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Using This Manual

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.
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Notational Conventions

Tasks

Bold Text

Insets

Graphics

Questions

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.

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.

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.

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

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:

WATCH

1A

\\\%)

(—]
& -
-
[ ]

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.

Ju
NP
liiF

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

RMB Right mouse button

b LMB Left mouse button

hift LMB + Shift plus left mouse button

Windows Terminology

A& WinGAP - Appraisal Year 2004 —— Title Bar
Eile Property Maintenance Appeals Reports Statisics—— Menu Bar Pull Down List
A
ﬁ %ﬂ ———b Tool Bar
Owner Multiple Owner  Real Index Real

e
¢/

Ellipses

——» Status Bar

- .
Enabled Checkbox M Hotice New | Apoly |
Disabled Checkbox €*—— [~ Ratum Filed l l

Enabled Button Disabled Button
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Text Box

s Win(GAP - Owner Search

Radio Buttons

SeareiroTier
Aaron ] @« Name Selected
R " Parcel # Unselected
bbott inita Louise § R P gheet Disabled
Abhott Jacoguelyn P & R —
ibhott Julian W R £ Lot #
Ihbott Mary Lou E R 5 S0 [0
Abhott Ralph R R RS
Abhott Rohert T & David E DB
Abhott Fonald C & E
Abhott Ronald © & Jacoguel R |
Arhott WY Mrs R Humber of Hits
ibhott William ¥ Mrs R i Dipy
Lekerwan Orlando D & E I 25
Ad Valorem Tax Inc EF
Adams ilice Louise W R ¥ Open |
Adams Alice Louise W £ R
i dams i1lire Tonize W Tnd i} = X LCancel |
\ Dialogue Box Scroll Bars
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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

- B
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.

iB WinGAP - Appraisal Year 2004 JoEd

File Property Maintenance Appeals Reports Statistics Tools Add-Ons Window Help

@ @ /h\ Relndex... . i %
[ Password Administration...

Owner Multiple Owner  Real Index Real Schedules / Tables » Transfer Timber Report Design

Depreciation 4

File Maintenance 4
Database Utility
Re-Appraise

Preferences...

Login = wayne 535805952 K INS CAPS| NUM SCROLL | 10:56:53 AM

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.

WinGAP - Praferances Enter your County

; information here. This
':"E““"' ":"'“‘a‘"’" will be used to print
oty Mame i i .

- iy Lee [ Exermnpt from Provisions of HE 233 for this assessment notices and
Jess
F. 0. Box 424 return forms
Citwd/ State / Zip || eeshurg Ga | F7E3
Phohe / Ext: [229)753-6010 Email:
Fax [ ] - Wb
Point/Base Costs Depreciation Years Other Options
Residential 100.00 Residential 2005 Truncate Yalues Auto-Reazonz [Real)
Ramees o000 B 005 [] Disable Logins Auto-Reasons [Pers)
Eemiiiee] Bess 100 MFG Housing poos bBroweser Cost Form PTH0R = LIVE DATA
Accessay Acoessa [ Lock System [] C0d4 Auto-Flag
10.00 2005 [ Rind firea Mult to B dec. [ Hide Comments
[ Attic: Use Maxtin Area [ Bsmt: Use Max/Min &ree
Special District Description Field Fleview - 2009 Appraisal Year 20
Parcel Number Template S S S S Rural &cre Break 25,01
Custamize Lendaor Label Lendar PU EqRatio % AEE2
Custarize Ocoupancy Label Oceupancy Rieturn Deadline 04./00/2010 [Eﬂ
Custornize Fireplace Label Fireplace / Misc Default Startup Directory || oe 2010 w
Guest Startup Directary | jee_2010
Freaport Information is now found ABOS Default | Rata “ ABOS YT 2010
in tax district schedule Land Influences | compaund | MADA'Yr 2010
Help ] [ Cloze
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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.

WinGAP - Preferences

County Information

County Marme Lee

| [ Exempt from Provisions of HE233 for this digest pear

Addiess P. 0. Box 424

City / State / Zip | Leeshurg

|Gf-‘« |31?53-

Phare / Ext: [229]753-6010 Email

Fax: [ - web:
Point/Base Costs Depreciation Years
Residential 100,00 Residential 2005
Cornmercial 10000 Cornmercial 2005
Commercial Base | 100 MFG Housing i
ACCesson 1000 ACrezsan 2005

Special District Description Field Feview - 2009 |

Other Options

Truncate Values buto-Reazons (Real)
[] Disable Logins Auto-Reasons (Pers)
bBrowser Cost Farm PTHOR = LIVE DATA
[ Lock System []Co& Auto-Flag

[ Rnd uea Mult ta & dec. [ Hids Comments
[ &ttic: Use MawMin Area [ Bsmit: Use Mas/Min Ares

Parcel Murnber Template S S S S

Customize Lendor Label Lendar

Custamize Occupancy Label | Decypancy

Customize Fireplace Label Fireplace / Misc

Freaport Iuformation is now found

Appraisal Year 200

| Fiural Acre Break 2501
PU EqRatio % IR.E2
Fieturn Deadiine 040142010 |[
Default Startup Directory || aa 2010
Guest Startup Directary 5

ABOS Defaul [Rordl  o|  ABOS Y 2010

Land Influences Compound MaDa YT 200

Help ] [ Close

—— ) Ifyou use the tab key to navigate to the Disable Logins checkbox you can uncheck the

in tax district schedule
-
-_— 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.

WinGAP - Preferences

County Information

Special District D escription

Field Fieview - 2009

Parcel Mumber Template e R S
Custornize Lendor Label Lendor
Customize Occupancy Label | 0ccupancy

Cuztomnize Fireplace Label Fireplace / Misc

County Name Lee | ] Exempt from Provisions of HE233 for this digest year

Addiess P. 0. Box 424

City / State # Zip | Leeshurg [Ea | 31763-

Phone / Ext: [229)759-6010 Email:

Fau: [ - Weh:
Point/Baze Costs Depreciation Years Other Options
Fiesidential 100.00 Fiesidential 2005 Truncate Yalues Auto-Reazonz (Real)
Commercial 100.00 Commercial 2005 [[] Disable Logins Auto-Reasons (Pers)
Commercial Base | 100 MFG Housing pooe bBrowser Cast Farm PT50R = LIVE DATA
=T G [[] Lock System [[] CO& Auto-Flag

10.00 2008 [JRnd Area Mult to B dec. [ Hide Comments

[ st Use Maw/Min srea [ Bsmt: Lse Max/bin sre:

Appraizal Year 2010
Rural Acre Break 2501
FU EgRatio & 3562

Feturn Deadline 040142010

Diefault Startup Directany | oe 2090

Guest Startup Directary

Freeport Information is now found ABOS Default

Retail

| ABDSYR 200

e tax district schedule

Land Influences

Compound

MADA YT 2010

[ Help ] [ Close ]

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.

Georgia Certification Program for Assessors and Appraise
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year

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.

WinGAP - Preferences

County Information

County Mame Lee | [] E=empt from Provisions of HE233 for this digest vear

Addiess P. 0. Box 424

City / State / Zip | Leesburg |G& | 31763

Phane / Ext: [229]753-6010 Email:

Fax: (] - Wieh:
Point/Baze Costs Depreciation Years Other Options
R esidential 100.00 R esidential 2005 Truncate Yalues Auto-Feasons [Feal]
Commercial 10000 Commercial 2005 [] Disable Lagins Afita-F easons [Pers]
Commercial Base | 100 MFG Housing booe bBrowser Cost Farm FPI50R = LIVE DATA,
JR— F— [ Lack Spstem ] s Auto-Flag

10.00 2005 [JRnd &rea Mulk to E dec. ] Hige Comments

[ Attic: Use MaxMin srea [ Bdmt: Use MaxMin Ares

—

Special District D escription Field Review - 2009 Appraisal 'ear A0 2

Parcel Mumber Template s e S e | Rural Acre Break, 25 01

Customize Lendor Label Lendar PU Eq Ratio % (35_5

Custamize Occupancy Label | 0 ccupancy Return Deadine ndverE2a0

Customize Fireplace Label Fireplace / Misc Default Startup Directory || o 2010 "
Guest Startup Directary |12 2010

Froeport Information is now found ABOS Default | gy W | ABOSYr 2010
in tox district schedule Land Influences | Compaund w | MADAYE 2010

[ Help ] [ Cloze ]

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.
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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.

Prehill MH Trarsier

i_E'Fn' nnal Timher Eenntt Desion wild Search
County Information
County MName Lee [ Exempt from Provizions of HEZ33 for thiz digest year
Address P. 0. Box 424

City / State / Zip || eeshurg

Ga JTEI-

Phone / Ext:
Fau:

Ernail:
b

[229)753-6010
(-

Point/Base Costs

Depreciation Years

Other Options

Fiesidertial 100,00 Residential 2005 Truncate Values Aute-Reasons (Feall
Camiesek] 100,00 izl 005 [] Dizable Lagins Auto-Reazons [Pers]
Commercial Base | 1.0 MFG Housing 2008 bBrowszer Cost Form PTEOR = LIVE DT
Accessory Accessary [ Lock System [] COA Auto-Flag
10.00 =005 []Rnd &rea Mult ta § dec. [ Hide Comments
[ Attic: Use Maxin srea [ Bsmt: Use Max/Min Aree
Special District Description Fiald Review - 2009 Appraizal Tear 010
Farcel Mumber Template e e Rural &cre Break 5.01
Custarmize Lendar Label Lendar PU Eq Fatio % 562
Custamize Occupancy Label | Occupancy Return Deadline 04012010 [EI]
Customize Fireplace Label Fireplace / Misc Drefault Startup Directory
. Calendar
Guest Startup Directary
4 April 2010
Sun |Mon | Tue [Wed | Thu
Freoport Information is now found ABOS Default | gy - ABOS Y 2010
in tax district schedule Land Influences | compound + MNAD ¥ 2010 4 5 5 7 3
E 11 12 [ 13 | 14 | 15
18 |13 [20 | 21 | 22
25 | 26 [ 27 |28 | 29
ar |l = o~snoon
—— ) The advantages of using the calendar button to set a date include the ability to see
e 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.

WinGAP - Preferences

County Information
Courty Marne Lee | [ Exempt from Provisions of HEZ33 far this digest year
Addrezs P. 0. Box 424
City / State / Zip | Leesburg |Ga  |31763-
Phate # Ext: (229)753-6010 Emai:
Fau (] - Wieh:
Point/Base Costs Depreciation Years Other Options
Residential 10000 Residential N05 Truncate Values Aubo-Feazons [FReall
Commercial 10000 Commercial 2005 [] Disable Lagins Auto-Reazons [Pers)
Commercial Base | 100 MFG Housing 2008 bBrowser Cost Form PSR = LME DT
Accessory Accessory [ Lock System ] CO& Awto-Flag
10.00 <005 [JRnd &rea Mult to 6 dec. [ Hide Comments
[ ésttic: Use ManMin drea [ Bsmt; Use MaxMin dee
Special Distict Descrption Field Review - 2009 Appraizal Vear 2010
Parcel Mumnber Template S S S S | Rural &cre Break
Custornize Lendor Label Lewdar PU Eqg Ratio &
Customize Occupancy Label | Dcoupancy Retumn Deadline
Customize Fireplace Label Fireplace # Misc Detault Startup Directary
Guest Startup Directary
Freeport Information is now found AB0S Default | patail “ ABOS Y 2010
in dox disirici schedula Land Influences | Compound v | NADA YT 2010
[ Help ] [ Cloge ]

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 Ill — 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.

WinGAP - Tax Districts

TA=DISTRIC DESCRIF HE&WEQUIF MOTORYEH MOBILEHOME TIMBERTO0D INC_UMINC C
LEESBURG 1] 1] 1] ou

02 SMITHYILLE 1] 1] 1] ou
03 COUMTY [UMINCORPORATED) 1] 1] 1] ou

£

Tax District m | Description || EESEURG . [ Incorporated

40% Heavy Equip | | County Fresport Baw Material 2 |4 00 City Freeport Faw Material %
40% Motor Veh | il | Courty Fresport Finished Goods % (1 gg | City Freeport Finished Goods %

40% Mohile Home | ' | County Freeport Out of State 2 100 | City Freeport Out of State %
100% Timber "

[ Cancel ] [ [elete ] [ Apply ] [
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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.

Add-0ns

Skakiskics Window  Help

Relnde:x..,

Password Sdriniskration, ..
Schedules | Tables ¥ | Trar
Depreciation

File Maintenance
Dakabase Lkiliky
FTP LIkility

Fe-Appraise

Preferences. ..
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2. Once the User Administration dialogue appears you may begin setting up system

security.
-
—WinGAP - User Administration X
Tk g Options
o l.iser Default Search Hits 100 [[] Sketch with Keyboard
Login ID e . Use Windows Picture Viewer
Appr / Auditor Name

Passward: oy
Confirm Password S, Real Appr Pers Appr Auditor Prebil
User Access Rights

Guest None View Edit Guest Nane View Edit
Owner (=] r] Other r]
Real Property | Aircraft ]
Res Improvements Il Schedules - Real O
Com Improvements Il Schedules - Pers d
Accessory Imps | Admin O
Land | Reports O O
Sales =] Reindex O
Appeals "] Edit Log ]
Mobile Homes F] Re-Appraise 7]
Personal Property Il Import / Export O
Boats | Database Liility O
Inventory (| | Ovemide O
Cost / MEFF Il [F] GIS O O

? Hob | ¥ Cocel | [ Aoy J [ Dete | [ New | & oK

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
'iiF —  one symbol (i.e.:!,@,#38,%,"&7*). 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 Hew 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?

Georgia Certification Program for Assessors and Appraisers WInGAP Personal Property & 18



4. To add the user you type the user’'s name and password in the appropriate fields.

=

—WinGAP - User Administration

Users

WEYTIE “

Current User

Login 1D wayne
Passwaord: [ITITITTIYT]
Confirm Password YT
T —— Dimkbn

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:

User Access Hights

Guest MNone View Edit Guest None View Edit
Owner [F] il Cther IFl
Feal Property [l Aircraft "]
Res Improvements [F] Schedules - Real IFl
Com Improvements [F] Schedules - Pers IFl
Accessory Imps [F] Admin F]
Land [F] Reparts [F] IFl
Sales IFl Reindex IFl
Appeals Fi Edit Log F]
Mabile Homes [F] Re-Appraise IFl
Personal Property [F] Import / Export IFl
Boats [F] Database Ltility F]
Inventany [F] [F] Qvemide IFl
Cost £ MEFF O O GIS ] ]
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N . . Appl

6. Once you have completed assigning access rights you should click on the il
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.

Users wayne M

gary
Current | ol

Login ID' |lamar
mandy

Password| Lachell

Confim P4rebecca
rita

PEyTIE
Uszer Access LLL LR

Zamed Kl Lhimnn

8. Toremove an existing user select the user's name and click on the delete button

ﬂl. 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.

o . . ak . .
9. To quit this operation you may click on the OK button V—_l in the lower right

hand portion of the dialogue or you may click on the cancel button “ﬂl located

in the lower left hand portion of the dialogue or you can click on the close button IE 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?
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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.

B WinGAP - Appraisal Year 2004 M=) %]

File Property Maintenance Appeals Reports Statistics Tools Add-Ons Window Help

& % ﬁ Relndex... ‘ . ‘ %
[1 Password Administration...

Owner Multiple Owner  Real Index Real Schedules / Tables v Regdanial Improvements Report Design
Depreciation ¥ Commercial Improvements  » |
s ;
File Maintenance v Manufactured Housing
Accessories L4

Database Utility
Re-Appraise Accessibility / Desirability...
.. | Conservation Use Land...
Land Characteristics
Land Influences...
Rural Land...
Subdivisions List ...
Timber Values
Urban Land...

Preferences...

Homestead...
Tax Districts...

Reasons...

Sales Reasons...
OVerTiae measons...
Neighborhoods...
Zip Code Directory...
morovement | aha

Income Models

Login = wayne 535805952 K | INS CAPS| NUM | SCROLL | 01:07:19 PM

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. —
WInGAP - Reasons This is a personal
property reason and
3p YEARLY UFDATE P (] will display only when
4p RETURN B¥Y PHONE P b | . .
55 HOMESTEAD IXEMPTICN DENIZD ) assigning reasons to
€. FINANCIAL STATEMENTS (@) >
98 BROPERTY REVIEWED BY APPRAISAL STAFF k4 personal property
99 HOMESTEAD EXEMPTICN REMOVED el =
AR RBSORPTICN RATE APPLIED TO UNSOLD LOT R i |
DA RETURM FRCM DISCOVERY ACC o
L1 CORRECTICN TO LAND DIMENSIONS ® > .
12 LAND ACQUIRED 2ND NOT RETURNED R | This is a real property
L3 LAND CHENGED FROM EXEMPT TO T3 R ) reason and will
Code display only when
Reason assigning reasons to
athee real property
X Cancel | [ New ] [ Delete ] [ Apply ] v QK
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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 Hew button down at the lower left

hand portion of the dialogue.

o . . ok . .
4. To quit this operation you may click on the OK button “’——l in the lower right

hand portion of the dialogue or you may click on the cancel button “ﬂl located

in the lower left hand portion of the dialogue or you can click on the close button IE 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.

—'WinGAP - Discovery Source Q@
DESC
Discovery Source
< (2
X Cencel | [ New | [ Delete | [ Aoy | ¥ 0K

6. To add a new reason you should click on the Hew button down at the lower left
hand portion of the dialogue.
. . Appl ag
7. Type the discovery source and then click (LMB) on the PP | or v 0

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 Ill — 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.

1B WinGAP - Appraisal Year 2004 =1 X |

File Property Maintenance Appeals Reports Statistics Tools Add-Ons Window Help

@ @ /ﬁ\ Relndex... . i %
[l Password Administration...

Owner Multiple Owner  Real Index Real Schedules / Tables » Transfer Timber Report Design

Depreciation 4 Residential Tables...
Commercial Tables...

File Maintenance 4
Database Utility
Re-Appraise

Accessory Tables...
Hon Prebill Mobile Home Tables...
Prebill Mobile Home Tables...

Freferences...

APM Table...
Cost Table...

Cost Index...
IRS Class...

Login = wayne 535805952 K | INS CAPS| NUM | SCROLL | 02:15:51 PM

‘Iﬂ" i Ofthe four selections that concern personal property depreciation applicable to the

LI cost approach to value, the user only need be concerned with the APM Table. The

i 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.

3.

4,

5.

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.

WINGAP - APM Depreciation Schedule
Item Group Zge Depr |
01 1 1 0.87 ™
01 1 z 0.74 )
01 1 3 0.58
01 1 4 0.43
01 1 5 0.32
01 1 &8 0.26
01 1 T 0.21
01 1 g 0.20 |
01 2 1 0.92 w
ftem |01 Group |1 Age |1 Depr 027
[ Cancel ] [ Hew ] [ Delete ] [ Apply ] v QK
. Mew
To add a new factor you should click on the = button down at the lower left

hand portion of the dialogue.

Type the Item, Group, Age, and Factor and then click (LMB) on the —lgpph" or

ﬂl buttons.

To edit an existing entry you should select the line item you wish to edit. Then modify the
Appl ak.
Apply | or ¥ 0 |

Item, Group, Age or Factor and the click (LMB) on the
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?
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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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Oowner

Real Parcel Personal
Account

House | | Accessory Boat| |Plane| | MEFF

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)
L

A 4 v A 4
(ownkey) (ownkey) (ownkey)

reprop.dbf Realprop.dbf Realprop.dbf personal.dbf
(realkey) | Boat.dbf

< P (pesrkey)
Accessory.dbf < > aircraft.dbf
(realkey) v (perskey)

- (realkey)

Saleinfo.dbf [ Comimp.dbf P! Inv.dbf
(realkey) (perskey)
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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.

=X

—_—
¥ | S Search | Folders! [

L/
!J'!

Vessages

| pictures

) strucfix
|Z)Updates
IC)VODBX

[ _dbfedrdd
E _preacc.DBF
E _prccom.DBF
E _prcfire.DBF
E _prcland.DBF
E _premh.DBF
E _prepbmh.DBF
E _prereal.DBF
B _prereal. FPT
Kl _prcres.DBF

| B _prcsale.DBF
presale.FPT

Size | Type

File Folder

File Folder

File FoTde

File Folder

File Folder

File Folder

177 KB RDD File
1 KB Microsoft Visual ...
5KB Microsoft Visual ...
1 KB Microsoft Visual ...
1 KB Microsoft Visual ...
2 KB Microsoft Visual ...
3 KB Microsoft Visual ...
5KB Microsoft Visual ...
1 KB Microsoft Visual ...
2 KB Microsoft Visual ...
1 KB Microsoft Visual ...

1 KB Microsoft Visual ...
1 KB Mirrnenft Wicual

. Date Modified |

5/20/2004 10:13... E
7/25/2003 3:14 ...

6/23/2004 1:36 ...

10/16/2007°53
7/6/2004 2:07 PM
12/12/2001 10:3...
9/30/2002 5:52 ...
4/26/2002 11:51...
2/7/2001 12:00 ...
2/5/2001 12:00 ...
3/7/2001 12:00 ...
2/8/2001 12:00 ...
4/26/2002 11:51...
3/3/2001 12:00 ...
3/3/2001 12:00 ...
2/18/2001 12:00...
2/9/2001 12:00 ...
2/9/2001 12:00 ...

/072001 17200

=1 C:\Program Files\Wingap
File Edit View Favorites Tools
) Back ~
Address l_‘i C:\Program Files\Wingap ]
Folders
I3 Webshots
® () Windows NT
) WindowsUpdate
pictures
|5 strucfix
# ) Updates
I VODBX
) report.zip
:__Q ver_1 13 2.zip
< i i Bl
319 objects (Disk free space: 10.2 GB)

77.7 MB

4 My Computer

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.

i Tools Add-Ons Window Help

Relndex...

Password Administration...
Schedules | Tables *
Depreciation L4
File Maintenance r
Database Utility

Re-Appraise L4
Preferences...

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.

¥ VODBX32

File Database Options Help
=|

Open a file
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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

I R R S, L E
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.

iBWInGAP - Appraisal Year 2004

File) Property Maintenance Appeals Reports Statistics Tools Add

€ Al

Owiner Multiple Owner  Real Index Persol

The data entry process begins at the File menu.

BWInGAP - Appraisal Year 2004

[ Eile  Property Maintenance Appeals Reports Statistics Tools Add-Ons

Select Appraisal Year  Ctrl+Y Tndax Real
Logon as Different User Ctrl+L

Personal

Import 3
Export 3

Print Setup...

Exit

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

in several ways.
e The user can click (LMB) on the File menu and then on New Owner.
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e 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.

BWinGAP - Appraisal Year 2004

- Property Maintenance Appeals Reports Stafistics Tools Add-Ons

Select Appraisal Year  Ctrl+Y
Logon as Different User Ctri+L

Import J
Export »

Print Setup...

Exit

e 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.

BWInGAP - Appraisal Year 2004

[ Eile  Property Maintenance Appeals Reports Statistics Tools Add-Ons

Select Appraisal Year  Ctrl+Y
Logon as Different User Ctrl+L

Index Real Personal

Import 3
Export 3

Print Setup...

Exit

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.
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—_'WinGAP - Owner Information

Last First Mid Init Owner Key 0

Corporate Name
fAzzezzment Information

Address Real Prop Parcels
Personal Prop Accts
Prebill Mobile Homes
Cwrer's Total Acres

City State  Fip WYalue
Land

Mumbers Improvement
Home FEI Personal Property
Work 55N Mobile Homes
Fax S8N 2 Totals
Entity Type e S

COwner BD Spousze BD

Multiple Cwners List

@ 2

1. To add a new owner you should click on the Hew 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.

_la. s Itis a standard Microsoft® Windows® operation to use the Tab key to move between

il 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, Ml
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.

gopy | ¥ K

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

Apply

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

e . L ok, .
open so that additional action may be taken. Clicking on the U’__I 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?
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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.

“IWinGAP - Owner Information @

Last First Mid Init Owner Key 41681

Publi Joh la : I
s el [ BResl [ PebilMH || Pesona |
rporate Name

Agzessment Information

Address Real Prop Parcels

1234 E Main St Personal Prop Accts
Prebill Mobile Homes
Owner's Total Acres

City State  Zip Value
Anycity GA | |30000- Land
Numbers Improvement
Home (7DB)555-1212 FH L Personal Property
Work () - S5N e Mobile Homes
Fax () - SS5N2 | _. Totals
e T |
Owner BD /7 Spouse BD /7
Muttiple Owners List

G| 2 b [ Cancel | [ Delete ] [ _Mew | E Zook 3 [_OK

1. To add an account you click on Personal. This will open the General Information

dialogue.
—IWiInGAP - Personal Property General Information ﬁ
Appraiser Info
Parcel No (152500 Manual Labor Exemption Data Ert
Account & EZr | Aot TY.
10 Mumber EZ Val 0 preser
Altemate
Business ID P
Street No Ee Dir Uit o
Street Name Type Guad [ fppeals ] [ b b ]
Bldg SF Sales SF [ DNR ] [Tmnsfer tems ]
Tax District Class {ﬂ]
Acct Origin Yr Business Year Discovery Source
Contact Information NAICS
Bus No J E]
Home Mo
Comments
Fax Mo
Email:
Persan
Process Status Values
Maotice Date Cument Mach/Eq/FF
Filing Date Previous E] Taxable Invn
Last Edited Freeport Invn
Motice Value Retum Boat
[ Audit Audit Date I @J Penalty Aircraft
At o Oer
Q—ﬁ & [ Edit History ] [ Cancel ] New
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2. To add a new account you should click on the Hew button down at the center

portion of the dialogue.

—WinGAP - Personal Property General Information
Appraiser Info
Parcel No [ 52500 Manual Labor Exemption Data Ert
Account # EZYr | freii .
raiser
ID Number EZ Val T P
Altemate
Business | A
Street No Bxt Dir Urit o
Street Mame Type Quad [ Appeals ] [ Transfer ]
Bldg SF Sales SF [ DMNR ] [Tmngfer ltems ]
Tax District Class &]
Acct Origin Yr Business ‘Year Discovery Source
Contact Information NAICS
Bus No J E]
Home No
Comments
Fax No
Email:
Person
Process Status Values
Notice Date Cument Mach/Eq/FF
Filing Date Previous QTaxah\e Invn
Last Edited Freeport Invn
Notice Value Retum Boat
[ Audit Audit Date i Penalty Aircraft
Audt [fa Ot
@ ﬁ [ Edit History ] [ Cancel ] New

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.

o 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.

e 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.

e 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.

e 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.

. . &ppl k.
5. Once all data entry is completed then click (LMB) on the PR | or v 2o

&pply

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

o . L OF. .
open so that additional action may be taken. Clicking on the #——I 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.
Task1l Owner Search

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

&

Owner

button on the tool bar or by using the hotkey combination Ctrl + O.

2. This will bring up the owner search dialogue.

“IWinGAP - Owner Search @

T ] e R e This indicates the

| search order. To

search for a
specific owner the
This field allows
the user to enter

user would search
the search phrase

(&) Name
() Parcel #

} Account #
il 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

v

Number of Hits
to Display

100

This field allows
the user to
change the
number of records
displayed. The

greater the
number the longer
the search will
take.

v

Search

3. Once the user enters the search phrase the user clicks on the
button.
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~IWinGAP - Owner Search B3
Smit ] Search Search Order

I 5 e ———— R — [ (& Name
SMITH A CALVIN M O Parcel #
SMITH A P R
SMITH 2 WAYNE & I R 28334 L Nia
SMITH & WAYNE ¢ SUSR R 28367 O Account #
SMITH A WAYH B 28371 0D 8
surts zor1zy  When you enter a search R 27677
;ﬁ: ?ﬁgi phrase (especially name) it i ffzgz

H ALB L . 28
st srice S normally a good idea to i Sahan
surts zrisoy USE a partial phrase. M 39456
SMITH EMOS R 33293
EMITH ANDREW ALLN B 25122
SMITH ZWN R 37713
SMITH ANNIE MAE M 40089 bl of oo
to Display
SMITH ANNIE MAE M 40786 SR
SMITH ANWNNIE MAE CARE B 33439 = 100
SMITH RNNIE MAE CARE R 33442 ™
CMTTH RADRADT TOVERE i:] 2CTAT .r..
Cancel | [__Open |

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 Open

button.

“IWinGAP - Owner Search

&

= ‘[W] Search Order

SMI INC R 41378 LA (%) Name

SMIS JR & ETTA HOPSO i, 29186 ) Parcel #

SMITHYS TRENSMISSTON b D ZOEIS =

SMITH B CALVIN ! 40071 e

SMITH 2 P R 28364 | | O ccount #

SMITH AL WAYNE & SUSA R 28334 01D #

SMITH B WAYNE & SUSA

SMITH B WAYNE & SUSR This column indicates

SMITH ADRIAN B & the type of property

SMITH ALEERT L & FAY ; q

Eaaignna el i associated with the :

SMITH ARLICE MAE owner record.

SMITH ALISON P=personal, R=Real,

SMITH BMCS JR M=Mobile Hom

SMITH RNDREW ALAN obile Home g”g::{af tiks

SMITH BANN R 37713 Zar

SMITH ANNIE MAE M 40089 100

SMITH BNNIE MAE M 40766 vl

CMTTH ARMMTE MAR FADRE o 22490 ==

( ]
Cancel ] [ Open ]
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X]
Last First Mid Init OwnerKey | 20615 |
|Corpcmte N;me I | | [ Beal J[ Prebill MH ][ Personal J
|SMI'I'I-I'S TRANSMISSION | Aszzezzment Information
Address Real Prop Parcels 0
Personal Prop Accts 1
PO BOX 584 Prebill Mobile Homes 0
Owner's Total Acres 0.00

City State  Zip - ¥alue
|ILA | [GA | [30847- Land 0

Numbers Improvement 0

AR () - FEl (551172593 Personal Property 11,731

Worle (706)785-3356 S5N e Mobile Homes 0

Fax (706)789-3203 SSN2 [ - Totals 11,731

Entity TYP | Partnership ~ | SST (3009650675

o Thisbutonwitprint. | B —
Muttiple Owners List the screen as itp

/ appears on the
monitor

(€ T N === == = =

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

5,

! ] : Deleting this owner will delete all property associated with this owner. Are you certain you want to delete this owner?

No |

[

Yes
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7. If you respond in the affirmative you will be asked for the deletion password. The deletion
password is “delete”.

-,

'WinGAP - Confi... [

Password

| Cancel | [  oOK |

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

'WinGAP - Owner Information ﬁﬁ

\11) Dwner Deleted

OK

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.

Task 2 Account Search

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

Fesemsl putton on the tool bar or by using the hotkey combination Ctrl + P.

2. This will bring up the account search dialogue.
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r:l WinGAP - Personal Property Search

&

(

) .

Search Order

|
\A

th
th

This field allows

e user to enter
e search phrase

(&) Name

() Parcel #
() Street

) Account #

QOcoing

v

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

button.

~IWinGAP - Personal Property Search

&

Jone ] Search | Search Order

B e et 15435 | @ Name
JONES BERNARD 21935 [ | OPace #
JONES BERNARD §f JR 213940 =
JONES DANNY C J 21945 L
JONES DWIGHT E\ 19445 | O Account #
JONES JRMES 17385 Qcoin#
sowzs cosze| When you enter a search 15450 e
Jowes uicaz| phrase (especially name) it 19455 C}DB;L

JONES RENDY| is normally a good idea to 7120 el

JONES STEEHl yse a partial phrase. 23670

JONES THERE 24546

JONES WARREN J & JERNETT 7135

JONES WILLIAM HENRY 7145

JORDAN DOUGLAS N 19465 !
JORDAN GREGORY L 13470 t”"'“Tbe”’fH“s
e £ o Display
JORDAN LARRY W 3525 P
JORDAN WESLEY 20665 160
JOT EM DOWN GROCERY STORE 6630 ™

TOVERS ST ATH SUND 1132=%C ]

( ]

[ Cancel | [ Open |

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 Open

button.
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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.




_TWinGAP - Personal Property General Information - JONES A SCOTT - 1 of 1

X

Appraizer Info

Parcel No - - ] [1:52500 Manual Labor Exemption Data Entry —l
Account# 119435 | B2 Acct Appraiser | Mandy Porterield v
1D Number EZ Val o Atemate

BT W
Business ID )
Street No 0 [Ee | [or[ [ Um froct Auditor ¥
Street Name: IT‘J'DE! Quad | | [ HAppeals ] [ Transfer ]
Bida SF 0 Sales SF i [ DNR ] [Trensfer tems ]
Tax Distfict |01 - County |« | Cass | Residentil [+l %

] Special District Acct Crigin Yr l:l Business Year Discovery Source | M
Contact Information NAICS
e () [ -
Home Mo () -
Comments

Fax No () -
Email: L |
Person This button allows

the user access to

the edit history for
Process Status this account. This ues

: — e allows the user to it 50 Mach/Eq/FF 0 Add

This button will print see when changes '

. e A Vious 150 E] Taxable Invn 1] Add ]
the screen as it were made to this ° :
appears on the b account and who Edted 150 Freeport Invn ] | Add
monitor e made them. Lim 0 Boat 150 Edit
A Far Uate alty 0 Aircraft ] Add |
[/ Audit Info [ Leased Equipment__] Other 0 Add |

@ EdtHsoy | | Cancel | [ Delete | [ MNew | [ ooy | [ 0k ]

1\

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

\

account

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

Change of Assessment Notice

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

6. If you click on the

Delete

button you will receive a confirmation dialogue.
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WinGAP - Personal Property General Information - JONES A SCOTT -1of 1

\__i::) Do you want to Delete this account and all account items?

Yes || wo |

7. If the user answers in the affirmative then the account and all associated account item
information will be deleted.

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.

When would you delete an owner record?

When would delete an account record?
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Exercise Five — Transferring Accounts and Account Items

Objective: To learn how to transfer accounts and account items.
Task1l 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.

—'WinGAP - Property Transfer ﬁ
Cumert Owner JONES RANDY J| Select
DERS 7120 R a1 |
New Quwner Seect | [ Add New Owner

¥ Concsl | [ ooy | ¥ ok |

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.

—IWinGAP - Property Transfer (%
Cument Owner | JONES RANDY J Select
b=t FigE TR i

\ 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

[[ include Al | [ Inclide |

New Cuwiner | ARMIR ALIH [ Select | [AddNew Owner

¥ oconcel [ [ mpy ] ¥ ok
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“IWinGAP - Property Transfer E

Cument Owner | JONES RANDY J e

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

New Owner AAMIR ALIH [ Seect | [AddNewOwner

DERS 7120 R o1 |

X Concel | [_fooy v ok |

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 v oK 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.

—IWinGAP - Transfer Improvements ﬁ
Current Account - 7120
iBoEt: 254 0353WE EPROCRAFT MATDEN CRAFT 1582 15' &"

Select Account to receive transferred ifems

] -~ Search

The user will need to know the
account number of the account
to receive a transferred item
before beginning this process.

X Cancel Apply v oK

2. A Transfer ltems dialogue will appear. The user may then transfer an account item or
multiple account items to an existing account.
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ZIWinGAP - Transfer Improvements

Current Account - 7120

Boat: 254 0353WE PROCRAFT MAIDEN CRAFT 1382

15"

o

Select Account fo receive transferred items

CO ID Num : 331000
Account [perskey] : 610

. ~
................... Temm |
DBA - 4
ATKINSON CHARLES
6465 HWY 191
Bus 1D :

X Cancel | [ ooy ] ¥ ok |

When an account
number is selected
the owner
information will
appear at the bottom
of the dialogue.

3. The user will select the account to which the item(s) will be transferred.

“IWinGAP - Transfer Improvements

Current Account - 7120

254 0353WG PROCRRFT MRATDEN CRARFT 1582

Select Account to receive transferred items

[1] Search

515 DB& :
540 DBR :
545 DBR :
5&0 DBR :
570 DBR :
575 DB& :
580 DB& :
585 DB& :
530 DB& :
595 DBL :
&00 DB& :
610 DBA :
825 DBR :
&30 DBR :

(o)

ATKINSON CHARLES
6465 HWY 151

Bus D :

CO ID Num : 331000
Account [perskey] : 610

X Concel | [ 2oy | ¢ ok |

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

v

ak.
— to complete the
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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

Apply instead of &I.

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.
Task1 Setting Up Future Year

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

B WinGAP - Appraisal Year 2004 M [=] X

File Property Maintenance Appeals Reports Statistics Tools Add-Ons Window Help

@ @ /ﬁ\ Relndex... . i %
[l Password Administration...
Qwner Multiple Owner  Real Index Real Schedules / Tables » Transfer Timber Report Design
Depreciation 4
File Maintenance ¥ EditLog
Database Utility View Schedule Edit Log
Re-Appraise » Purge Inactive Records
—— Year End Cleanup ...
Create Checkout Folder
Create Future Folder
Broadcast Shutdown Message
Clear Shutdown Message
Login = wayne 535805952 K | INS CAPS NUM SCROLL 11:43:52 AM

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.

WinGAP - Setup Future Year

WinGAP is setting up the future year folder

o ]

Curment File appeals 141.0

lllllllllllIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIJ
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re-index.

4.
5.

Task 2 Adding a New Account

1.

When the program has completed creating the accounts the user will be prompted to

The user should click on the button to initiate this process.

Once re-indexing is complete the user can begin using the future year feature.

1B WinGAP - Appraisal Year 2004 : Future

=JoEs

24

Owner

o

Multiple Owner

Real Index

A

Real

Personal

Eile Property Maintenance Appeals Reports Statistics Tools Add-Ons Window Help

-

Prebill MH

-

Transfer Timber Report Design

2004 Future

Login = wayne

535805952 K INS CAPS NUM| SCROLL 11:53:49 AM

X]

ZIWinGAP - Owner Information
i First Mid Init
Comarats Name
Address
Cy State  Zp
Numbers
Home: FEI
Work SSN
Fax SSN2 |
Entity Type S§ST
Owner BD ij Spouse BD
Muttiple Owners List
| [TimeE [ Concel ]

[“]Active | Owner Koy 0

Assessment Information
Real Prop Parcels

Personal Prop Accts

Prebill Mobile Homes
Owner's Total Acres

Value

Land

Improvement

Personal Property

Mobile Homes

Totals

|

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 4 Last Yean

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 41 Last Yean
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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.
. . Appl ak
2. Once all data entry is completed then click (LMB) on the PRy | or v 10
L Appl . .
buttons. Clicking on the PR will save the data entry and leave the dialogue
L . L o, .
open so that additional action may be taken. Clicking on the v g will save the
data entry and close the dialogue.
Task2 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.

. . Appl ak
4. Once all data entry is completed then click on the i | or A |
L Appl . .
buttons. Clicking on the i will save the data entry and leave the dialogue
. . L aF. .
open so that additional action may be taken. Clicking on the #——I 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.

—'WinGAP - Personal Property General Information - Hudson, James - 1 of 1
Appraiser Info
Farcel No - [[]$2500 Manual Labor Exemption S
Account # 34510 v EZYr [ i
| raiser |y .
1D Number 0 EZval 7 i Wayne Blackwelder £
Altemate -
Business ID s
Street No [} Ed Dir Unit i (s
St s e | o
Bdg SF 0| ses [ o
Ta District /1 - County v | s Regidential v
[ Special District Acct Orgin Yr [1595 | Business Year Discovery Source "
Contact Information NAICS
Bus No () - - ﬂ Q
He N 7l X
ome No | (70€)542-1234 Comments
Fax No () -
Email
Person
Process Status Values
[ Motice Metice Date Curmert [} Mach/Eq/FF 0
[ Retum Fied Fiing Date | ; 7 Previous 0 () Taxable 0
[P0, Retume V] | sEe o Eespotivn | 0
Notics Value 0 ) Retum 0 Boat 0
] Audit Audit Date I EJ Penalty 0 Aircraft 0
Akl obe 0
5" & [ EdtHstoy | [ Camcel | [ Delste | [ New | Aoply. oK
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6. To begin to add a specific aircraft click on the [E button next to the Aircraft value.

_IWinGAP - Personal Property General Information - Hudson, James - 1 of 1

Appraiser Info

Parcel No -
) [[]$2500 Manual Labor Exemption Deta Entry
TN < P EZYr ) .
D Number 0 - EZ Val 0 Acct Appraiser | Wayne Blackwelder v
Atemate [
Business 1D ot Audit .
Strest No [} Ed Dir Unit o (i
BlgSF g | S [ o
.
Tax District 01 - Courty v | Cass  [Residential " m
| !
[ Special District Acct Ongin Y | 1955 | Business Year Discovery Source P
Contact Information NAICS

Bus MNo () - - ﬂ@

Home No  (706)542-1234

Fa Mo 0 Comments

Email

Person

Process Status Values

[ Notice MNotice Date Current 0 Mach/Eq/FF 0

] Retum Filed Fiing Date | ; 7 = Previous 0 [z Tevable o )

[JPO. Retumed :v Last Edited 0 Freeport Invn 0
Notice Value ) Retum 0 Boat )

i Audt Date | 7/ EJ Penalty 0 Bircraft 0

= Lo

@@ [ Edibstoy ] [ Concsl ] [ Delte ) [ MNew | [ Bepy ) [0k

WinGAP - Aircraft X
Aircraft Account #
Location Avionics Equipment
£y -
County
State
Information
Make
Vodel
¥r Madel
Serial No
Reg No
Purchased Comments
Date El
Cost
Maintenance Value Information Approaches / Indicated Values
Dvarhaul
TEO Book
Last OvrHaul Pags
SMOH S/HR Book Value
f e e et e e A e
Total Time on Air Frame as of 1/1 |Wayne Blackwelded ™|
9 T v o

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

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

. . . . . . Appl

8. Enter or edit the appropriate aircraft information and then click on the il
button. This saves the data entry to this point but keeps the dialogue open for the next
step.
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WinGAP - Aircraft
b ] et [
Location Avionics Equipment
City Athens E]
Courty Clarke
State GA
Information
Make Piper
Madel PA-1Z
¥r Model 1947
Serial No 12-1672
Reg No N2446M
Purchased Comments
CiNew Date it @
@flsed Cost 0
Maintenance Value Information Approaches / Indicated Yalues
Overhaul
TBO Book
Last OvrHaul | ; / it Page ) el 0
Te
SHOH TR R Book Valus 0
Hrs Since Last Engine Overhaul o Ao 4 Appraiser
Total Time on Air Frame as of 1/1 [Wayne Blackwelder Tsel
] Edit History X Cancel | Doete | [__Aoply v ook |

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.

K Aircraft Bluebook - Winter 2002 edition, recycle March 2003

Options  Help

ol

Aircraft Statistics for Production Years

E

Manufacturer and Model Model Years
| PIPER J3.PAT1.PA12.PA14.PATE [Parts: Univair] | [ 194543 |
FIFER J3 PA11.PAT2 PAT4 PATE [Pats: Univairl  [Sal piston-eng, cony fiked gear)
BASE AWG = Eng time, overall condition &% fabric are main factors - SMOH: 900 on Cont/1200 on Ly - AFTT o
+7- 10% of avg - compression 85% of new - ong logs - B-ma annual - no DH - ADs complied J
A
Tolaunch an appraisal double click on desired row
tadel Serial Factary Average Average Take OFff
“Year tadel Murmbers Standard Equipt Retail Irventary Trends I arketable Trends Power
1945 J-3 Cub 14024 & 23180 2,195 na 15,000 14500 | Mo change 15800 | Mochange [Cont w
1346 P 12 Super Cruiser 12-2 §12-1636 3,495 na 25,000 19,300 | Mo change 20,900 | Mochange | Lyc — |
I! 1947 P 12 Super Cruizer 121637 §12-3989 3,495 ha 25,000 19,300 | Mo change 20,900 | Mo change | Lyc i—
1947 FA-11'B5' 11-4 5111638 2,395 na 17.000 12900 | Mo change 14100 | Mo change |Cont
1948 PA-11'90" 11-435§11-887 2,595 na 18,000 13,800 | Mo change 14,900 | Mo change |Cont
1349 Pa-11'30" 11-888 & 11-1652 2,595 na 18,000 13,800 | Mo change 14,900 | Mo change |Cont
1949 P4 16 Clipper 162 § 16-731 3.095 na 17,500 13400 | Mo change 14500 | Mochange | Lpc
1348 P4 14 Cruiser 14-2 § 14-492 3,095 na 17.500 13400 | Mo change 14500 | Mochange | Ly
1949 P4 14 Cruiger 14-493 5 14-622 3.095 na 17.500 13400 | Mo change 14500 | Mo change | Lypc
b
4| | »
E:{;g:? Ezit Bluebook || Pick new A/C || To Appraisal Sheet |

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.

13.

14.

15.

16.

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

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

. - . &ppl
Type the Year Built, Description, Cost and Value then click on the il or

ﬂl buttons.

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

|Ol’w

Appl
=R | buttons.

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

—IWiInGAP - Avionics Equipment @
Year |Cost | D | Value |
Year Buitt o Description
Purchase Date | ; / Cost 0 Value 0
Comments
@ ¥  Cancel Delete ] [ Apply ] v K
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.

Data Fritne

WinGAP - Aircraft

HAircraft Key:Z 1947 Piper PA-12
Location

City

County
State

Athens
Clarke
GA

Information
Make

Model

Yr Model

Pper
PA-12
1947
12672
N24461

Seral No
Reg No

Purchased
(®New Date I
OUsed Cost )]

=]

Maintenance
TEO
Last OviHaul | ; ;

.
SMOH 7 SHR[ om0 Cep

Hrs Since Last Engine Overhaul
Total Time on Arr Frame s of 1/1

i (Earan )

Avionics Equipment

v | Accourt # 24610 o
Load Digital Photo

v

<

Comments

COST| DESC

Value Information

Dverhaul

© Wajor

Book
Fage

Book Value
Pircraft Value

25,000
25,000

P eed

Approaches / Indicated Values
© Market 25,000

Acpraiser
Wayne Blackwelder v

X Cancel |[

New

J (

Delete

| T
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Data Frine

WinGAP - Aircraft
Aircraft [ Key:2 1947 Piper PA-12 [+] Assount 2 24810
Lzt Avionics Equipment e __—
Gty Athens Y COST| DESC P
County Clarke
State GA
Information
Make Pper
Model PA-12
r Modsl 1547
Serial No 121672
Reg No N2446M <] i 2]
Purchased Comments
@New Date I B
(Olsed Cost 0
Maintenance Overhaul Value Information Approaches / Indicated Values
TEQ et Bock
Last OvrHaul |/ © wejor Page @ Market 25,000
SMOH 0 5R[ om OTep Book Value 25,000
S e B e At Valuz 25,000 I
Total Time on Ar Frame as of 1/1 Wayne Blackwelder vl
=1 Edt History X Concel | [ bew ] [ Delete | [ ek | ¥ ok |

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.

Open 2
Look i_n:‘&}pidures M €] ? 5 -
() Elbert () Oglethor [Eciss282.pg  [Ec1882
[ Franklin [ 0glethorpe £ c188288.1pg £ c2049
I3 Habersham [ 5tephens £ c188293.jpa £ c2049
() Hart £ boat173.jpg £ c188294.jpg £ c2040
[ Madison [F)boat1230.pg  [E) c188295.jpg 5 2040
[ Oconee ¥ c188281.jpg [ c188297.jpg & c2049
[( I i} | [L]
File name *irg Open
Files of type: |'_jpg [Ll [ Cancel ]
[ Open as read-only Help

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

WinGAP - Aircraft

[X]

1) Photo loaded successfully.

20. The user can then access the image by clicking on the button.

& air2.jpg - Windows Picture and Fax Vie... Q@E

00

Hadg A2 anr XaHE @
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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

y

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.

WinGAP 3.6.3 - Re
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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.

WinGAP - DNR Import

Cancel | [ OK

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.

T WinGAP - Appraisal Year 2004

File Property Maintenance Appeals BilSabiees .Qmﬁstics Tools .f\dd-gns Window Help

Owner Multiple Owner Prebill MH Transfer Timber Report Design

Manufactured Housing  »

= BB

_
Analysis |
Administration
Timber

Report Viewer
Report Designer...

PRC Holding Bin

WinGAP 2.0.1 - 2004

Login = dwb

Login = dwb 536059904 K INS |CAPS |NUM | SCROLL | 11:40:50 AM
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5. This will bring up a dialogue box that will let the user initiate printing of personal property
returns.

B WinGAP - Personal Property Reporting Forms

O fircraft O Freeport () DNR Boats

Selection Order Starting | |

Ending | |

Mirimum Value to Print Forms II'

Records Processed

X concdl | ¢ G | [ Ea

To print just new

boats select the
It is recommended that DNR Boats radio
for NEW boats that button.
returns are printed in
NAME order CBoat  QAroaft  OFespat (O DNR Boals
Selection Order Starting | _ |
(%) Name O~
Ozo Ending | — |
You may also
] ) Account ify beginni
Minimum Value to Print Forms El :'[)]Zcéfr}]/d|[?ggl::2$gs
( - ] for the print run

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

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.
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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.

T WinGAP - Appraisal Year 2004
File Bagle=gvBUETsl=y=lal Appeals Reports Statistics Tools Add-Ons Window Help

{ = A BN B o

C. General Information.., Ctrl+Shift+P IMH Transfer Timber Report Design

Manufactured Housing i
Future Year

WinGAP 2.0.1 - 2004

Login = dwb

536059904 K INS | CAPS |NUM |SCROLL | 02:30:12PM

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

T WinGAP - Appraisal Year 2004
File Property Maintenance Appeals Reports Statistics Tools Add-Ons  Window Help The user can move between records USing

@ @ . the <<Prev and Next>> buttons

Qwner Multiple Owner  Real Index Real Personal Prebill MH Transfer

B WinGAP - DNR

6223EM | [<<Pev [ Neds> | AccountNumber [ g

|
235 RIVER RIDGE TRAIL ———————
T e T

SF‘ART*

| Hull 1D |

= Length 024 Fest [gg  |nches
The first record in the file Hull 0 ]

Tax District
Inactive Rsn

will already be displayed.

Comments

New Add Type

) Inactive
O New

X cres | v k|

536059904 K INS |CAPS |NUM |SCROLL | 02:31:02FPM
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) WinGAP - Appraisal Year 2004 =6
File Property Maintenance Appeals Reports Statistics Tools Add-Ons  Window Help

« v B NA S B »

Owner Multiple Owner  Real Index Real Personal Prebill MH Transfer Timber Report Design

Bl WinGAP - DNR

6223EM | [Ce<Prev ][ Ned>> | AccourtNumber [ g

235 RIVER RIDGE TRAIL
SPARTA laa  [31087

| Hull 1D
Lenath 024 Feet |po Inches
Hull 0
T Dicioct AY

Type ra{  |f the user wishes to access a specific

cd record the user can navigate to that

—| record by typing the name here, then

® Active lo Add LMB on the Jump button

O Inactive wner / Accou Bos

O New

Status

Login = dwb 536059904 K INS | CAPS |NUM |SCROLL | 02:32:50 PM

3. Once the record the user wishes to use is displayed there are several actions that the
user can take.

7 WinGAP - Appraisal Year 2004 =3
File Property Maintenance Appeals Reports Statistics Tools Add-Ons Window Help
A % «
i he %
& @ )
Owner Multiple Owner  Real Index Real Personal Prebill MH Transfer Timber Report Design

B WinGAP - DNR

| [ << Prav ][ Next 3> ] Accourt Number | 0
CHADWICK |JOSEPH R
561 BRANDYWINI -
SPARTA When the status of registration
record is NEW the user can
HARRISFLOTE | initiate several actions.

1?]? )/ Hul 1_‘_|"

P O%Erd Tax District
V Inactive Rsn
Comments

536059904 K INS | CAPS |NUM |SCROLL | 02:33:33PM

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

T WinGAP - Appraisal Year 2004
File Property Maintenance Appeals Reports Statistics Tools Add-Ons  Window Help

£ T B N A B

Owner Multiple Owner  Real Index Real Personal Prebill MH

H o+

Transfer Timber Report Design

Bl WinGAP - DNR

Accourt Number | 0
JOSEPHR

BOBSZT
CHADWICK
561 BRANDYWINE RUN

|[ << Prev ][ Nexd >> ]

SPARTA laa  [31087
HARRIS FLOTE | HulllD HAMP28838393
1993 Length a0 Feet |p lInches
I Hull 5
2 - Outboard Tax Distict gy
Type 1 Inactive Rsn
Comments
Status
(O Active
O Inactive
(®) New ) Account / Boat
() Boat Only
X Cancel J v 0K
Login = dwb 536059304 K INS |CAPS |NUM |SCROLL |02:3%:05PM
5. If the owner does not already exist in the databases, a new owner record, account record

Task 2

and boat record may be created. To begin this process a user would LMB the radio
button next to Owner / Account / Boat.

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.

WinGAP - DNR

\:.:) Would you like to combine Last, First and Middle name information into Corporate name?

[ Yes ] L Eﬂ J

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

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.
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The owner name and number of
accounts are displayed here.

B WinGAP - Personal Property General Information - CHADWICK JOSEPH R - 1 of 1

Parcel N - -
arcel No -1 [152500 Manual Labor Exemption Data Entry —|
Account # 13378 v EZ YT )
Acct Appraiser “w
1D Number EZ Val i}
Alternate “
Business ID L
Street No 0 | Ext | | Dir | | Unit o b
Street Name IType fBuad | | [ fppesls | [ Twnsfer |
Bidg 5F 0 | SalesSE | g | [ DNE ] [Transfer kems]
Taex District . Class
Clﬂ'l q ( b | Duplicate
[ Special District Acct Origin Yr Discovery Source | - |
Contact Information
Bus No () -
Home No () 4 These two fields must be completed |D B
: before the user can proceed.
Faxe No () -
Email: |
Web Ui |
Person
Process Status Yalues
[ Matice Motice Date | s 4 Curmert 0 Mach/Eq/FF 0
[ Retum Filed Filing Date Iy Previous o E] Taxable Invn o
[JP.0. Retumed Reason v| Last Edited 0 Freepart Invri 0 Add
Matice Value Retum 0 Boat 0
[ Audit Audit Date Penalty 0 Aircraft 0
Audit Info [ Leased Equipment ] Other 0
(&) Eﬁfl [(EdtHstoy | [ Cancel | [ Deete | [ New | [ Ay | [ 0K ]
. . dop | v ok |
9. Once all data entry is completed then click on the = or =

Apply

buttons. Clicking on the

will save the data entry and leave the dialogue

v

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

Task 3

ok

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

will save the

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

Yalues

Curment

Mach/Eq/FF

Previous

B Taxable Invn

Last Edited

Freeport Invn

Retum

=] R=RE=1 N=]

=N R=RE=1 N=]

g

Boat

Penalty

ca

Aircraft

[ Leased Equipment

]

LMB on the Edit button

[=NN=]

Other
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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.

WinGAP - Boats & Motors

Boats & Motors | (RS, - 197117 3" IR g8 [ Photo |
BoatKey: 3
| ABOS -Boat | [ ABOS - Motor
Boat Info Motor Info
Manufacturer | Bayliner Manufacturer
Model 1550 Quartermaster Model
Hull Mo Horsepower ¥r Model | |
Ga Reg | ‘fear Model 1571 Motor Book
Feet 17 Motor Page
Purchased
Inches 9
OMew (O Used Starter Purchaszed
Hul Fiberglass  w Dat .
s —r—Y- = H ) Blectric ) Mew ) Used
Cost: i Dat
Boat Bock: 1] ) Recoil & I
Cost [i]
Boat Page:
VYalue
Boat Motor
Book [i] Book [i]
Appraised 600 HAppraised 0
ABOS 522 [] ABOS [i} 1
Located At
Comments
@) (e ) (s ) [ J (o J Cwr J (o]

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 | &R0S-Faat | Or | ABOS -Matar | 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.
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WinGAP - ABOS Boat Selection

Inboard/Outboard [ ] Dutboard

[]Personal Watercraft [ | Houssboat/Pontoon [ ] Sailboat

MFG Year Maode!
BRAMD #|YEAR | MODEL ~
— |1988 — |20'8" Classic =
Abbatt Boats 1989 208" Classic Open Bow
Active Thunder Boats 1390 21'SR
Advance 21'SH Open Bow
Advantage Boats 1992 22" Citatior
Adventure [lllinais] 1993 22" Citation Open Bow
Adventure [Texasz) 1994 A7 Wirtam . N’
darnrraft bl FET ‘_ _>
YEAR HF HULL FEET INCH EMG! MODEL
I = S - I e
at *
Value Condi -
ndition ¥
Ose [ 3o | fon - |GoodAvemge M| g pihed No
O Low T Condtion Adj [1.00 | Adjustmert
o 7D Hidll ype ;7&'9. | (Default=1.00)
'C? ngh. | 5,360 ook Flich imil."'-é_l
© Retal [ 11610 | Horse Power [33; | Boat Trailer Valus E

Adjusted Value |_‘|_‘|--E‘Hi_

[ Cancel ] [ Select

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. 8 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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THIS GUIDE

e original M.S.R.P. is the manufacturer's suggested retail price new, excluding~shi
harges and options.

The “Low” and “High” value columns are wholesale (trade-in) value estimates. A percentage 0
code is generally used as the estimated loan value.

The “Code” Column is the estimated average resale or retail price. The resale value is coded
for the boat dealer's use. The dealer can show the customer the trade-in prices without the
customer knowing what the dealer mark-up to resale is. To read the code price, merely ignore the
letters that precede and follow the numbers. For example, an entry in the code column such as
AY2000RYV indicates that the average resale value of this model is approximately $2000.00. VD
in a price column indicates that the unit has an estimated value of less than $50.00. Value Depends
Upon Condition.

DEALERS’ NOTE

our pricing methodology and incorporating the latest in statistical analysis. This model y

book is a culmination of over 50 years of marine valuation experi .
nat y experience The user should be mindful of the

Because this Blue Book is national in scope and some regions of the 4 value used as the “fair market value”
prices on certain brands, it is assumed that allowances will be made for pr

areas. The larger the boat, the more extensive is the option list and the greater the discrepancy in
reported prices. Blue Book prices are averaged prices, and additional allowances must be made
for units loaded with optional or custom equipment and in very good or exceptional condition. See
the optional equipment chart on page 1602 and condition chart on page 5.

The coded or resale prices contained herein reflect units in good saleable condition; any needed
repairs must be taken into consideration.

Since this is an annual publication — except for the Blue Book on CD ROM which ships twice a
year —the used values published within have been adjusted to be most reflective of the marketplace
during the Spring selling season. As the season progresses toward new model introductions in late
summer, adjustments must be made to take into consideration the atmost certain price drop of
most boats, motors and trailers contained in this guide.

When taking in a unit on trade, keep in mind that the customer’s perceived value is nearly
always higher than actual resale potential.

SPECIAL NOTE

The publisher has used reasonable care in compiling this valuation guide. However, neither the
publisher nor any of its representatives shall be liable for damages of any description, whether
incidental or consequential or otherwise, including loss of profits or other business damages
occasioned by the use of this valuation guide, and in no event shall the liability of the publisher
exceed the price paid for this valuation guide.

4 2002 vol. | ABOS MARINE BLUE BOOK
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CONDITION ADJUSTMENT

Adjustment to
Published
Condition Description Prices
Excellent New Condition—loaded with options. No evidence of wear. Add 16 to 25%
Size, type of boat in demand. |
Very Good Well above average—low hours. Clean, properly maintained. | Add 10to 15% [l

No mechanical or cosmetic repairs needed. Maintenance
schedules strictly adhered to. Equipped with extra cost
electronics. Type of boat in demand.

Qutboard

As published. Motars
No adjustments

Good-Average |Clean, saleable condition, attractive inside and out.
Mechanically sound, mid-time on mechanicals. No repairs

i
1
1
|
|
|
|
i
|
|
|
i
|

necessary.
Fair Areas worn and faded even after cleanup. Some scratches Subtract Outboard
and chips in paint evident. Mechanically sound but on 10 to 25% Boats
downside of life expectancy.
Rough Boat needs significant amount of repair, both cosmetic and Subtract
mechanical. Corrosion, dents, cracks, tears evident. Cost of 26 to 100% Sem
repairs may exceed market vaiue. Deep-six for fish habitat. inboard
Personal
SAILBOATS ONLY Hetereat

1. Estimated trade-in values “LOW” and “HIGH” as well as the estimated resale value “CODE”
assume that the used boat is rigged with a usable set of working sails, in good condition. If boat Boat
is equipped with new sails, or if various oversize and undersize sails are included in addition to | Tailrs
the working sails, the prices will tend to appreciate.

2. Generally, the addition of relatively low cost optional accessories does not tend to increase  [omoen,

a sailboat's value on the used market by any substantial amount. There is, of course, some inherent [ feckt
value in accessories, particularly in the larger boats and boats that are only one or two years oid. |boats

The estimated trade-in values “LOW” and “HIGH” as well as the estimated resale value “CODE”
include a normal amount of low cost added accessories. If boat is “loaded” with optional equipment
and accessories, the prices will tend to appreciate. However, use caution in this area and don’t
over-allow for this low cost optional equipment. A potential buyer may not consider the options
nearly as valuable as the previous owner.

Sailboats

*3. Infrequently, one-design boats having an outstanding race winning reputation have placedon [
them an unrealistically high value by both the seller and buyer. Use caution in dealing with such
boats. Quite often sailing enthusiasts feel that such boats contain a “secret weapon.” In reality, the
“secret weapon” is the person manning the tiller. Beware also of larger boats which have been
owned by a famous person. Here again, people tend to over-value such boats.

Mg
Address

—

Expensive pieces of optional equipment costing in excess of $500 new are not included in the
estimated trade-in values “LOW” and “HIGH” or the estimated resale value “CODE”. Examples of
such items are wheel steering, air conditioning, pressure water system, self-tailing winches,
electronic gear, spinnaker equipment, auto pilot, refrigeration, etc. When such equipment is
installed, make additional allowances according to the Optional Equipment Valuation Schedule
found on page 5.

2002 Vol. | ABOS MARINE BLUE BOOK 5
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WinGAP - Boats & Motors

Boats & Motors | ERETI - 197117 3" 618 [ Phote |
BoatKey: 3
| ABOS-Boat | [ ABOS - Motor |
Boat Info Motor Info
Manufacturer | Bayiner Manufacturer
Mods| 1550 GQuartermaster Modsl
Hull No Horsepower *fr Model | |
Ga Req | ‘fear Model 1571 Motor Book
Feet 17 Motor Page
Purchased
Inches k]
CONew ) Used Starter Purchased
Hull Fiberglass « Dat )
Type T 2 A7 ) Electric O New () Used
Cost: i Dat
Boat Book: 0 O Recol & /7
Cost [i]
Boat Page:
Value
Boat Motor
Book [i] Book [i]
Appraised 600 Appraised [i]
ABOS [ [1 @ ABOS i} IF
Located At
Comments
() ((EstHstoy ] [ Concel ] [ New J [ Deete | [ ooy J [ 0OK |

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.
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WinGAP - ABOS Boat Selection

Inboard/Outboard [ | Outboard []Personal Watercraft [ | Houseboat/Pantoon [ | Sailboat Outbaard Motar
MFG Load Data Year Model
BRAMD AYEAR A | MODEL Al
— 11988 — |20'%" Classic =5
Abbatt Boats 1989 205" Classic Open Bow
Active Thunder Boats 1330 21'5R
Advance 21'SF Open Bow
v o
Adventure [lllinois) 1933 22" Citation Open Bow
Adventure [Texas) 1994 7 Wickam o]
& armeraft : 199F :: i I | i
YEAR HF HULL FEET INCH| EMG MODEL
30 . Jfbo | 22 30 J2Chaton .|
. >
Value Gk
ndition 5
(JSRP 11,000 ) ) S weage ¥ oas published. No
Olo : Condtion Adj 1.00 Adjustment
: w 6,750 Hull Type G, (Defautt=1.00)
O High 9,360 et b —
PEE 11.610 Horse Power 330 Boat Trailer Valug III
Adjusted Value 11610
[ Cancel | [ Seleat |

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)
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WinGAP - ABOS Boat Selection

Inboard/Outboard [ Outboard
MFG

[]Personal Watercraft [ | Houseboat/Pontoon [ ] Sailboat

[m] Year Model

BRAMD | YEAR | MODEL ol
—'|1988  — | 20'%" Classic =¥

Abbatt Boats 1989 200" Claszsic Open Bow

Active Thunder Boats 1340 21'5R

Advance 21' SR Open Bow

Advartage B 92

Adventure [lllinais] 1993 22" Citation Open Bow

Adventure [Texas) 1934 EER T U] 2l

& armeraft : 199F s i I | l

YEAR HF HULL FEET INCH EMG! MODEL

I [ I e e

8 | >

Value Condii

ndition 5
i : Condition Adj 1.00 Adjustment
: W 6,750 Hull Type R (Defautt=1.00)

O tigh 3.360 Feet / Inch 27

(= Retail 11,6810 Horse Power 330 Boat Trailer Value III
Adjusted Value 11,610

[ Cancel ] [ Select ]
Select

17. Once the data entry is complete the user can LMB on the

the record.

button to save
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nE WinGAP - Boats & Motors

P4 Boats & Mators | BEETZAGEE | Account # 733 [ Photo ]

Ao BoatKey: 355 =
o | (AB0S-Boat ] [ABOS - Wotor ] ——— |
Boat Info Motor Info ]
Bu:
g Menufacturer | Achilles infiatable Craft Manufacturer | mercury v
o Model 5G-124 Sport Baat Model =
£ Hull No Horsepower 120 fr Model |1555 | |
Pl Ga Reg | ‘Year Model |1552 Motor Book 2
T Feet Mator P =
& i 12 Purchased S o
Inches 4 E
F W CiNew (O Used Starter Purchased
= T O bt Date s () Blectric O New (O Used
5 || Oubord &8H1 cowe 0 ® Recol Date [/
3ug  Boat Book: ' E
Cost 0 )
or} Boat Page:
-_ax Value
i Boat Motor
@ =
5 Book [i] Book 0
S Appraised [i] [0 Appraised 0 |
21 ABOS 715 ABOS [i]
el : Located At )
Fl Total 715 Appraiser v j
:I Comments :
J = T ]
5 Package pricing boat motor and trailer... trailer back out on ABOS screen. j
3 |
8 @ () Ges ) (e ) (oo ) (e ) ok |-
7202070 | 10S | CArS | 00 | Dol

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.

0.C.G.A. 8 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.

Georgia Certification Program for Assessors and Appraisers WInGAP Personal Property & 76



[ Inboard /Outhoard Outboard

[]Personal Watercraft [ ] Houseboat/Pontoon [] Saiboat Outboard Mator
MFG [m] Year Model
EBRAMD | YEAR || MODEL Al
AR Inflatables — 11983 — |5D-156 Sport Boat D |
Abbott Boats 1930 SE-11 Sport Boat
Achilles Inflatable Craft 1991 SE-12 Sport Boat

Action Craft Boatz

1992

5G-124 Sport Boat

Action Marine Inc. 1993 5G-140 Sport Boat
Active Thunder Boats 1934 5G-156 Sport Boat
Advance 1995 SH-1RE Suner Heawn b
tcdwancad Motdonres | Py e 4| B Jl | Bl
ABOS_YEAR FEET INCH/  MODEL YEAR B A
1 12l 41156124 Spon ol =
2008 14 0 5G-140 Sport Boat 1852 A
2008 15 £ 5G-156 Sport Boat 1852 A
2 19 A CK.AM Crad Bast 1007 A
i | l
Value .
O SRP 3,395 C"”d.ﬂfo” . Good-fAverage w
Condition Adj 1.00
®) Low 715
] Hull Type Hypalon
] ngh- 950 Feet / Inch e
e 1.200 Horse Power 35,00 Boat Trailer Value III
Adjusted Value 715
[ Cancel | [ Seledt

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.
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WinGAP - Boats & Motors

(X
1

Boats & Motors | Wiator: Boatkey: 1178 v| Account# | 43378 | [ Photo
BoatKey: 1179

Boat Info Motor Info

Manufacturer | Hamis-Kayot Manufacturer | Mercury

Mode! Fisherman Famity 2320 Model S0EO

Hull No HAMF28838393 Horsepower |7 YrModel 1393 |
Ga Reg 6089-ZT | ‘Year Model |-|5.5.3 Motor Book

Feet Motor P!

20 Purchased o e
Inches 0
ONew (O Used Starter Purchased

Hull Aluminum | Dat - = )

T & £/ (%) Electric ) New () Used

¥Re Portoon %) o 0 O Recoil Date |/,

Boat Book: ' °

Cost o

SiEaie ABOS -Boat | [ ABOS - Motor

Value

Boat Mator

Book 0 Book 0

Appraised 0 1 Appraised 0 il

ABOS 3455  [¢]1 ABOS 1,908

Located At

Comments
@) (Eanso ) X s | v ) [ Dowe J (B ] ¥ o

20. At this point in the data entry process the user has created an owner record and an

Task 5

account record and has appraised the boat and motor for the current year.

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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WinGAP - Boats i Motors

9 o thiton [noe - mabinet BBIT M w| Aecort® [ 13m0
Bty L)
q  Doat Info Motos Info
L LT — Manufactoe  Meroury
N eddd Fisherman Famiy 2420 bheckel BOEO
bl e HAPEIaN Homepoer [T
G g v Foar Hedel 195 Meler Book
|| = a | Purchazed sl
4 ::w 2 | . Obex O Starter Puichated
1 T "*-'_m"w"‘-' X ow & Bactr
T oot ok b ° s fe
. Cont
o | o Fage: AEOS - Bont | ABOS - Motar
1 ek
q Bom Mot
A Back [] Bock []
porased 0 O« Aoerissd [] D
N owes —m @ es w2
| [r—p
™ @ Ko
| Comments
| @ =] - o - =

22. By clicking on Load Digital Photo the user will be prompted to selectXfile to load. The
user should navigate to the file location using the Open file dialogue.

Open 2JE3
Look [n:‘@DiCIUTES M o 2 E-
() Elbert ) 0glethor [Fciss2sz.jpg  [Ec1882
I3 Franklin =) Oglethorpe | c188288.jpa £ c2049
[C3)Habersham () Stephens i) c188293.jpg £ c2040
) Hart £ boat173.jpg E) c188294.jpg 5 2040
[ Madison |Flboat1230.jpg  [F]c188295.jpg & c2049
() 0conee ¥ c188281.jpg ¥ c188297.pg & c2049
A B
File name “ipg Open
Files of type: |"jpg M [ Cancel ]
[]Open as read-only Help

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

WinGAP - Boats & Motors [ |

J ) Photo loaded successfully.

24. The user can then access the image by clicking on the button.
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~ HarrisKayot.jpg - Windows Picture and Fax Viewer

Q0 EHEayg 2L ae | X2HdHE @

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.

B WinGAP - Personal Property General Information - CHADWICK JOSEPH R - 1 of 1

Appraizer Info
Parcel No [] 52500 Manual Labor Exemption Data Ent
Account H EZYr Poct o W_
raiser
ID Number EZ Val - F 4
Altemate v
Business ID LR
Street No TRER [Or | i o N
Street Name IT)rpe Quad | | [ Appeals ] [ e ]
Bldg 5F 0 Sales SF 0 [ DNR | [Transfer tems |
. Fut
Tax District |m - W | Class | Residertial w | w
Duplicate
[ Special District Acct Origin Y l:l Business Year I:I Discovery Source | vl
Contact Information MHAICS
swte () - - 0
Home Mo |{ ) -
: Comments
Fam No () -
Email: |
Web Ui |
Person
Process Status Values
Matice Motice Date I Current 5.363 Mach./Eq/FF i}
[] Retum Filed Filing Date I Previous 0 [;] Taxable Invn 0
[]P.0. Retumed Reason v | Last Edited 5363 Freeport Invn 0
Notice Value Retum 0 Boat 5,363 "
[] Audit Audit Date Penalty 0 Aircraft 0
Audit Info [ Leased Equipment ] Other 0
(&) Gﬂ [ EdiHitory | [ Cancel | [ Delste | [ New | [ mepy [ oK ]
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WinGAP - Select Assessment Reasons

Parcel Number | _ _ . [W
Custom Fsn |
REASON REASONCODE ~
200FWaLUE 15

ADD EQUIPMENT 03

ATV ADDED 13

BOAT/MOTOR ADDED

BUSIMESS EQUIPMENT ADDED a7

CHAMGE OF OwWHERSHIP 09 s
COMMERCIAL EQUIPMENT ADDED 0a

FaRM EQUIPMENT ADDED 06

FREEFORT EXEMPTION DEMIED 10

LWESTOCK ADDED 05 v
kAIKIC DAL T 14 —
REASON ~

BOAT/MOTOR ADDED

M

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.
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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.

File Property Maintenance Appeals Reports  Statistics | Tools Add-Ons Window  Help

rY Relndex... |
ey
@ % Password Administration. .. E {d’%‘d %
Qwner Multiple Owner  Real Index Real Schedules [ Tables b | Transfer Timber Report Design =V
Depreciation 3

File Maintenance 3 Data Edits

Database Utility Growth Calculations

FTP Utility User Log
Re-Appraise Edit Log
View Schedule Edit Log

Preferences...
‘Year End Cleanup

Create Checkout Folder
Future Folder Tasks

Broadcast Shutdown Message
Clear Shutdown Message

Download ABOS ...

Download MADA, ...

2. Follow the on screen prompts.

WinGAP - Download ABOS

This routine will download your ABOS files (™8.3MB) into your
currently opened appraisal year. The download will be retrieved
from the WinGAP FTP site. fyour Windows(R) security profile and
internet connection is blocked from the wingap fip site

(ftp:/fftp. wingap.com) - this process will fail.

Atthe conclusion of the download, wingap will extract the files and
force the userto reindex. Please have all users exit wingap before
continuing with the download.

Begin Download
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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.

ne will download your ABOS files (™8.3MB) into your
opened appraisal year. The download will be retrieved
NinGAP FTP site. If your Windows(R) security profile and
onnection is blockad ffom the wingap ftp site

ingap.comy) - this pro

Downloading 522,500

clusion of the downlq
yser to reindex. Ple;

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

WinZip(R>» Command Line Support Add-On Version 1.1 SR-1 <Build 6224>
Copyright <c? WinZip Computing,. Inc. 1971-2884 — All Rights Reserved

Zip file: C:swingaphndatasrevalZvwabos.zip

Cswingapsdatase2dval2sio.DBF
C:swingapsdatasrevalZsob.DBF
C=wingap~datasreval2sph.DBF
Caswingapdatasreval2som.DBF
C:swingapsdatasreval2ssh.DBF
C:swingapsdatasreval2spuw. DBF

(program finished — press any key to continuel

5. The final step is to reindex.

This routine will download your ABOS files B) into your
currently opened appraisal year. The download will be retrieved
from the WinGAP FTP site. If your Windows security profile and

How Reindexing:

[

Total Progress

J |
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Task 3 Reappraise all boats.

6. Open WInGAP, go to Tools>>Reappraise and choose Boats — ABOS from the menu

T WinGAP - Appraisal Year 2004

File Property Maintenance Appeals Reports Statistics SN Add-Ons Window Help
Y Relndex...
ﬁ Password Administration...
Sthedules [ Tables + | Transfer Timber  Report Design

Deprediation

Owner  Multiple Owner  Real Index Real

| File Maintenance »
| Database Utiity

Realropert .

= Persanal Property
references.
Prebill Manufactured Housing

Login = dwb

WinGAP 2.0.1 - 2004

INS|CAPS |NUM | SCROLL | 09:14:53AM

536059904 K

Lagin = dub
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7. LMB on Reappraise

WinGAP - Reappraise [z|

[ Asmt Feason |

Meighborhood
Parcel Mumber

Property Type .

Records Processed: _—
Total Records

Percent Processed {1 ¥4 m

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)

LAKEMONT JEWELERS . ID #: Company: LMJ
Property Tax Listing - Federal Tax Basis Page: 2
Period Ended 12/31/99

Grp Num Property Description Acquired Cost/Basis Prior Depr. Current Depr. Ending Depr. Book Value

Assets acquired in year beginning 01-01-96

1 17 STOQLS 09/30/96 538.00 302.72 67.22 369.94 168.06
1 18 FAX MACHINE 11/30/96 217.09 217.09 0.00 217.09 0.00
1 19 SIGN 12/31/96 5,270.00 2,965.34 658.47 3,623.81 1,646.19
1 20 PHONES 12/31/96 123.63 123.63 0.00 123.63 0.00

Sub-Total 6,148.72 3,608.78 725.69 4,334.47 1,814.25

Agsets acquired in year beginning 01-01-97

1 21 NEW LIGETING 09/30/97 645.00 250.10 112.83 362.93 282.07
.

Sub-Total 645.00 250.10 112.83 362.93 282.07

Assets acquired in year beginning 01-01-98

1 22 AUDIO SYSTEM 02/03/98 530.72 106.14 169.83 275.97 254.75
1 23 TORCH 03/03/98 162.00 32.40 51.84 84.24 77.76
1 24 FURNITURE SITTING AREA 06/26/98 1,140.30 162.90 279.26 442.16 698.14
1 25 GLASS SHOWCASE 07/31/98 890.00 127.14 217.96 345.10 544.90

Sub-Total 2,723.02

Assets acquired in year beginning 01-01-99

1 26 CUSTOM CABINETS 04/09/99 1,250.00 0.00 1,250.00 1,250.00 0.00
1 27 HEWLETT PACKARD COPIER 07/17/99 559.94 0.00 559.94 559.94 0.00
Sub-Total 1,809.94 0.00 1,809.94 1,809.94 . 0.00

Grand Total 29,770.72 22,699.57 3,388.64 26,088.21 3,682.51
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Page Two of Two (Lakemont Jewelers Depreciation Schedule)

LAKEMONT JEWELERS ID #: Company: LMJ
Property Tax Listing - Federal Tax Basis Page: 1
Period Ended 12/31/99

Grp Num Property Description Acquired Cost/Basis Prior Depr. Current Depr. Ending Depx. Book Value

Assets acquired in year beginning 01-01-88

1 1 REPAIR SHOP EQUIPMENT 10/01/88 3,457.00 3,457.00 0.00 3,457.00 0.00
1 2 FIXTURES & EQUIPMENT 10/01/88 5,997.00 5,997.00 0.00 5,997.00 0.00
1 3 SAFE 10/01/88 3,640.00 3,640.00 .00 3,640.00 Q.00

Sub-Total 13,094.00 13,094.00 0.00 13,094.00 Q.00

Assets acquired in year beginning 01-01-91

1 4 SIGN 05/06/91 1,161.61 1,161.61 0.00 1,161.61 0.00
1 5 GEM LIGHT 05/24/91 300.00 300.00 0.00 300.00 0.00
1 6 DISPLAY CASE 10/08/91 478.52 478.52 0.00 478.52 0.00

Sub-Total 1,940.13 1,940.13 0.00 1,940.13 0.00

Assets acquired in year beginning 01-01-93

1 8 TOOLS 08/31/93 200.00 200.00 0.00 200.00 0.00
1 7 CELLULAR PHONE 11/30/93 211.95 180.02 21.29 201.31 10.64
Sub-Total 411.95 380.02 21.29 401.31 10.64

Assets acquired in year beginning 01-01-94

1 13 DRAPES 01/01/94 500.00 500.00 0.00 500.00 0.00
1 9 DRAPES 01/31/94 500.00 500.00 0.00 500.00 0.00
1 10 (2) CHAIRS 06/30/94 79.96 79.96 .00 79.96 0.00
1 11 CHAIR-STOOL 10/31/94 409.50 409.50 0.00 409.50 0.00
1 12 VACCUM CLEANER 12/15/94 272.95 272.98 0.00 272.95 . 0.00

Sub-Total 1,762.41 1,762.41 .00 1,762.41 0.00

Assets acquired in year beginning 01-01-95

1 14 SHOWCASE 08/31/95 500.00 500.00 0.00 500.00 0.00
1 15 ULTRASONIC CLEANING EQUIP 09/30/95 227.37 227.37 0.00 227.37 0.00
1 16 SHOWCASE 09/30/95 508.18 508.18 0.00 508.18 0.00

Sub-Total 1,235.55 1,235.55 0.00 1,235.55 0.00
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Task 1 Basic data entry on an account.

1. From the Owner Screen, Click the button.

B WinGAP - Owner Information E|
Laszt First bidd | ik Owaner Key 15484
Floyd Dwayne A -
Corparate M ame [ Beal ][ Preill pH (][ Eerzonal ]
Lakemant Jewlers Azzessment Information
Address Feal Prop Parcels 1]
13345 Jones Street Fersonal Prop Accts 0

Prebill Mobile Homes [0
Owner's Tatal Acres 0.00

City State  ZFip Value

Lavaoria GA | | 20553 Land a

Mumbers Improvement 0

Home: [ - FEI 58-24447966 Personal Property 1]

Wark, [404]356-8900 55N .- Mobile: Homes 1]

Fax [ - SSME | L Totals 1]

Entity Type | ndividual » | 35T |2043680Q7T
Owner BD Iy, @H iz 3l Iy, Eﬂ [ E dit Hizbom ] [ Tranzfer ]

[ Mon-Disclosure

kultiple Owners List

@ ?  Hep [ Cancel ][ Delete ][ Mew ][ Apply ][ ak

®

<)

The Pensenal Prapenty General Infevmation screen will appear. The pensenal
prapety geneval inforxmation screen is where you will enter all of the general

Examples of this infexmation include but are not limited to, physical location,
digest classification and stratification, discoveny sowice, appraiser
infermation, any genexal comments that axe specific te this account, Contact
infoumation, NAICS cades, etc...
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*See the below screen shot of the perwsonal preapesty genenal infounation screen.

Note that many of the
fields are grayed out.

B WinGAP - Personal Property General Informatinn

Appraiger Info
Parcel No [ $25000 M anual Labor E semption
Account # EZ T
1D Mumnber EZ Wal
Alternate
Buzinezz 1D Acot Auit
Shieet No | Eut | | Diir | / | Uit St Audiar
Street MName I |T_l,l|:-e Quad | | [ ppeals ] [ T ]
Bldg 5F Sales SF v DMB ] [ Transfer [tems ]
Tar District Class
Acct Ongin T I:I Business Year I:I Discovery Source
Contact Information HAICS
Bus Mo | | [;]
Home Mo
Comments

Fax Mo
Email: |
wieb Uil
Perzon
Process Status Values

Matice Date Current Mach/EqiFF

Filing Date Previous [;] Taxable [nvh

Last Edited Freepart Invn

Maotice Value Feturn Eoat

[ Audit Audit Date Penalty Aircraft
Audit Imfo [ LeatedEquipment | D=y
Gﬂ [ EdtHistary | | Cancel | Mew
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Netice that after clicing the —_ =
button, the fields are open for data entry.

B WinGAP - Personal Property General Informat;

Appraizer Info

Parcel Mo i
anual Labor E xemption Data Entry —I
Account # Acct Anprai
el raizer

10 Murnber il 1] e h

) Alternate v
Buziness [D z Acct Audi
Sheet No 0 | Ext | | Dir | | Unit S b
Street M arme |T_'r'l38 Huad | | [ Appeals ] [ Transfer ]
Eldg SF 0 Sales SF 0 [ ONR | [Transfer ltems |

Taw District | v| Class | v|

[] Curb/Gutter Acct Origin I:I Business Year I:I Discovery Source | vl

Contact Information HAICS
swtlo ) | 0
HomeMo [} .
Comments
Fas Mo [1-
Email: |
web Uil |
Perzon
Process Status Values
[] Motice Muotice Date Current ] Mach/Eq/FF ] Add
] Return Filed Filing O ate Previous ] Q Taxable [nvn ] Add
[JP.0. Returned Reason v | Last Edited 1] Freeport Invn 1] Add
Muotice Value Return 0 Boat ] Add

[ At Audit Date Penalty n Aircraft 1] Add

Audit [nfa [ Leased Equipment Jie a Add

Gﬂ Edit Hiztary Delete Mew [ Apply ] [ 1]8 ]
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B WinGAP - Personal Property General Information

ooz -D040-

[] $2500 Manual Labor E zemption

Appraizer Info

E—‘ £z [ata Entry
r
Acct Appraiser
1D Murnber 0 EZ Wal ] Al I:p W
: erhate W
Business 1D | akemant Jewlers Acct Auditar
Sheet ’3345 | Ext | | Dir | | Unit v
Shieet Na Jones |T5'IJB St Quad | | [ Appesls | [ Transer |
Bldg 5F 1200 Sales SF 700 [ ONR | [Transfer ltems |
Tax District + | Class | v |
Duplicate
[] Curb/Gutte| 02 - W amenton [in I:I Business Year I:I Discovery Source | vl
03 - Camak
Contact Info{04 - Nonwood NAICS
{05 - Fire
Busho 1199 - Ten | O [
:jom:ND L1- Comments
ax No .
. L) 7704605730 5268
Email |
[wreb Uil |
Person
Process Status VYalues
[] Motice Motice Date | » Current ] Mach/Eq/FF ] Add
] Return Filed Filing O ate P/ Previous ] Q Taxable [nvn ] Add
[JP.0. Returned Feazon - Last Edited 1] Freeport Invn 1] Add
Muotice Value 0 Return 0 Boat ] Add
[ At Audit Date I @J] Penalty n Aircraft 1] Add
Audit ko [ Leased Equipment Other a Add
Edit Hiztary Delete Mew [ Apply ] [ 1]8 ]
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Il WinGAP - Personal Property General Information

Parcel Mo ||3[|12. 0040- [] 42500 Manual Labor E semption
Account # EZ YT
1D Mumber 0 EZ Wal ]
Business 1D || akemont Jewlers
Street No 13345 | Ext | | Dir | | Unit
Street Name | jones |T-'r'|JE St Quad |/ - Transter
Bldg 5F 1200 Sales SF 700 [ ONR | [Transfer ltems |
Tax District |D'I - County v| Class m]
— Duplicate
. Residential .
[ Curb/Gutter et Origin YT |: Agriculural Discovery Source | & |
Preferential
Contact Information Cormmercial
Industrial
Busho () - Uty [ L
HomeMa |f y . Riesidential Transitional
Fax N Exempt
Bl [1- Congervation Use
Email: Erwironmental
Histarical
wheb Ll ] Unknown
Perzon Brownfield
Process Status Values
[ Meatice Matice Date Current 1] Mach/EgsFF 1]
[] Return Filed Filing O ate Previous 0 [;] Taxable [nvn ]
[JP.0. Returned w | Last Edited 1] Freeport Invn 1]
Muotice Walue Return n Boat 1]
[ At Audit Date Penalty ] Aircraft ]
Audit Info [ Leazed Equipment ] Dther 0
Fed w ) (&
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WATCH

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.

Il WinGAP - Personal Property General Information

Parcel Mo
Account #
10 Mumber
Buginess ID
Street Mo
Street Name
Bldg SF

Buz Mo
Horme Mo
Far Mo
Email

Appraizer Info

X

]

|UE|‘|2- -0040- [] 42500 Manual Labor E semption Diata Entr
EZ'vr v

2yl Acct Appraizer “

A

U U Alternate w
Lakernont Jewlers .
Acct Audit

13345 | Ext | | Dirl | Unit et e W

Jones |T-'r'|JE St Huad | | [ Appeals ] [ Trarsfer

1200 Sales SF 700 [ ONR | [Transfer ltems |
Fui
V| Class |Commercial V| e

T &= District |m - County

[] Curb/Gutter

Contact Information

[ -
[ -
[-

Aect Origin ¥ l:l Business Year I:I Discovery Source

NAICS

Duplicate

W

DOT Sign Lizting

DOT Sign Lizting
MHewspaper

Comments

Plare Advertizing (Fle-by's)
Telephaone Boak

web Uil |

Person

[] Matice

[ it

Process Status

[] Retumn Filed
[JP.0. Returned

Motice Date
Filing D ate
Reazon
Motice Value
Audit Date

test2

cC

willie Test

y af Mouth

eed

Current Mach/EgsFF 1] Add
Previous [;] Taxable [nvn ] Add
Last Edited Freepart Invn 1] Add
Return Boat 1] Add
Penalty ] Aircraft ] Add
[ Leazed Equipment ] Othey a Add
Delete Hew [ gppy ] [ DK
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e B WinGAP

- Personal Property General Information

Account

Enter a ey

Parcel No |EID12- -0040- [] %2500 Manual Labar Exemption

Appraizer Info

i Eat‘?;ntw-
ful raizer
EZ Wal 0 PP
Alternate

)nl:-nt Jewlers

Acct Auditor

/\_| Ext | | Dirl | Unit
maﬂda&c& / |T.'r'l33 St [uad | | Appeals

search.

Process Status

[ Matice
1 Return Filed
[]P.0. Retumned

[ At
Audit [nfo

) [

= District | 01 - County v_l Class | Commercial "'.l
[ Curb/Gutter Aot Origin ™t I:I Business Year I:I Digcoveny Sounce |W'0rc| of Maouth
EuntacQatiun MAICS
BusMo  [(404)256-0900 |
Home Mo [
Fax Mo [ifiis | eyword Lookup
Email: Erter Keyward
[web | Jewel [ Search |
Persan Dwayne Flopl | 332812 Metal Coating, Engraving [except Jewely and Silverwars], and A

33991 Jewely and Silvenware Manufacturing

339911 Jewely [except Costume] Manufacturing

339911 Jewely [except Costume] Manufacturing JEa/FF

339913 Jewelers' Material and Lapidary Work, Manufacturing

339914 Costume Jewely and Novely kanufacturing ble lnwen

339914 Costume Jewely and MNovely kanufacturing

Watch, Precious Stone, and Precious Metal 'Whalesalers
ort

port Invn

aft
| i

Add
#udd
Add
fud
Add
Add

o|lojo|lo|o|lo

x LCancel (]9
| ;\ [ Apph

i) K |
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Il WinGAP - Personal Property General Information - Lakemont Jewlers - 1 of 1

Appraizer Info

Parcel Mo 00z -00di0- [] 42500 Manual Labor E semption
Account EZ T Ealjintry .
ID Number EZVal 0 = ARRIERET 4
: Alternate 3
Business [> ks Acct Auditor
Stree’ { | Diir | | Unit W
¥ After clicking [pe st fuwad | | [ Appeals ) [ Transter ]
¥ oK | F 700 ( DNE | [Transfer ltems |
- ! Clazz : m]
v Commercial w =
the code auto | | | [ Duplicate |
O fills. “Drigin 1 l:l Business Year I:I Discoveny Source |W’ord of Mauth & |
Contact . MAICS
Bus Mo [404)356-8900 |44831 - Jewely Stores |E] Q
Home o L1- Comments
Fax No [ -
Email; |
web Uil |
Perzan Diwayne Flopd

Process Status

[] Matice
[] Retumn Filed

Motice Date

Filing D ate

[JP.0. Retumed Reason

Motice Value

[ At Audit Date

Audit [nfo

[Fagh

Values
Current 0 Mach/Eq/FF 0
Previous 0 [;] Taxable [rvn 0
v | Last Edited 1] Freeport Invn 1] Add
Return ] Boat ]
Penalty ] Aircraft 1] Add
[ Leased Equipment ] Other o Add ]
[ Edit Histary ] [ LCancel ] [ Delete ] [ New ] [ Apply ] [ Ok ]
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Appraizer Info

Parcel Mo - - i
Etﬂﬂ J L] s2500 Manuaﬂ?xemptlon Data Entry
Account # 7 - E | g
| — Acct Appraiser & |
10 Wurnber S I 0 A
L ernate
Buzinezz 1D || akemonl € eCt your >
Strest Mo T reason, CI|Ck & WinGAP - Select Assessment Reasons
Shreet Name | jones Include S Parcel Mumber | goiz. -oodo- Add Custom
Bldg SF 1200 = o | Custom Rsn
and click g |
i = REASON REASOMCODE ”~
Tax District i e
¥ 0K | “N | Added Equipment £,
zing | Invernton Adjusted for any reazon that the assess 18,
Marine Egquiprment Added BA
Mew Owrer NO
Mo Notice MM
OWwMNERSHIP CHANGE PART INTEREST ac
REASSESSMENT RA
to activate the
test pers to zee if the figld iz long enough to ha 0z
Assessment
v
Reason pop up Include Remave
REASON ~
Matice Date i =
Fiing Date | 0341042005 | [
[]P.0. Retumed [ Reazon ] v|
Motice Yalue i J
[ it Audit Date fict |[§ﬂ
Audit [nfa w
| x LCancel v Ok
[ Edit History ] [ Cancel Le — ’ — . — ol —

1* &)

You can alse click the
Chomre ) if gous meed to
wemove a weasen from the
included list.
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B WinGAP - Personal Property General Information - Lakemont Jewlers - 1 of 1

Appraizer Info

1

Parcel No 0o12- -0040- [] $2500 t anual Labor Exemption

[ata Entry
Account # EZ T

Acct Appraizer
1D Murnber EZ Wal ] Aetnat

erhate

Business 1D | akemant Jewlers Aect Auditor
Sheet No 13745 | Ext | | Dir | | Unit
Shieet Name | Jones |T_l,lpe St Quad | |
Bldg SF 1200 Sales S5F 700
Tax District | Tl - Gy v | Class | Commercial w |

[] Curb/Gutter

Contact Information

Bus Na [404)356-8900
Home Mo [ -

Fas Mo [1-

Ermnail:

web Uil |
Perzon

Diwwayne Fland

Process Status

NAICS

v
v
v

[ Appeals ][ Transfer ]

[ DNE | [ Transfer ltems |

Duplicate

Acct Onigin ' I:I Buziness Year I:I Dizcovery Source |W0rd of Maouth

#|

44831 - Jewely Stor

Comm

The Ussessment
now pepulated.

] ]

\\

Moatice Motice Date | » Mach/Eq/FF ]
Return Filed Filing D ate 03/10/2005 Bvious ] Q Taxable [nvn ]
[JP.0. Returned Feazon Returm Made Last E dited 1] Ereeport Irven 1] Add
Muotice Value 0 Return [0 Boat ]
[ At Audit Date Penalty n Aircraft i}
Audit ko [ Leased Equipment ] Other a Add
| EditHistary | [ Cancel | [ Delste | [ Mew | [ apeb ] | QK |

{4

RETURNED MAIL, “No Problem”, track it here.
You can print a list after the weturn wush is cver and
then research as te why it was retuned!
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/‘Uaucanwoetﬁenmtﬁueﬁddo wmaxdtﬁeacwumdppm
the alternate Ucceunt (ppraiser, and the Uccount Uudites.

Ja da this, select from the dwop dewn menu the appraiser|auditor
that you wish to relate this acceunt toe.

Bl WinGAP - Personal Property General Information - Lakemont Jewlers - 1 o

Appraiser
Parcel Na 0012- -0040- [] #2500 Manual Labor Exemption Data Entr
Account # 779 w EZ 't Acctih v .
el raiser
I Number 0 EZVal 0 PR | -
. o Alternate
UsINess Lakemont Jewlers .
Acct Audit .
Stieet Mo 13345 Ext Dir Unit Eet AL lISlI ES
WA Jio ol 1
Street Name | Jones Twpe |5t Guad Petey Feese ]
Bldg 5F Salez SF Steve Bumnette
d 1200 e /a0 Zeus Reese ]
Tax District | gy . Caounty v | Class | fommercial v Fut-ure
[ Cub /G utter Acct Origin T Business ear Discovery Source [ viard of Mauth w
Contact Information MAICS
BusMo  |[404)356-8900 44831 - Jewely Stores (] [
o [ -
Comments
-
J
Dhwapne Flopd
Brad tus Yalues
=N MNaotice Date | ¢ 2 [ Currest i Mach/Eq/FF ]
(=T 4 Filing Date 0341 042005 @ Prewvious n [;] Taxable [rvn 0
[P0 Ren % Retum Made I Last Edited 0 Freeport [rnvr 0
Matice Yalue 0 Return 0 Boat 0
[ Awdit Aydit Date p Penalty n Aircraft 0
Audit Info [ LeasedEquipment | Other ] fAdd
ﬁﬂ [ Edit Higtary ] [ Cancel ] [ Delete ] [ Mew ] [ Apply ] [ QK. ]
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Task 2 Entering Machinery, Equipment, Furniture, and Fixtures from a return.

Bl WinGAP - Personal Property General Information - Lakemont Jewlers - 1 of 1

Appraiser Info
Parcel Hao [[]$2500 Manual Labor Exemption Diata Entr
Account # EZ%'r PO b .
ccl raiser

D Number E2Val 7 Pp Marp Jo Johnzon v

. Altemate Mary JoJohnzon
Business 1D || skemant Jewlers Aot Auditar
Street No 13345 | Ext | | Dir | | Unit Mary.Ja Johrsan
Street Mame | Jones |T}'DB St Quad | |
Bldg SF 1200 Sales SF 700
Ta Districk | 01 - County “ | Class | Carnrercial v |
[] Curb/Gutter Acct Origin Yr |:| Business Year l:l Dizcovery Source | yinrd of Md
Contact Information NAICS
BusMNo  |/404)356-8300 44831 - Jewelry Stores
Home Ma [ .

Comments
Fax Mo -
Email: |
[webun |
Ferson Dhaapne Flopd
Process Status Yalues
Matice Notice Date | » Current i} Mach/Eq/FF i
Feturn Filed Filing Drate 0341042005 | Previous 0 Q Tarable Invn il Add ]
[JP.0. Returned Reason Feturn Made “ | Last Edited i} Ereepart Invn i add
Naotice Walue ] Return 0 Boat i Add

[ Awdit Audit D ate I Eﬂ Penalty 0 Aircraft il Add ]

Audit Info [ Leased Equipment ] Othey 0 Add ]

(Riigh| Gﬂ [ EditHistry | [ Cancel | [ Delete | [ New }! soply | Ok |
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Finot clich, the = | button. After cliching the _*=_| button, all of the

fields are open for data entry. Pricx to. clicking the — = | button, the fields
were guayed aut.

C

Bl WinGAP - Personal Property General Information - Lakemont Jewler
Appraizer Info

Parcel No 0012 -0040- [] $2500 Manual Labar Exemption

Sealtl WinGAP - Basic Cost Approach >

10 Mumnks

Busines D escription I Grp || ear Cost Dizposal: W ale I b

Street N ¥

Street N fer

Bldg 5F Er lterms

Tax Dizh =l
izate

(=0 a

Contacy

Buz Na ] [;]

Harme Md Depreciate All [tems Group Totals Totals |. = o I S I S |
FaxNo Coster [ 0 | [ Photo |

Emai: Itern Desc: | AogYear Group: Y alue Method
Wwheb Ur

Prean Cost: i] Depr: 0.00 Cost Value teah i
Digpozals 0 Func Obs: 0.00 .
oy E o Dbs = Appraiser |Mar_l,l Ja Johnson v|
Metief  GroupBox Add
Retul hfq: Madpear: Book. E
Cro. Model: MNewuzed: Page Add
Type: Serialno: b arket Value il Add
[ At Add

@ Comments:

TH

E dit Histary x Cancel | Mew Delete Apply v 6]
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]

f , the item
appears is this list.

WinGAP - Basic Cost Approach

Description Dizpozalz

Pepair Shop Equipment

From the depreciation
schedule enter all of the
information in regard to

the first item on the
schedule.
See the completed

Group Totals | Totals | 3457 | 0| 691 |
Costkey: ﬂ]
Itern D esc: |F|epair8hu:up E quipmet | Ao ear Group: Yalue Method
Cost: 3457 Depr: 020 Cost Value ©OCost O Market
Dizpozals: n Func Obs: 0.00 Anprai f /
raiser
Econ Obs: 0.an Fr |MEI[_','JDJD|“|I"|SDH/ / v|
GroupB ox
P fi: M odpear: |
M odel: Mewused:
Type: Sernalno:
Caornments:
/
[@ [ Edit History ] X LCancel | [ Mew ] [ gélete ] [ A&ppl Y ¥ 0K
VA

You have to choase the Value
Method that you are going to be
using fox this item. Jf you use Cast
for all of the items, you only have
to click cost once.
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WinGAP - Basic Cost Approach

Description

Pepair Shop Equipment

Cost Dispozals Walue

[ Depreciate All lbems ] [Gn:nup Tutals] Totals

Costkey:

Item Desc:

Cozt:

Dizpozals:

GroupB ox
fg:

M odel:
Type:

Comments:

&

2020

Depr:

. 3457 | 0| 691 |

Phata

| AcqYear | 0 | Group: |2 v| Yalue Method

0.00

Func Obs: 0.on

Econ Obs: 0.00

Appraiser | b amy Jo Johnson

v

Modyear:
Mewzed:

Sernalno:

Book.

Fage
Market Value i

*You Can enter cemments on each asset in this space.™

Edit Histary X Cancel

Mew [ Delete | [ Apply | ¢ OK

Click the __t+_| putton
and repeat the steps
above for each item.
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Nate the item
appears in the list
of assets in the axder

WinGAP - Basic Cost Approach

Dezcription | Grp || Year Coszt | Dizpozalz | Walue |
1988 3457 a 591

Pepair Shop Equipment 5

Fixturesz and Equipment

[ Depreciste &llltems | [ Group Totals | Totals 1 g.454 | 0 | 1890 |
Costhey: 2020 [M
ltsm Desc: | Fistuyres and E quipment | Acq ear |1533 | Group: | 7 | | alue Method
bt

Cost: 5997 Depr: 0,20 Cost Walue 1199 @Cest O
Dizpozals: 0 Func Obs: 0.on ) .

Econ Obs: 000 Appraizer | bary Jo Johnson Clic k:

’ - ¥ oK
[EroupBox TI
fg: % Modyear: Book. ol when
todel: \ Mewused: Page fyou harg
Type: \\ \ Serialno: A Narket 7’ Sl
NN\

Comments: \\\ //

Task 3

=
o

/[ [/
EditHistory | ¥ ﬁé\\ M Defete” | [ Appl | ¥ OK
SN Z

Adding Inventory

You can alse enter detailed infermation for each of the assets. This
additional infexmation can be added in the fields above. Ulsa, should you
chaase to use Market Value, you would enter that value in the field latiled

Market Value.
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WinGAP - Basic Cost Approach

Dezcription

Bepai p Equipment
Fixtures and Equipment Z 1283 5237
[ Depreciate Al Items ] [Grnup Totals ] Totals | 9,454 | 1!9!] | N

Costkey: 2020 Rhels
Itern Dess | Repair Shop Equipment | Acgear 1988 | Group: W alue tethod

Cost: 3457 Depr: 0.20 | CostValue 91 ©fest OMake
Dizpozals: i} Func Obs: 0.o0 p
_ Appraizer |Mary Ja Johnzan b |
Econ Obs: 0.00n

GroupBox

kdfg: I odyear: Boal:

I odel: MNewuzed: Fage
Type: Serialno: Market W alue 1]

Camments:

Edit Hiztom x LCancel | [ Meww ] [ Delete ] l_ Apply ] v Ok |

Georgia Certification Program for Assessors and Appraisers WiInGAP Personal Property & 106



B

Namgatetatﬁetﬁel.’-}wﬁmqmpwtwww staxed. Ftighlight
the picture and Cick on the =" lputton.

Open

= Lookin: | £ 118CANON o 1B |

» Phota
Y alue Method
(&) Cost () Market

v

IMG_1994.0PG

b
Fie name: |IMG_1993.0PG | [ _open | I
J

Tyl Files of type: |"_ipg v| [ Cancel

Co [ Open as read-only

! Edit Higtory x Cancel ] [

Yalue il

ey

1=

e ] [ Delete ] [ 4nply v ok |

Je view the photo,
simply click on the
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Task 2

Adding Inventory

B WinGAP - Inventory

Account i Appraiser || I |
[rwnk.es:

Inventory

Merchandize 0 Warehouzed 0

R aw M aterials i Conzigned 0

Goods in Process 0 Floor Planned 0

Finizhed Products i Spare Parts 0

Goods in Tranzit 0 Suppliez/Packing 0

T axable Farm
Products/Supplies

Livestock

I [ o ]

[ EdtHistory | [ Photo | Total Inventoy [ ||
Freeport Inventory
Groszs County %  Het
F aw b aterialz 0.40 i
Finizhed Goods 0.40
Ot of State 0 0.40
Total

&pplication D ate

X Cancel |[T‘_|

[ o ]

&pplication Pra Bata %5 o000

Delete Apply v ok
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I WinGAP - Inventory

Aocount # I |
[wnbey:

Merchandise 57,245 Warehouzed 0

Faw Materials 0 Corsigred 0

Goods in Process 0 Floor Planned 0

Finizhed Products 0 Spare Parts 0

Goods in Transit 0 Suppliez/Packing 0

T a=able Farm
ProductsSupplies

peestock,

| EditHistory | [  Phoo | Total Tnventory 57,246
Freeport Inventory
Groszs County %  Het
R aw b aterialz 0 0,40
Finished Goods 0 0,40
Ot of State 1] 0,40

Total

&pplication D ate @J] Application Pro Bata % [0 gnon

X Cancel | Mew |  Delete | [ Apply | fc oK |
(-

-
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Il WinGAP - Personal Property General Information - Lakemont Jewlers - 1 of 1

Appraizer Info

Parcel Mo . - i
0oz -0040 | [] 42500 Manual Labor E semption Dats Entry

Account 779 w EZ T Aot Aporsi
el raiser
1D Mumber D EZ Wal 0 PP Mary Jo Johnson v
Alternate v

tary Jo Johnzon

Business 1D || skemant Jewlers Acct Auditar

Street No 13345 | Ext | | Dir | | Unit Mary Jo Johnson b
Shieet Name | jones |T_'r'lJE St Cuad | | [ Appeals ] [ Transter ]
Bldg SF 1200 Sales SF 700 [ LR ] [ Transfer [tems ]

. Future:
T District |D'I - County V| Class |Commercial V| m
uplicate

[ Curb/Gutter et Origin YT l:l Business Year I:I Discovery Source |W’ord of Mauth vl
Contact Information MHAICS
Bus No [404]356-2300 |44831 - Jewely Stores |E] Q
HomeMo [} .
Comments
Far Mo [ -
Ermail: |
web Uil |
Perzan Diwayne Flopd
Process Status Values
I otice Matice Date I [@ Current 59136 Mach/EgsFF 1,890
Retum Filed Fiing Date | n2/10/2005 | G Previous 0 . Tarablelnvn | 57,245
[JF.0. Retumed Reason | NewMachinery ind Equ v | LestEdited | g5g13¢ Ereeport Invn 0
Muotice Walue n Return n Boat 1]

[ At Audit Date Iy @ Penalty ] Aircraft ]

Audit Info [ Leazed Equipment ] Dther 0

[ Edit Hiztary ] [ LCancel ] [ Delete ] [ Hew ] [ Apply ] [ ok ]

We are new finished entering all
infounation for this pexsenal prepedty
scueen stould look Uike the following

scueen shot.
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Entex the data inte the coviespaonding fields below. The fields in
WinGQUSP are designed to mivion the layout of the business pexsenal
propenty retun and the Freepant application.

mnrvie Bl WinGAP - Inventory
& 23 : ] |
IDC:IDunb Account # 7al | \(eppraiser i any Jo Johnson v Meoh v
o) Invnkey: 123 — 3
Business 1D
Sheet Mo Inventory ] b
Shest Mamd Merchandis-e 0 W’arethoused i (T
Blda 5F Raw hdaterialz 1 n Conzigned g DNR ] [Transferltems]
o Goods in Process 0 Flaor Planned ] [ s ]
VaifRLs Finished Products 75000 Spare Parts G000
[ Curb/G Goods in Transit 1 Supplies/Packing 4.000 deertising [Fly.-by's] 7
Contact I Livestack Taxable Farm ]
Productz/Supplies
Bus Mo D Q
Hehe (" EditHistoy | [ Phato] | | Total Inventory 185,000
Fax Mo
Email: Freeport Inventory
@ ‘iuss County %  Met
Persan Fiaw Materisls 1000 11| froo ] 100,000
Finished Goods | 75,000 1.00 75,000
fmcee Out of State 1] 1.00 ] ;
Natice F | s4p0000 [ Edt |
ar T 1?5»:3_9!3' AL n 10000
[]P.O.Re — n 175,000
Application Date | g3,024005 &pplication Pro Rata % (1 gooo| [ - D B
[ At 1] Add
A X Cancel [ Delte ] [ Appb | #| oK 0 Add
|
[Fiagh ﬁﬂ [ ditHistdy | | Cancel | [ Delete || Nev\\ | [ apeb ] Ok |
Raw Materials Freeported Raw Materials Reported
$100,000 $100,000
Clich the Finished Goods Freeported shed Goods Reported
New $75)000 $75,000
, to ory Freeported. Spare Parts Reported
boai $175,000 $6,

Click ¥ _| when you are finished.

entory Reported.
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I WinGAP - Inventory g|

Account # 7o0 Appraizer v | Mam Jo Johhzon w
Irwnk.e 123 Mary Jo Johnson bt
I Mary Jo Johnzon w
nventory
Merchandise ] Warehouszed ] [ Appeals ] [ Tranzfer ]
Fiaw b aterial: 100,000 Consigned i [ DNR | [Transfer lems |
Goods in Process n Floor Planned i} Future
Finished Products 75.000 Spare Parts £,000 Duplicate
Goods in Transit i Supplies/Packing 4,000 = |F'Iane Ldvertising [Fly-by's) ~ |
Livestock Taxable Farm —
0 i I Total Inventory= $185,000
((EdtHistoy | [ Photo | Tatal reentooy 185,000 Total Exemption=$175,000
Freeport Inventory
. RHORST (7 2600 = | eHet Net Taxable =$10,000
Raw Materials 100,000 1.00 100,000
Finizhed Goods 75,000 1.00 75,000
Ot of State ] 1.00 ] —
Mach/Eg 5,450,000
N e
Total 175,000 175,000 f Taxable mn 10,000
Freepart Invh 175,000
Application D ate Eﬁng;m% Application Pro Rata 2 1.0000 Boat 0
Aircraft il add
X Cancel | Mew [ Dielete ] [ Apply ] v Ok I Other 0 Add

[ Edit History ] [ Cancel ] I_ Delete J [ T e ] [ Apply ] [ ok J

( /
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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.
. Enter

Tab
. Click

Dow>

. Delete

Question 2

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

. Drawer
. Folder

. Document
. Cabinet

0O wm>
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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

WIinGAP is a

system also known as CAMA.
. Database management

. Word processor
. Computer assisted mass appraisal

0O w>»

. Computer spreadsheet

Question 7

In WinGAP, the general ownership
information is contained in the ____
__record.

. Account items
. Account

. Owner
. World

0O w>

Question 8

In WinGAP, information concerning
specific items is contained in the _
_ record.

. Account items
. Account

. Owner
. World

OO0 w>

117 &) Georgia Certification Program for Assessors and Appraisers WInGAP Personal Property



Question 9

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

property’'s“__
. Trade-in allowance
. Replacement cost

Fair market value
Retail Selling price

ocowp

Question 10

WinGAP software is designed to
operate on a

. Mainframe Computer

. Enterprise Computer
. Personal Computer

0O wm>»

. Calculator
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When to update MAV and when to leave it ALONE!!!!
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09 HB 233/AP

House Bill 233 (AS PASSED HOUSE AND SENATE)
By: Representative Lindsey of the 54*

A BILL TO BE ENTITLED
AN ACT

1 To amend Title 48 of the Official Code of Georgia Annotated, related to revenue and
taxation, so as to provide for a moratorium period during which valuation increases of
property shall be limited; to provide for legislative findings; to provide for the authority for
this Act; to provide for procedures, conditions, limitations, and exclusions; to provide for

applicability; to provide for related matters; to provide for an effective date; to provide for

o ot b W N

automatic repeal; to repeal conflicting laws; and for other purposes.
7 BE IT ENACTED BY THE GENERAL ASSEMBLY OF GEORGIA:

8 SECTION 1.
9 Title 48 of the Official Code of Georgia Annotated, related to revenue and taxation, is

10 amended by adding a new chapter to read as follows:
11 "‘CHAPTER 5B

12 48-5B-1.
13 a) The General Assembly finds that the citizens and property owners of this state are

14 experiencing a crisis in the reduction of value of tangible property of unprecedented
15 magnitude and that it is in the best interests of this state that immediate action be taken to
16 secure the economic stability of all Georgians. This crisis is having a devastating effect on
17 the economy of the State of Georgia, and this Code section is enacted in order to provide
18 for more effective regulation and management of the finance and fiscal administration of
19 the state and pursuant to and in furtherance of the provisions of Article 111, Section 1X,
20 Paragraph I1{c) of the Constitution and other provisions of the Constitution.

21 (b) In recognition of the emergency situation and fiscal conditions set forth in
22 subsection (a) of this Code section and pursuant to the authority specified in subsection (a)
23 of this Code section, for taxable years beginning on or afler January 1, 2009, and
24 continuing only until the Sunday immediately preceding the second Monday in January,

H. B. 233
)
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09 HB 233/AP

25 2011, a moratorium is declared on all increases in the assessed value of all classes of all
26 subjects of property which are subject to ad valorem taxation property except as
27 specifically permitted under this Code section. The rate of increase of the assessed value

28 of property for county, county school district. municipal. or independent school district ad
29 valorem tax purposes shall not exceed from one taxable year to the succeeding taxable year
30 0 percent except as otherwise permitted in_this Code section.

31 (¢) The limitations of this Code section shall not apply to the correction by local tax
32 officials, pursuant to Chapter 5 of this title, of any manifest, factual error or omission in the
i3 valuation of property. The limitations of this Code section shall take effect on January 1,
34 2010, for anv county which performed or had performed on its behalf a comprehensive
35 county-wide revaluation of all properties in the county in 2008 or any county which in
36 2009 was under contract prior to February 28, 2009, to have performed on its behalf a

37 comprehensive county-wide revaluation of all properties in the county.

38 (d) Nothing in this Code section shall be construed to prohibit the assessed value of
39 property from decreasing.

40 {e) If property or interests therein are sold or transferred, the assessed value of such
41 property for ad valorem tax purposes shall not exceed the most recent value established
42 under subsection (b) of this Code section.

43 () Additions or improvements to property shall be valued for ad valorem tax purposes at
44 ( their fair market valueland shall be added to the owner's valuation amount under this

45 subsection.

46 (g) If property is rezoned, subdivided, or combined with other property at the request of
47 the owner of such property and the use of such property is changed to conform with the use

48 authorized or caused by such rezoning, subdivision, or combination with other property,
49 such property shall be valued for ad valorem tax purposes at iq fair market value.

50 (h) Nothing in this Code section shall be construed to alter or um- v marnner the
51 authority granted to the General Assembly under Article VII, Section I, Paragraph 11 of
52 the Constitution to enact homestead exemptions.

53 (i) The provisions of this chapter shall not apply to real property in any county for which
54 a local constitutional amendment has been continued in force and effect as part of the
55 Constitution which imposes millage rate limitations regarding ad valorem property taxes
56 with respect to real property in such county or county school district unless such local
57 constitutional amendment is repealed.

58 (i) During the period of time in which this Code section is in effect, the commissioner shall
59 continue to examine and review county tax digests as required under this chapter: provided,

60 however, that, in the event a deficiency in the tax digest of a county is attributable directly

H.B. 233
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0 HB 233/AP

61 to the limitations required by this Code section, no penalties shall be levied against such

62 county regarding such deficiency.

63 (k) This chapter shall be repealed in its entirety on the second Monday in January, 2011 g
64 SECTION 2.

65 This Act shall become effective upon its approval by the Governor or upon its becoming law

66  without such approval.

67 SECTION 3.

68  All laws and parts of laws in conflict with this Act are repealed.

H. B. 233
A
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A

Yalues [100%)]

L

A

[EHW

Current 3 Frd FFAY
revious | 3 | Meff(1) | 3 3
b I 3 [ Inwn | 0 0
k&’ Presy 3 Fplrem ] ]
Last Edited 3 [ Boat ] 0 0
Rietum 0 | Plane | 0 0
Fenalty 0 [ Other | 1] 0

HDE Exempt 1] [ Leazed Equiprett ]
Cancel ] [ Delete ] [ Mew ] [ Apply ] [ ]9

[
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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
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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
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