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Instructions for New Year Calculations
Last updated: 
Please do not attempt the Calculations without the latest version of TaxAdmin. 

***If New Year Calculations are not done at the same time that the Year End process is done, please back up the tax database before beginning New Year Calculations.
_____Backup Create by: _________________Path:_____________________________________
_______________________________________________________________________________
_____1. Set Tax Unit Rates For the New Year
_____ a. Open TaxClient. At the top menu, click Maintenance\TaxUnits.
 
Highlight a Tax Unit, and then click the Rates tab. Enter the New Tax Year rates.
***If the Year End process has not been completed and the new year does not display, please follow the document called Calculate New Year Taxes Without Rolling to the New Year. Contact Spindlemedia for this document.
***If the Year End process has been completed, the new year will display with an entry for both I/S and G/O.  Highlight these, one at a time. Click Edit, then enter the new tax rate, and click Save.

Do not proceed until current year rates have been added. 

_____ b. Confirm Tax Rates are complete and correct.

_____ c. If there is a Sales Tax Savings Rate (33.01) click the Year tab. Click Edit, then enter the 

33.01 Rate. Make certain that the Collection Type is “Tax Collecting Entity”.
_____2. Stop Web Site Payments, Close All Batches, Confirm All Users Are Off the System
If this process is done at the same time as Year End, these steps should already be done.

_____a. Shut down websites that post directly to TaxClient Batches. Contact Spindlemedia for 

assistance.
_____b.  Close all batches (Both Web and batches created in-house). 
_____c. Confirm that all Users are off the system.
______________________________________________________________________________
_____3. Calculate Taxes
_____a.  Open TaxAdmin.  Log in to TaxAdmin, using a login with dbo privileges. If the logon used does not have these privileges, an error appears. Use the “sa” logon id and the password used with it. Please do not advance to this step until all new current year values and all tax rates have been loaded. Click Year End Processing. Tax Load popup will open.
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Select Cert Tax Load Preparation button.
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At this point you are going to want to verify each step by the Red circles.  Going in order for each step if you see a red circle select the button and verify the information. For most of these will require the individual processing the New Year to input their initials and will state the report to run and the information to input. (Be sure in continuing to come back to Tax Admin to continue each step to stay on track)Note the Levy will not appear until step 6.
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When you select the Roll Tax Unit Data To 2017 button red arrow, you will have this popup with the blue arrow just select ok. 
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When you select Loaded certified Data red arrow, this popup with the blue arrow fill in the user initials and enter the grand total taxable from the tax roll summary when the certified data was entered then select complete. 
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In Step you entered the Tax Rates now is a good time to double check them.  When you select verify new tax rates button red arrow, this popup opens type in the user initials and select complete.
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When you select verify tax roll summary taxable red arrow, then the popup will open.  Enter your initials and enter the grand total taxable from the tax roll summary from the certified data.
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This step should already be complete as it was step two, if you do not have a website go ahead and select yes.
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_____b. Click the Calculate Taxes button. On the popup, click the Calculate Tax button for all

 units.
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_____c. At this point, go to Report Manager and run the Tax Roll Summary. Take the Taxable 
and multiply it by the Tax Rate, then divide by 100. That number should equal the Total Levy If it does, move on.  If freeze figures are available, sum the levy and the freeze. These should match the calculated figure. There may be a tiny rounding difference. Contact Spindlemedia if this is not a reasonable figure. (Tax Roll Summary total Levy)
IF THESE FIGURES DO NOT MATCH,
STOP HERE AND CALL SPINDLEMEDIA.

_____d. If the numbers match, click Create Current Year Starting Balance.

[image: image11.png]3 Tax Load Preparation Steps

Tax Year Preparaton Status

Working TexYear — [o017 E Curtent Taxear: 2016
Roll Tax Unit Data To 2017 (0372172877 10704:36 AM tassupport

(2) Loaded Cerifiad| & Verify / Confirm Completion of Steps

() Verity New Tax | | Confimationof Step erfy V7D Summary New Vear Safing

IR o[ viex ik Levy
\ User nitisls
(4) Verify Tax Roll Summal

Enter Calc Stat Levy
(5) ShutDown /(10) Restar EterCaestay

(8) Calculate Next Years Taf | | | have completed the stated step  veifisc any totas, and am ready o move.
Set Starting Balan tothe next step

(7) Verity Tax Roll Surm

(8) Verity starting balances on YTD Summary [ToBe Completed

(9) Move Frozen (create Adjustments) [ToBe Completed

NOTES

Completed Conpleed
Started e
Not Yet Started





_____e. Once the balances have been created, run the Year To Date Summary and match it back 
to the Tax Roll Summary. In addition to this check, please contact Spindlemedia immediately, if the Calculated Balance does not equal the Actual Balance. Do not continue until this issue is resolved. Spindlemedia will require these reports.
_____f. Run a Penalties Detail Report for the new tax year. If this report has no entries, or the 

data is not what is expected, stop and call Support immediately. Calculation of Penalties 

has been added to this function, and no longer exists as a separate step. Spindlemedia will 
require this report.
_____g. For those who have real time credit card payments on the web, reset the WebPay year 

configuration. If this setting is not updated, the current year does not appear on accounts 

to be paid. Call Spindlemedia for assistance.
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In the main Tax Admin select Fiduciary rollover, and then select yes.

_____5. Fiduciary Rollover
If TOMortgage Mortgage Request Files are used, the Fiduciary records are updated in that process. If this is not used, consider using Fiduciary Rollover. This will add the Fiduciary record from the current year to the new year. This button is not in the New Year Calculations. 
Check the Fiduciary in TaxClient. Only those with Move Fid [ ] checked will roll. Unchecked, the fid will not be included in the rollover.
_____a. Click Fiduciary Rollover. This will move all pertinent data regarding frozen accounts
and accounts with fiduciary cross reference records forward (for fids, the “move forward” check box in the fiduciary section must be checked) to the New Year. Once you have rolled them forward they can be edited for current year changes.

***Note:  Steps 4 and 5 - In rolling Fiduciary accounts and Frozen accounts, please understand that it takes the data from last year and rolls it to the current year. If there are any accounts that no longer qualify for Frozens, or have a new Fiduciary, they must be manually edited.
6. Reapply Escrow 

Escrow payments and MH Escrow Payments created on the current year can be moved to
the new year with this application.  
A note about Correspondence Records: If this process is run prior to the October Billing, many accounts will be paid in full and will not receive an October Statement, saving the print cost and postage. As a result, no Correspondence record will be on the account for the billing. If the transfer results in a partial payment, the Correspondence record will only reflect the remaining amount due. If local policy set by Auditors requires the October Statement to reflect full amount due prior to any payments, this process may be run after the October Billing is created and Correspondence records set. As always, the Account/Payment History will document this transfer.
If this process is not done at this time, please initial the option to that effect.
This process is fully detailed in the document “Escrow Transfer Program”. Please read this document before attempting a transfer.
1. Reapply Escrow to be performed as part of the New Year Process:
_____a. Run a Receivables By Date Range for 1/1/1900 through the current date for either 

Escrow or MH Escrow. This is the only opportunity to get this data in its current form! 

Check this report.

_____b. Open a Reapply Batch and note the number.
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In the main Tax Admin select Reapply Escrow button. If you collect escrow for both MH and non-MH you will need two reapply batches and complete this for both. 
_____c. Enter the Current Tax Year, (the new year where the escrow money will be posted to the 

current year levy). Enter the Escrow Year (the year the receivables were created.) Enter 

the Reapply Batch number. Enter the Receipt date. Please check this carefully, this date
 will be used as the 

receipt date of all payments posted to Levy in the current year. Finally select either Escrow or MH Escrow to move. Click the ReApply button. 
_____d. Rerun the Receivables by Date Range for 1/1/1900 through current date. All the positive
 escrows will have negative amounts with a few exceptions. These are detailed in the 
above mentioned document:

Or  2. Reapply Escrow to be performed after the October Billing:

_____a. Reapply Escrow will not be performed at this time. 
_____7. Refresh Owner Deferral Flag
Some appraisal districts send deferral information. If a Start Deferral date (with no End Deferral date) is added, this process will ensure that the D flags are appropriately place on the account. 

Note:  The procedure tests for an open deferral, then places a D on the account if the condition is found. This process may be run as often as deemed necessary, after supplements or manual changes as well as the certified load. This process is fully described in the document “Refresh Owner Deferral” 
_____a. Click the Refresh Owner Deferral Flag button, the Owner Deferral Refresh screen
 appears.
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_____b. Click the Refresh Owner Deferral button. “Processing…..” appears. Upon 

completion, “Processing…”  becomes “Finished” and a Tax Admin popup states that the 

process is complete. 
_____c. Click the OK on the popup. Click the Close button on the Owner Deferral Refresh 

screen and return to the New Year Calculation screen.

_____8. Update All 313 Accounts for the New Current Year

_____a. Confirm and document all 313 Economic Development Accounts with the Appraisal

 District. (Taxunits, Values, Exemptions, Levy, etc.)

_____b. Add the information to the current year. Call Spindlemedia for assistance if needed. 

_____ c. If this task is not done at this time, initial one of the following:


_____i. No 313 accounts exist


_____ii. 313 accounts exist but will not be updated at this time.

_____9. Rolling Stock Value Adjustments

_____a. Update Rolling Stock Value Adjustments 

_____b. If this task is not done at this time, initial one of the following:


_____i. No Rolling Stock accounts exist


_____ii. Rolling Stock accounts exist but will not be updated at this time.

_____10. Timber 78 Values Adjustments

_____a. Update Timber 78 Values Adjustments
_____b. If this task is not done at this time, initial one of the following:


_____i. No Timber 78 accounts exist


_____ii. Timber 78 accounts exist but will not be updated at this time.

_____11. Restart Website
Very Important: Please ensure that the new year receivables are visible on the 
website. Contact Spindlemedia for assistance.
Please sign and fax a copy of all pages of this form and all requested reports to Spindlemedia at 972 538 3751. 

If a scan is used, e-mail it to this address: Support@Spindlemedia.com. 
If you have any questions, or you need a dbo password, please contact Software Support at 972 538 3750 (toll free 800 395 0561)
 New Year Calculations complete by:_______________Date:______________
Please send these reports with this signed form:

Final YTD Summary

Tax Roll Summary

Frozen Acct by Acct 

There are other reports in use in this process, if any assistance is required, please send the report requested in the section.
