is entered in the 
owner record. This will be discussed further in Entering Business Personal 
Property. 
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1. To add a new owner you should click on the  button down at the center 
portion of the dialogue. 

2. You begin by typing the last name of the owner in the “Last” entry field.  
 

Data entry should be done in proper case, that is to say using BOTH upper and lower 
case. It is deemed to be standard business practice to follow this convention for two 
reasons. Most computer software is no longer case sensitive and this practice 

makes the data easier to read.  

 
3. You then proceed to type the first name of the owner in the “First” entry field. You will find 

it is much easier to switch between fields by pressing the Tab key once you have 
completed the entry for a particular field. 

 

It is a standard Microsoft® Windows® operation to use the Tab key to move between 
entry fields, the Shift + Tab key combination will allow the user to reverse direction on 
the data entry screen as well. 
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4. If the owner is a corporation, partnership, trust or estate do not use the Last, First, MI 
fields but instead use the Corporate name field to record the taxpayers name. 

 

5. You should continue the data entry into the other fields. Address is the mailing address 
for the taxpayer, and the phone numbers are intended to be used for the primary contact 
number. 

6. Once all data entry is completed then click (LMB) on the  or  

buttons. Clicking on the  will save the data entry and leave the dialogue 

open so that additional action may be taken. Clicking on the  will save the 
data entry and close the dialogue.  

 
Under what circumstances should multiple owner records be maintained 
for a single taxpayer? 
 
 
 
Can the estate of John Q Public own property? 

 

When entering the owner name in the Corporate Name field the county should 
adopt a single convention for data entry. It is customary to enter the names of 
corporations as listed excluding ALL punctuation. For example if the name of the 
corporation is XYZ, Inc. then this should be entered “XYZ Inc”. The same would 
be true of a partnership. If a partnership is listed as Smith & Jones, LLP then this 
would be entered as “Smith & Jones LLP”. This will discussed further in Entering 
Business Personal Property. 
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Task 3 Account records 
 
Once the owner record has been created it will be possible for the user to beginning creating 
personal property accounts associated with this record. 
 

 
 

1. To add an account you click on Personal. This will open the General Information 
dialogue. 
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2. To add a new account you should click on the  button down at the center 
portion of the dialogue. 

 

 
 

3. There are two required fields for every account these are Tax District and Class. A tax 
district is chosen from the pull down menu. Class refers to digest class and is chosen 
from the pull down menu. Digest class will be discussed further in other sections. 

4. Four other fields that are common amongst all personal property accounts are Data 
Entry, Acct Appraiser, Alternate and Acct Auditor. 
• Data Entry is a keyed field where the entry clerk (if other than the account appraiser) 

who actually keyed the data enters their initials or other ID code. 
• The Acct Appraiser is a pull down list of all personal property appraisers. This is the 

appraiser that will be listed on the change of assessment notice issued to the 
taxpayer as the contact person or person administratively responsible for an appeal. 

• The Alternate is a pull down list of all personal property appraisers. This is the 
appraiser that will be listed on the change of assessment notice issued to the 
taxpayer as the alternate contact person or person administratively responsible for an 
appeal if the Acct Appraiser is unavailable. 

• The Acct Auditor is a pull down list of all personal property auditors if different than 
the Acct Appraiser. This is the auditor who is responsible for an audit of this account. 
This will be discussed more in later sections. 

5. Once all data entry is completed then click (LMB) on the  or  

buttons. Clicking on the  will save the data entry and leave the dialogue 

open so that additional action may be taken. Clicking on the  will save the 
data entry and close the dialogue. 
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Exercise Four – Recalling and Deleting Records 

 
Objective: To learn how to recall and delete owner and account records.  
Task 1 Owner Search 
 

1. To recall an owner record the user would initiate an owner search by clicking on the 

 button on the tool bar or by using the hotkey combination Ctrl + O. 
 
2. This will bring up the owner search dialogue. 

 

 
 

 
3. Once the user enters the search phrase the user clicks on the  

button.  

This indicates the 
search order. To 
search for a 
specific owner the 
user would search 
on Name. Parcel 
# order is used to 
locate an owner 
record for real 
property only. 
Account # is used 
to locate the 
owner record for a 
personal property 
account 

This field allows 
the user to 
change the 
number of records 
displayed. The 
greater the 
number the longer 
the search will 
take. 

This field allows 
the user to enter 
the search phrase 
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4. To access a record the user can either double click on the desired 

selection or click on the selection and then click on the  
button. 

 

 
 

When you enter a search 
phrase (especially name) it 
is normally a good idea to 
use a partial phrase. 

This column indicates 
the type of property 
associated with the 
owner record. 
P=personal, R=Real, 
M=Mobile Home 



 
Georgia Certification Program for Assessors and Appraisers WinGAP Personal Property  40 

 

 
 

5. To delete this record you would click on the  button. 

 

6. If you click on the  button you will receive a confirmation dialogue. 
 

 

 

It cannot be overstated that this action has severe 
consequences. If you delete an owner record you 
also delete also ALL associated property information. 

This button will print 
the screen as it 
appears on the 
monitor
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7. If you respond in the affirmative you will be asked for the deletion password. The deletion 

password is “delete”. 
 

 
 

8. If you type in the correct password and click on the  you will receive a 
confirmation message. 

 

  
 

 
Task 2 Account Search 
 

1. To recall an account record the user would initiate an account search by clicking on the 

 button on the tool bar or by using the hotkey combination Ctrl + P. 
 
2. This will bring up the account search dialogue. 

 

It is important to note that once an owner record is deleted it cannot be recovered. 
The only recourse open to the user to reinstate an owner record is to re-key the 
information and associated property records. In addition account numbers and 
other related data will be lost. This can be retrieved up until you run year end 
clean up by one of the tech support agents. Go to OLS upon discovery.  
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3. Once the user enters the search phrase the user clicks on the  

button. 
 

 
 

4. To access a record the user can either double click on the desired 

selection or click on the selection and then click on the  
button. 

 
 

This field allows 
the user to enter 
the search phrase 

This indicates the 
search order. To 
search for a 
specific owner the 
user would search 
on Name. Parcel 
# order is used to 
locate a personal 
property account 
via the parcel 
number. Account 
# is used to locate  
a personal 
property account 
by account 
number and so 
forth. 

This field allows 
the user to 
change the 
number of records 
displayed. The 
greater the 
number the longer 
the search will 
take. 

When you enter a search 
phrase (especially name) it 
is normally a good idea to 
use a partial phrase. 



 
43  Georgia Certification Program for Assessors and Appraisers WinGAP Personal Property 

 
 
 
 
 
 
 

 

 
 

5. To delete this record you would click on the  button. 

 

6. If you click on the  button you will receive a confirmation dialogue. 
 
 

This button will print 
the screen as it 
appears on the 
monitor 

This button will allow 
the user to access 
the owner record 
associated with this 
account 

If you right click on 
this button a menu 
will appear giving 
the user more 
options 

 

It cannot be overstated that this action has far 
reaching results. If you delete an account record you 
also delete ALL associated account item information. 

This button allows 
the user access to 
the edit history for 
this account. This 
allows the user to 
see when changes 
were made to this 
account and who 
made them. 
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7. If the user answers in the affirmative then the account and all associated account item 

information will be deleted. 

 
 
When would you delete an owner record? 
 
 
 
 
When would delete an account record? 
 
 

 

 

It is important to note that once an account record is deleted it cannot be 
recovered. The only recourse open to the user to reinstate an account record is to 
re-key the information and associated account item information. In addition, 
account numbers will be lost and cannot be reused. 
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Exercise Five – Transferring Accounts and Account Items 

 
Objective: To learn how to transfer accounts and account items.  
Task 1 How to Transfer an Account 
 

1. To transfer an account to another owner you begin by clicking on the  button 
on the General Information dialogue. 

 

 
 

2. A Property Transfer dialogue will appear. The user will then have the option of 
transferring the account to an existing owner or a new owner. 

 

 

Once the user has selected 
the owner to whom the 
account will be transferred the 
user must select the property 
to be transferred and click on 
Include All or Include buttons 
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3. Once the user has clicked on Include, the account will move to the bottom half of the 

dialogue. The user should then click on  to complete the transfer. 
 

Task 2 How to Transfer Account Items 
 

1. To transfer an item to another account you begin by clicking on the  button 
on the General Information dialogue.  

 

 
 
2. A Transfer Items dialogue will appear. The user may then transfer an account item or 

multiple account items to an existing account. 

Once the user has clicked 
on Include, the account will 
move to the bottom half of 
the dialogue. The user 
should then click on  
to complete the transfer. 

The user will need to know the 
account number of the account 
to receive a transferred item 
before beginning this process. 
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3. The user will select the account to which the item(s) will be transferred. 
 

 
 

4. The user selects the item to transfer then clicks on   to complete the 
transfer. 

When an account 
number is selected 
the owner 
information will 
appear at the bottom 
of the dialogue. 
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5. if the user desires to transfer multiple items from one account to another then this 
process can be repeated without initializing the process again by clicking on 

 instead of . 
 
Why would use the transfer function to transfer an account? 
 
 
 
 
Why would use the transfer function to transfer an account item? 
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Exercise Six – Administering Future Year 

 
Objective: To Setup and use the Future Year feature.  
Task 1 Setting Up Future Year 
 
 
 
 
 
 

1. Click on Setup Future Years on the Tools>>File Maintenance menu.  
 

 
 
2. This will create a set of files that the software will use during year-end clean up that 

will allow you to work ahead and begin adding new accounts, transferring accounts 
between owners and account items between accounts. 

 

 
 

This should only be done at the direction of the chief appraiser. 
Inadvertent use of future year without cooperation of ALL users 
could result in a difficult transition to the next tax year. If you 
are unsure whether you need to setup future year DON’T 
MAKE IT! 
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3. When the program has completed creating the accounts the user will be prompted to 
re-index. 

4. The user should click on the  button to initiate this process. 
5. Once re-indexing is complete the user can begin using the future year feature. 

 
Task 2 Adding a New Account 
 

1.  

 
 

 
 
 

For personal property this is the current limit of this function. To check for future additions to this 
course text check ftp://ftp.wingap.com. 
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Section Four – Aircraft 
Section Objective 

 
In this section, you will learn how to enter data for a specific type of personal 
property (Aircraft) into the software. 

The focus will be on data entry and normal practices and conventions the user 
should employ in the data entry process.  

 

Taxation Issues  
 

Standard appraisal practices for aircraft will be discussed as well as conventions 
that should be employed in electronic record keeping. 
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Exercise Seven – Data Entry for Aircraft 

 
Objective: To learn how to enter appropriate data for aircraft into the software.  
 
You will learn how to create and modify account item records for aircraft in the software so that 
you may later retrieve and otherwise administer the property records contained in the software. 

Given: 

For this exercise the following information is known: 

Owner Name and Address 

James Hudson 
P O Box 8068 
Athens GA 30603 

Value Declared By Taxpayer on PT-50A 

Same as Last Year 

Return signed and dated 

Date Return Received 

February 15 

Previous Year’s Final Fair Market Value 

$ 23,000 

Aircraft Information from Schedule D 

Preprinted: 

MFG NAME: (MAKE) Piper 
MODEL NAME OR #: PA-12 
YEAR BUILT: 1947 
SERIAL NUMBER: 12-1672 

Note from taxpayer: 

Same as Last Year 
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Task 1 Adding an Owner Record 
 

1. To begin this exercise even though this appears to be an existing account, the user will 
need to create an owner record including the relevant information. 

2. Once all data entry is completed then click (LMB) on the  or  

buttons. Clicking on the  will save the data entry and leave the dialogue 

open so that additional action may be taken. Clicking on the  will save the 
data entry and close the dialogue. 

 
Task 2 Adding an Account Record 

 
3. The user will then have to create an account record for this owner. The situs is the 

unincorporated county the digest class is residential. 

 
 O.C.G.A. § 48-5-16(e) establishes the taxable “situs” of aircraft as the airport from 
which an airplane normally operates if that airport is located in a county other than 
the county where the owner resides. 

 

4. Once all data entry is completed then click on the  or  

buttons. Clicking on the  will save the data entry and leave the dialogue 

open so that additional action may be taken. Clicking on the  will save the 
data entry and close the dialogue. 

 
Task 3 Adding Account Item Records for Aircraft 
 

5. At this point in the data entry process the user has created an owner record and an 
account record and are ready to add the account items record. 
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6. To begin to add a specific aircraft click on the  button next to the Aircraft value. 
 

 
 

 
 

7. This should open the Aircraft dialogue. To begin data entry you should click on the 

 button down at the lower left hand portion of the dialogue. 

8. Enter or edit the appropriate aircraft information and then click on the  
button. This saves the data entry to this point but keeps the dialogue open for the next 
step. 
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9. There is no automated valuation for aircraft due to their few numbers and highly 
individualized nature these should be appraised using a pricing guide. These come in 
both manual and computerized versions. 

 

 
 

 
10. If the user was also a subscriber to the Aircraft Bluebook Digest CD (above) then to 

appraise the subject they would use the appraisal form produced (below). 
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Aircraft Appraisal:  1947 PA 12 SUPER CRUISER             Wednesday, July 14, 2004     09:46 AM

Avg Retail Marketable Tail Number  N2446M     Serial Number  12-1672

$25,000 $20,900 1947 PA 12 SUPER CRUISER  (Avg.Retail-Marketable)

$25,000 $20,900 TOTALS

__________ __________

Appraisal notes:
Base Average = Eng time, overall condition  and  fabric are main factors;  SMOH: 900 on Cont/1200 on Lyc;  AFTT +/- 
10% of avg;  compression 85% of new;  orig logs;  6-mo annual; no DH;  ADs complied.        

 
 

11. The subject’s fair market value would be $25,000 this would be entered in the Book 
Value and Aircraft Value fields. 
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12. Should the subject have additional features or avionics these can valued a separate 
components by clicking on the  button in the upper right hand portion of the dialogue. 

13. Data entry for these items is the same as for other items. To begin the user should click 

on the  button down at the lower left hand portion of the dialogue. 

14. Type the Year Built, Description, Cost and Value then click on the  or 

 buttons. 
15. To edit an existing entry you should select the line item you wish to edit. Then modify the 

Item, Group, Age or Factor and the click on the  or  buttons. 
16. The sum of the values entered will be added to the Aircraft value. 

 

 
 

Task 4 Attaching a Digital Picture 
 

17. At this point in the data entry process the user has created an owner record, an account 
record and an account items record. If the user has a digital camera or scanner and 
wishes to include this in the file for this account then they may do so by right clicking on 
the  button in the upper right hand corner of the Aircraft dialogue. This will give 
the user the option of loading a digital picture from a saved location. 
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18. By clicking on Load Digital Photo the user will be prompted to select a file to load. The 
user should navigate to the file location using the Open file dialogue. 

 

 
 

19. Once the user has selected the file that contains the picture to attach to this account a 
confirmation message should be displayed. 

 

 
 

20. The user can then access the image by clicking on the  button. 
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Why would it be useful to have a digital image attached to the account record? 
 
 
 
 
 
What approach to value is used when a pricing guide is employed in determining the 
value of an airplane? 
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Section Five – Marine Personal Property 
Section Objective 

 
In this section, you will learn how to enter data for a specific type of personal 
property (boats and other watercraft) into the software. 

The focus will be on data entry and normal practices and conventions the user 
should employ in the data entry process.  

 

Taxation Issues  
 

Standard appraisal practices for watercraft will be discussed as well as 
conventions that should be employed in electronic record keeping. 
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Exercise Eight – Importing DNR Data File / Print Returns For New Boats 

 
Objective: To learn how to import DNR data for marine personal property into 
the software and then print returns for NEW boats.  
 
You will learn how to import the Department of Natural Resources boat registration information for 
a jurisdiction. Also, how to create and modify account item records for watercraft in the software 
so that you may later retrieve and otherwise administer the property records contained in the 
software. Finally you will learn how to import new market guide values and update the fair market 
value of watercraft. 

Task 1 Importing DNR boat registration information 
 

To begin this exercise we will demonstrate how to download updated registration information 
and import this into the software.  

 
 
 
 
 

1. To begin this exercise the user would begin the import process by going to File>>Import 
and LMB on DNR Data File. 

 
 
 

2. 

 

This should only be done once a year and should be done at the direction of the chief 
appraiser. Repeating this process could result in duplicate records, problems printing 
returns and change of assessment notices. If you are unsure whether you need to 
import the Department of Natural Resources boat registration information DON’T DO 
IT! 
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This will bring up a dialogue box that will allow the user to initiate the import process. The 
user will then LMB on the Import button to begin. 

 
 

 
 

 
 
 
 
 

7.  
 
3. When the import process is complete the user will receive a confirmation message. 
 
 

Once the current year’s data file is imported the user is ready to print returns for all 
NEW boats. These should be printed and mailed just prior to the first of the year.   

 
 

 
Task 2 Printing Marine Personal Property Returns 
 

4. To begin this exercise the user would choose Reports>>Personal Property then LMB on 
Reporting Forms.  

 
 

Before beginning this process two things are necessary. The workstation that is 
process is being run on must have an Internet connection and it must have WinZIP 
9.0 (or higher) with the command line interface installed.  
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5. This will bring up a dialogue box that will let the user initiate printing of personal property 
returns. 

 

 
 

6. There are several settings that the user may choose. 
 

 
 
 
 
 
 
 

 
 

 
 
 
 

 
 

 
 O.C.G.A. §§ 48-5-269 & 269.1 and Department of Revenue Rules and Regulations 
560-11-10-.08 specifies the forms that are to be used for the return of tangible 
personal property in Georgia. County boards of tax assessors may request the 
Commissioner approve alternate versions of the return but this is left up to the 

discression of the Commissioner. 

To print just new 
boats select the 
DNR Boats radio 
button. 

You may also 
specify beginning 
and ending names 
for the print run

It is recommended that 
for NEW boats that 
returns are printed in 
NAME order 

In order to correctly 
print NEW boat 
forms the minimum 
value should remain 
0. 

Once you have 
configured these setting 
you are ready to start 
printing NEW boats. 
LMB Go to begin.

Before beginning this process you should have forms loaded and hopefully aligned. 
There is an alignment pattern available at the beginning of the print process to assist 
you in doing this. A dot matrix or other printer capable of printing continuous feed 
preprinted forms connected directly to the workstation’s LPT1 port is necessary. 
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Exercise Nine – Data Entry for Marine Personal Property 

 
Objective: To learn how to enter appropriate data for marine personal property 
into the software.  
 

Once you have mailed returns to NEW boat owners you will receive some of these back 
completed. The software has an interactive process to help you accomplish this set of tasks. 

Given: 

For this exercise the following information is known: 

Owner Name and Address 

Joseph R Chadwick 
561 Brandywine Run 
Sparta, GA 31087 

Value Declared By Taxpayer on PT-50A 

None (New Boat) 

Return not signed or dated 

Date Return Received 

February 15 

Previous Year’s Final Fair Market Value 

None (New Boat) 

Aircraft Information from Schedule D 

Preprinted: 

MFG NAME: (MAKE) Harris Flote 
MODEL NAME OR #:  
YEAR BUILT: 1993 
HULL ID NUMBER: HAMP2883B393 
LENGTH: 20 feet 0 inches 

Note from taxpayer: 

None 
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Task 1 Adding a NEW boat from the DNR registration file 
 

1. On the menu bar go to Property Maintenance>>Personal and LMB on DNR Registration. 
 

 
 

2. This will bring up the interactive interface that allows the user to reconcile the DNR data 
file to the WinGAP account database. 

 

 
 

The first record in the file 
will already be displayed. 

The user can move between records using 
the <<Prev and Next>> buttons 
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3. Once the record the user wishes to use is displayed there are several actions that the 
user can take. 

 
 

 
 

4. If the status is NEW the user may, through this interface, add this to the WinGAP 
databases.  

 

If the user wishes to access a specific 
record the user can navigate to that 
record by typing the name here, then 
LMB on the Jump button 

When the status of registration 
record is NEW the user can 
initiate several actions. 
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5. If the owner does not already exist in the databases, a new owner record, account record 
and boat record may be created. To begin this process a user would LMB the radio 
button next to Owner / Account / Boat. 

 
6. The following dialogue will be displayed. Based on the data entry conventions employed 

by the user you can combine the names under a single entry or these can be left 
separate. 

 

 
 
Task 2 Setting up an account record for a NEW boat added from the DNR registration file 

 
8. The user will then be taken to the General Information screen. There are several items 

that must be completed create an account record for this owner. In this case the situs is 
the unincorporated county and the digest class is residential. 

 
 O.C.G.A. § 48-5-16(e) establishes the taxable “situs” of watercraft as the county in 
Georgia where the boat was located 184 days or more the preceeding year. If the 
boat was not located in any one county for at least 184 days then the situs is the 
county where the owner resides. 



 
Georgia Certification Program for Assessors and Appraisers WinGAP Personal Property  68 

 

 

9. Once all data entry is completed then click on the  or  

buttons. Clicking on the  will save the data entry and leave the dialogue 

open so that additional action may be taken. Clicking on the  will save the 
data entry and close the dialogue. 

 
Task 3 Adding an account Item (boat) for a NEW boat added from the DNR registration file 
 

10. At this point in the data entry process the user has created an owner record and an 
account record and are ready to edit the account items record. To begin this process 

LMB on the Edit button   . 

These two fields must be completed 
before the user can proceed. 

The owner name and number of 
accounts are displayed here. 
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11. The software has already filled in all the available information from the DNR file. The user 
now has several options. The user can look up the value of the boat in a pricing guide 
other than ABOS. If this is done the user may wish to also enter the publisher and year of 
the guide (i.e. 2004 NADA) and the page number that the value was taken from.  

 

 
 

12. Another option is to appraise the boat and/or motor using the values published in the 
ABOS boat pricing guide. These values are included in the software and are updated 
annually. To access these values LMB on the  or buttons 
depending on the type property the user is going to appraise. 

 
13. Once you LMB on one of the ABOS buttons a dialogue box will be displayed with a list of 

boat or motor values that most closely matches the information already input.  
 

 
 
 
 

 
 
 

Be aware that the spelling of the manufacturer and type of boat listed will govern the 
results displayed in the ABOS value look up. You may need to double check this if 
you cannot find the boat listed in the DNR file. 
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14. At this point in the data entry process the user has created an owner record and an 

account record and are ready to add the account items record. 

 
 O.C.G.A. § 48-5-2(3) states:” 'Fair market value of property' 
means the amount a knowledgeable buyer would pay for the 
property and a willing seller would accept for the property at 
an arm´s length, bona fide sale”. This is not the same as 
trade-in price. 
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The user should be mindful of the 
value used as the “fair market value” 
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If using the retail price pay special attention to the condition. The retail price is for a 
boat in average-good condition. Normally, boats not in dealer inventory are probably 
going to need some cleaning and/or maintenance performed to meet the description 
provided for this condition. 
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15. The user must change the Type of boat in order to look up the boat listed in this example. 
If you have added this boat using the DNR module this information will be filled 
automatically.  

 

Be aware that the spelling of the manufacturer and type of boat listed will govern the 
results displayed in the ABOS value look up. You may need to double check this if 
you cannot find the boat listed in the DNR file. 
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16. Once the model has been identified and selected the user can then complete the entry 
process by making the necessary adjustments for condition and trailers (if included in 
price) 

 

Because the information contained in the DNR file is based on information provided 
by boat owners who may have limited knowledge and input by simple dedicated entry 
personnel. The information regarding model, length, horsepower, even manufacturer 
may be incomplete. It will be up to the user to locate the entry that is closest to the 
information provided
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17. Once the data entry is complete the user can LMB on the   button to save 
the record. 

 

Some prices (primarily boats that are sold new as packages, like those from Bayliner 
and Tracker Marine, for example) include boat, motor and trailer. These should be 
adjusted to remove the trailer as it is taxed as a motor vehicle (tagged). To do this 
the user would enter the value of the trailer in the field labeled Boat Trailer Value. 
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Task 4 Adding an account Item (motor) for a NEW boat added from the DNR registration file 
 

18. The user can follow a procedure similar to that used to add a boat to an account to 
complete the entry for adding an outboard motor. 

 
 O.C.G.A. § 48-5-2(3) states:” 'Fair market value of property' 
means the amount a knowledgeable buyer would pay for the 
property and a willing seller would accept for the property at 
an arm´s length, bona fide sale”. This is not the same as 
trade-in price. 
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19. Before clicking on select the user should make sure the correct water type is chosen. 
This is very important as it controls the value displayed. 

 

 

 

Because the information contained in the DNR file does not include separate 
registration information regarding manufacturer, model, horsepower and other 
features (such as power tilt and/or trim) for outboard motors. It will be up to the user 
to locate an entry that most closely matches the horsepower rating for the boat (this 
is listed in the boat selection information) and choose a manufacturer at random 
(Mercury is usually a good choice). The user should assume the motor is the same 
year as the boat. 
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20. At this point in the data entry process the user has created an owner record and an 
account record and has appraised the boat and motor for the current year. 

 
Task 5 Attaching a Digital Picture 
 

21. At this point in the data entry process the user has created an owner record, an account 
record and an account items record. If the user has a digital camera or scanner and 
wishes to include this in the file for this account then they may do so by right clicking on 
the  button in the upper right hand corner of the Aircraft dialogue. This will give 
the user the option of loading a digital picture from a saved location. 
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22. By clicking on Load Digital Photo the user will be prompted to select a file to load. The 
user should navigate to the file location using the Open file dialogue. 

 

 
 

23. Once the user has selected the file that contains the picture to attach to this account a 
confirmation message should be displayed. 

 

 
 

24. The user can then access the image by clicking on the  button. 
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25. Data entry is finished. The user can designate an appraiser as being responsible for this 
account, flag the account for a notice and specify a notice reason for change. 
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26. Once the user has selected the reason for change. They may return to editing or adding 

records to WinGAP from the DNR data file by clicking on  on the 
General information screen. 

 
 

 

Only use custom assessment reasons when nothing else fits the reason for 
change!!!!!!! 
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Exercise Nine – Download New Prices and Update Values of Watercraft 

 
Objective: To learn how to update your ABOS appraisal files follow the steps 
below. 
 
Task 1 Use file menu to download new appraisal files. 

1. Follow the steps outlined below. 

 

2. Follow the on screen prompts. 
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3. Note the progress bar notifying you that your computer has connected to the FTP site and is 
downloading your new appraisal files. 

 

4. Next you will see the files you downloaded be uncompressed by winzip. Press any key to 
continue.  

 

5. The final step is to reindex. 
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Task 3 Reappraise all boats. 
 

6. Open WinGAP, go to Tools>>Reappraise and choose Boats – ABOS from the menu 
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7. LMB on Reappraise 

 

 
 

8. Once completed you will receive a confirmation message and you can LMB on Finished. 
 
 

 

 
You’re Done! 
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Section Six – Business Personal Property 
Section Objective 

 
In this section, you will learn how to enter data for a specific type of personal 
property (business assets) into the software. 

The focus will be on data entry and normal practices and conventions the user 
should employ in the data entry process.  

 

Taxation Issues  
 

Standard appraisal practices for aircraft will be discussed as well as conventions 
that should be employed in electronic record keeping. 
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Exercise Ten – Data Entry for Business Personal Property 

 
Objective: To learn how to enter appropriate data for business personal 
property into the software.  
 
Please use the following information to work through the next exercise. 
 
The following information is known about the business. 
  
The DBA is Lakemont Jewlers. The owner’s name is A Dwayne Floyd and the 
business license is in this name. The property address is 13345 Jones Street, 
Lavonia, GA  30553 and is located outside the city limits. The mailing address for 
this business is the same as the physical address. Their Federal Identification 
Number is 58-2444366. The State Taxpayer Identification number is 2049650-
QT.  
 
Mr. Floyd is returning $57,246 dollars of merchandise. The business has leased 
space that totals 1,200 square feet with a dedicated retail space of 700 square 
feet. This building is located on county map 0012 and is identified further as 
parcel number 0040. 
 
Mr. Floyd started business in December of 1993. Mr. Floyd should be contacted 
at the following number, 404-356-8900.  
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Page One of Two (Lakemont Jewelers Depreciation Schedule) 
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Page Two of Two (Lakemont Jewelers Depreciation Schedule) 
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Task 1 Basic data entry on an account. 
 

1. From the Owner Screen, Click the  button. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Personal Property General Information screen will appear. The personal 
property general information screen is where you will enter all of the general 
details and information in regard to the account you are working on. 
 
Examples of this information include but are not limited to, physical location, 
digest classification and stratification, discovery source, appraiser 
information, any general comments that are specific to this account, Contact 
information, NAICS codes,  etc… 
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*See the below screen shot of the personal property general information screen. 
 

 

 

 

 

 

 

 

 

 

 

 

 

Note that many of the 
fields are grayed out. 
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Notice that after clicking the  
button, the fields are open for data entry. 
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 Use the drop down 
menu to enter the 

correct Tax District 
for this account. 
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 Use the drop 
down menu to 
enter Class of 
this account. 
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It is important to properly note how this account was discovered. You can run 
reports at a later date and determine what methods of discovery work best for your 

county and which methods need improvement. 

Use the drop down 
menu for discovery 

source entry.
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Assigning a NAICS code to each of you accounts is absolutely crucial to the accuarcy of 
comparison reports in the future. Imagine having the ability to compare like properties at 
the click of a button. If you use these codes, you can already do this. 

 Click the 
Ellipses to 
look up the 

NAICS Code. 

 Enter a key 
word and click 

search. 

Select the 
NAICS code and 

click
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 After clicking 
 , 

the code auto 
fills. 
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 Click  
to activate the 
Assessment 
Reason pop up. 

 Select your 
reason, click 

 
and click 

 

You can also click the 
 , if you need to 

remove a reason from the 
included list. 
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 The Assessment 
Reason field is 
now populated. 

RETURNED MAIL, “No Problem”, track it here. 
You can print a list after the return rush is over and 
then research as to why it was returned! 
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 You can track 
audits and 
audit dates 
from here. 

You can use the next three fields to record the Account Appriaser, 
the alternate Account Appraiser, and the Account Auditor. 
 
To do this, select from the drop down menu the appraiser/auditor 
that you wish to relate this account too. 
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Task 2 Entering Machinery, Equipment, Furniture, and Fixtures from a return. 
 

 

 

 

 

 

 

 

 

 

 

Click the  
button to begin 
entry from the 
attached 
Depreciation 
Schedule.

You must click the  
button before adding 
equipment. If you haven’t 
already clicked the  
button, please do so now. 
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First click, the  button. After clicking the  button, all of the 
fields are open for data entry. Prior to clicking the  button, the fields 

were grayed out. 

Look at the two page depreciation schedule and 
determine what group each of these items are is going 

to be placed in.
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From the depreciation 
schedule enter all of the 
information in regard to 

the first item on the 
schedule. 

See the completed 

After clicking 
, the item 

appears is this list. 

You have to choose the Value 
Method that you are going to be 

using for this item. If you use Cost 
for all of the items, you only have 

to click cost once. 
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 Click the  button 
and repeat the steps 
above for each item. 

*You Can enter comments on each asset in this space.* 
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Task 3 Adding Inventory 
 
 

 

 
 
 
 
 
 

 Note the item 
appears in the list 

of assets in the order 
added. 

You can also enter detailed information for each of the assets. This 
additional information can be added in the fields above. Also, should you 
choose to use Market Value, you would enter that value in the field labled 

Market Value. 

 Click, 
 

when 
you are 
finished. 
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You can also add a photo to each of the items that you have 
entered. To perform this task. Right click on the  

button and then click on Load Digital Photo, as illustrated. 
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Navigate to the the  where your picture is stored. Highlight 
the picture and Cick on the button. 

 
To view the photo, 
simply click on the 

 button. 
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Task 2 Adding Inventory 
 

 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 

Click the  button to begin 
entering Inventory. 
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Enter the inventory from Schedule B of the business 
personal property return. Use the fields that are 

listed under the Inventory section. We will touch on 
Freeport in a separate section of this manual. 

 
Click  when 
you are finished. 
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We are now finished entering all 
information for this personal property 

account. Your General Information 
screen should look like the following 

screen shot. 
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Use the following known information to work through this exercise. 

You were out eating lunch one day and saw an airplane fly over pulling an 
advertisement for BS Manufactoring Inc. After returning to the office you 
researched the company and entered them into WinGAP. This information 
was received on their Freeport application that was stamped received on 
March 2, 2005.  
 
Their mailing address is 145 Deep Lane, Sunken, GA,  30004. Their physical 
address is 272 Porta Lane, which is located in the county industrial park.  
 
Their FEI Number is 58-3456789 and is located on county map/parcel 
number 0013-    -0078. 
 
Their main business activity is manufacturing of fertilizer. The company has 
reported $100,000 in raw materials and applied for Freeport on this amount. 
They also reported $75,000 in finished goods and applied for Freeport on this 
amount.  
 
The company turned in $6,000 in spare parts inventory and $4,000 in 
Supplies/packing inventory. 
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Click the 
 

button to 
begin. 

Enter the data into the corresponding fields below. The fields in 
WinGAP are designed to mirror the layout of the business personal 

property return and the Freeport application. 

Raw Materials Reported 
$100,000 
Finished Goods Reported 
$75,000 
Spare Parts Reported 
$6,000 
Supplies/Packing Reported 
$4,000 
Total Inventory Reported. 
$185,000  

Raw Materials Freeported 
$100,000 
Finished Goods Freeported 
$75,000 
Total Inventory Freeported. 
$175,000  

Click   when you are finished. 
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Total Inventory=  $185,000 
 
Total Exemption=$175,000 
 
Net Taxable         =$10,000

Congratulations! 
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Section Seven – Review 
Section Objective 

 
In this section, you will prepare for the course examination.  

 

Taxation Issues  
 

None 
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WinGAP Personal Property 

Review Questions

 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

Question 1

If you are using Microsoft Windows®
and wish to select an option from a 
menu you can on that option 
using the mouse.

A. Enter
B. Tab
C. Click
D. Delete

 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

Question 2

Files associated with the WinGAP 
program are normally found in the 
C:\Program Files\WinGAP\ .

A. Drawer
B. Folder
C. Document
D. Cabinet

 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 
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Question 3

In order to move between entry fields 
in WinGAP using the keyboard one 
method the user may use is to press 
the key.

A. Enter
B. Tab
C. Escape
D. Delete

 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

Question 4

The best way to update WinGAP is to 
download and install any upgrades 
from the .com website.

A. AOL
B. Microsoft
C. WinGAP
D. Amazon

 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

Question 5

If you experience technical problems 
with WinGAP the best way to report 
these is to use .

A. A letter
B. The telephone
C. Email
D. Complaint form

 

________________________________ 

________________________________ 

________________________________ 

________________________________

________________________________ 

________________________________ 

________________________________ 
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Question 6

WinGAP is a 
system also known as CAMA.

A. Database management
B. Word processor
C. Computer assisted mass appraisal
D. Computer spreadsheet

 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

Question 7

In WinGAP, the general ownership 
information is contained in the 

record.
A. Account items
B. Account
C. Owner
D. World

 

________________________________ 

________________________________ 

________________________________

________________________________ 

________________________________ 

_______________________________ 

________________________________ 

Question 8

In WinGAP, information concerning 
specific items is contained in the 

record.
A. Account items
B. Account
C. Owner
D. World

 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 
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Question 9

According to Georgia law the value 
used to determine the ad valorem tax 
for the subject property must be the 
property’s “ “.

A. Trade-in allowance
B. Replacement cost
C. Fair market value
D. Retail Selling price

 

________________________________ 

________________________________ 

________________________________

________________________________ 

________________________________ 

________________________________ 

________________________________ 

Question 10

WinGAP software is designed to 
operate on a .

A. Mainframe Computer
B. Enterprise Computer
C. Personal Computer
D. Calculator

 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 

________________________________ 
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When to update MAV and when to leave it ALONE!!!! 
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Glossary 
Absorption Costing - A system of product costing in which all costs of production, whether 
variable or fixed, are classed as product costs and identified with the full cost of inventory 

Accumulated Depreciation - The sum of all depreciation previously deducted from the historical 
cost of an asset. 

Accrual Basis - An accounting method which records all income earned and expenses incurred 
as of the initial commitment, regardless of whether actual payment has occurred (See "Cash 
Basis") 

Ad Valorem - Literally, "According to Value" 

Amortization - A periodic allocation of capital for gradual payment of a debt, reduction of an 
account, or a write-off of expenditures 

Appraisal - An estimate, or opinion, of value 

Asset - Property having exchange (monetary) value. 

Balance Sheet - A financial statement as of a specific date detailing the financial condition of a 
business enterprise, showing assets, liabilities, and capital. (See "Statement of Condition") 

Bill of Lading - A carrier's written document acknowledging receipt of goods, listing same, and 
contracting to deliver such goods to a specified place and party. 

Bond - An interest-bearing certificate of a corporation or government, usually secured, promising 
to pay the holder a fixed amount on a specified maturity date. 

Book of Original Entry - A journal in which business transactions are first recorded and from 
which ledger entries are made (See "Journal.") 

Book Value - An accounting "value," usually the undepreciated balance of the historical or 
original cost of an asset. "Book Value" usually reflects an accommodation with income tax 
regulations, is characterized by frequently-accelerated depreciation, usually does not reflect 
inflation or appreciation, and rarely bears any resemblance to fair market value 

Capital - On the balance sheet or statement of condition, the owner's or stockholders' share of a 
business enterprise; it is the mathematical difference between assets and liabilities, and will 
usually be itemized as capital stock, surplus, and undivided profits ("undivided profits" may be 
variously labeled "undistributed earnings" or "retained earnings.") Also referred to as "owners 
equity" 

Capital Stock - The monetary value assigned to the issued shares of a corporation, which are its 
legal capital. The value stated is the par (face) value per share times the number of shares issued 
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Cash Basis - An accounting method which records no transactions until such time as the actual 
cash receipt or disbursement has taken place (See "Accrual Basis.") 

Chattels - An article of personal or movable property, as distinguished from real property; 
furniture, automobiles, livestock, farm equipment, boats, etc. are chattels 

Chattel Mortgage - A mortgage on personal property. (See "Financing Statement.") 

Consignee - The party in whose possession is placed a consignment or consigned goods 

Consigned Inventory - Inventory belonging to another--the consignor, which is held by the 
consignee, who will receive payment for the goods when they are sold and then himself will 
forward his payment to the consignor. The consignment agreement will often stipulate that as 
between the parties the consignee is responsible for property taxes. In Georgia, the owner of the 
property is usually liable for the property taxes (O.C.G.A. § 48-5-9), see also O.C.G.A. § 
48-5-299. (See following definition.) 

Consignment - A shipment of goods to an agent, with title to the goods remaining with the 
shipper, or consignor; when the goods are sold the agent, or consignee, forwards payment to the 
consignor (See preceding definition.) 

Consignor - A party which ships goods to an agent (consignee), and does not relinquish title until 
receiving payment after the agent has sold the goods 

Consolidated Accounting Report - A financial statement that combines the income statement 
and/or balance sheet of a parent company with one or more of its subsidiaries 

Corporation - An artificial legal entity, chartered by the state to engage in business, and having 
legal powers, rights, privileges, and liabilities distinct from those of its owners and officers as 
individuals 

Current Assets - Cash and other short-term assets that will be converted into cash within the 
current operating cycle--usually one year 

Current Liabilities - Usually short-term debt,--obligations falling due within a year or less 

Depreciation - A decrease in value due to physical wear or tear, functional obsolescence, and/or 
economic obsolescence 

Direct Labor - Labor employed directly in converting raw material into finished goods 

Economic Obsolescence - Loss in remaining value due to reasons external to the property 

Fair Market Value - The price a property can reasonably be expected to bring when sold in the 
normal manner on the open market, the parties to the sales transaction being a knowledgeable 
buyer and a knowledgeable seller, neither one acting under any duress, and the transaction being 
consummated within a reasonable length of time (Also see O.C.G.A. § 48-5-2.) 

Financial Statements - Any written presentation of financial data, including a balance sheet, 
statement of condition, profit and loss statement, income statement, etc 
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Financing Statement - (As opposed to financial statement), in Georgia a chattel mortgage (See 
"Chattel Mortgage.") 

Finished Goods - Goods having been converted from raw materials into the form in which they 
will be used or sold 

Fiscal Year - A twelve-month period between annual settlements of financial accounts for 
presentation; it may or may not coincide with the calendar year 

Fixed Assets - Permanent-type assets with an economic life of more than one year, e.g., real 
estate improvements, manufacturing equipment, motor vehicles 

Floor-Planning - A method of financing which ties up a minimum of capital prior to actual sale of 
the inventory being floor-planned. A merchant signs a floor-planning agreement with a lending 
institution whereby the lending institution pays the supplier or wholesaler and collects a small 
down payment from the merchant. The lender holds title to the goods until they are paid for, 
which is usually the day after they are sold by the merchant 

F.O.B. - Literally, "Free on Board";--used in quoting prices of goods at a specific location, not 
including transportation costs to any other location or installation costs 

Functional Obsolescence - A reduction in functional capacity or efficiency caused by factors 
inherent in the property itself 

General Journal - The book of first entry for all transactions not recorded in a special journal 

General Ledger - A record of accounts in which all the transactions of a business enterprise are 
summarized 

Hardware - The physical equipment of a computer system 

Historical Cost - The original cost of an item when first purchased; generally "historical" and 
"original" costs are terms used interchangeably in appraising personal property, however, a 
distinction may be drawn between historical cost as being the first cost of an item at the time it 
was first sold, and original cost as being the first cost to the present owner 

Income Statement - See "Profit and Loss Statement." 

Journal - A book in which business transactions are first recorded (See "Book of Original Entry.") 

Journal Entry - The first recording of a business transaction 

Leasehold Improvements - A leasehold improvement may be classified as either real or 
personal property, depending on its nature 

Ledger - A book of final entry, in which journal entries are summarized (See "General Ledger.") 

Lessee - One not owning property, who makes periodic payments for the right to use or enjoy the 
property; e.g., a tenant 
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Lessor - The party owning the property, who allows another to take possession, use and/or enjoy 
the property in return for which he receives periodic payments, and retains full title to the 
property; e.g., a landlord 

Liability - An amount owed by one party to another, or the representation of such obligation 

Merchandise Turnover - The number of times in an accounting period (a year) that the average 
inventory is sold (Gross sales divided by the turnover ratio equals the average inventory) 

Mortgages - The lender, the one making the loan and advancing funds to mortgage a property. 

Mortgagor - The borrower, the one who pledges security (gives a mortgage on property) in return 
for borrowed funds 

Partnership - A merger of two or more individuals, based on an agreement to combine their labor 
and resources in a business enterprise and to share profits and losses accordingly 

Personal Property - Generally, those items which are movable, i.e., not permanently attached to 
and a part of real estate 

Personalty - Personal Property, as opposed to realty 

Prepaid Expenses - Expenditures that will benefit future periods, they are classed as current 
assets since they will be converted to cash in the next period or if not paid for in advance would 
require the disbursement of cash in the next period. In the appraisal of personal property, prepaid 
expenses normally are those miscellaneous office supplies, store, advertising or shipping 
supplies which will most likely be consumed within the time frame of an accounting period, and 
which are not classified as, nor included with, normal business inventories 

Profit and Loss Statement - A financial statement showing income and expenses for a business 
for an accounting period, and the profit or loss resulting there from 

Physical Deterioration - Loss in value to physical wear and tear 

Raw Materials - Goods to be used as component parts of finished goods 

Real Estate - The land and appurtenances, including all things not movable in nature and more 
or less permanently affixed to the land 

Real Property - The "Bundle of Rights" that go with physical ownership of real estate, including 
the interests, benefits, and rights inherent in same 

Replacement Cost - The cost new today to purchase property of like utility as the equipment to 
be replaced, assuming no physical deterioration and economic obsolescence neither greater nor 
lesser than the subject property 

Reproduction Cost - The cost new today to reproduce, or reconstruct, an exact duplicate or 
replica of the subject property, containing the same degree of obsolescence 

Residual Value - In appraising personal property, a minimum value--sometimes arbitrarily 
estimated, below which no further depreciation is allowed so long as the property is either still in 



 
Georgia Certification Program for Assessors and Appraisers WinGAP Personal Property  128 

 

use or capable of use. The residual value is expressed in most cases as a percentage of cost. 
Residual values should reflect the remaining fair market value 

Retained Earnings - The cumulative undistributed profits of a business enterprise, presented in 
the capital section of the balance sheet, and also known as undivided profits or undistributed 
earnings 

Reversionary Value - The remaining market value of a property at the time it comes off lease 
and reverts to the lessor. In applying the income capitalization technique, the value of the 
reversion must usually be estimated 

Salvage Value - The remaining value of a piece of property (usually equipment) when it no 
longer is capable of performing the function or serving the purpose for which it was intended. It is 
the value of the component parts which may be retained for recycling, reprocessing, or which 
may be combined with salvageable parts from other comparable property to rebuild a similar 
piece of property 

Scrap Value - See "Salvage Value" 

Software - Computer programs and routines that facilitate the programming and operation of the 
computer 

Sole Proprietorship - A business owned entirely by one individual 

Special Journals - Journals used to record only transactions of a certain king, e.g., sales journal, 
purchase journal, cash journal 

Standard Cost - A predetermined cost per unit based on actual experience and management 
objectives 

Statement of Condition - See "Balance Sheet." Also known as "Report of Condition" 

Subsidiary Ledger - A supporting ledger, containing a summary of similar accounts, the total of 
which supports a controlling account in the general ledger 

Surplus - One of the capital accounts on the balance sheet, representing the cumulative 
difference between total par value of issued stock and actual value received 

Trade Discount - A discount or reduction from the list price or catalogue price 

Turnover - See "Merchandise Turnover" 

Usufruct - The right to use, enjoy, and benefit from property belonging to another 

Vendee - The person to whom a thing is sold; a buyer 

Vendor - One who sells; a seller 

Work in Process - Raw materials which have been partially processed or acted upon, but which 
are not yet completely converted to the finished product or finished goods; goods in the process 
of being converted from raw materials to finished goods 




