
PROPERTY TAX EQUALIZATION QUICK HELP SHEETS 



HOME SCREEN 

The home screen provides access to the 6 major func ons of the Equaliza on System; 

‐VERIFY‐This is where the majority of func onality in the system resides.  Here you can view and verify real estate transac on records.  

‐QUESTIONS‐Loca on where users can respond to DRA ques ons regarding verified transac ons.  Note: When the green no ce “Pending Ques ons Available” is displayed , 
new ques ons have been posed to the user. 

‐RATIO STUDIO‐Loca on where users can perform Ra o Studies and view results. 

‐REPORTS‐Loca on where all reports can be viewed from.  Please note reports can be downloaded as PDF, MS Word and MS Excel 

‐SETTINGS AND PROPERTY CODES‐Loca on where users can enter general informa on about the municipality.  Municipal Administra ve users can create subaccounts from 
this loca on 

‐UTILITIES‐Loca on where users can upload municipal CAMA files 



VERIFICATION SCREEN‐STEP 1 

Verifica on Step 1 is the ini al process in verifying real estate transac on records.  All transac on to be verified by the municipality are displayed in Verno  order.  Basic infor‐
ma on is presented from the County Registry of Deeds Grantor/Grantee Index and PA‐34 forms (when available).  To select a record to validate click the green arrow bu on to 
the le  of each record.  

Sor ng Columns‐Are sortable in ascending and descending order by selec ng the arrows at the top of each field.  

Searching for Records‐The search field in the upper right hand corner will query all records for the criteria entered.  It is not necessary to qualify your search with the type of 
item you are searching on.  

Changing Views‐In addi on to records ready for verifica on, users can view  Verified Records, or Pre‐excluded records.  Pre‐excluded record exclusion criteria is listed in the 
frequently asked ques ons. 

 



VERIFICATION SCREEN‐STEP 2 

Verifica on Step 2 is the process of correla ng the real estate transac on to a specific record(s) in the municipali es CAMA data.  This process allows the system to prepopu‐
late CAMA and land use code informa on. 

CAMA Matching‐The system uses a series of algorithms to find the best possible match for the transac on in the CAMA database.  Matches are ranked in the rightmost col‐
umn.  To select a CAMA record simply select the checkbox to the le  of the record and select the next bu on. 

 

Selec ng Mul ple CAMA Records‐To select mul ple CAMA records for a mul ‐parcel sale select the desired records by clicking the checkboxes to the le  of each record.  Then 
click the blue text below the CAMA records screen that  reads “Add selected Cama Record(s) to Sale”.  The records will appear in the panel below.  When the correct records 
have been chosen select the next bu on. 

 

Manually Loca ng a CAMA Record‐If the correct CAMA record does not appear in the table, users can search by either the Owners Name or Address  in the search bar at the 
top of the screen. 

 

  



VERIFICATION SCREEN‐STEP 3 

Verifica on Step 3 allows users to enter cri cal informa on about the property; Assessed Value (current and previous year), Selling Price, Land Use Code(s) and Current Use 
informa on.  Addi onally users can make notes about the sale.  Values displayed on this page are pre‐populated from deed and CAMA informa on.  Users can overwrite any 
values that are pre‐populated.   Once all informa on about the sale has been entered and exclusion codes have been selected (if applicable) select the next bu on. 

Exclusion Codes‐Users have the ability to add up to two exclusion codes for each transac on.  Some codes require explana ons, if one of these codes is selected and addi onal 
comments are not added the system will not allow the user to move forward with the process. 

Mul  Parcel Sales‐If a mul  parcel sale the assessed value displayed will be a summa on if the selected CAMA records. 

 

  

 



VERIFICATION SCREEN‐STEP 4 

Verifica on Step 4 allows users review the informa on that has been entered about the transac on and provides an opportunity for the a achment of documents and photos.   
If the users has no a achments, simply review the informa on and select Finish.   

 

Please note that once the process is finished the records are held in a “bin” that allows users to edit them prior to releasing to DRA.  A er selec ng the Finish bu on users will 
be brought back to Verifica on Step 1. 

A aching Documents and Photos‐To a ach documents and photos: 

1.  “Choose File” bu on which will allow users to browse there computer for the desired file. 

2. A er browsing for the correct file and selec ng “open” the file name will appear to the right of the “Choose File” bu on. 

3. Provide a short descrip on of the file you are uploading.  Please note that files cannot be uploaded without a descrip on. 

4. Select the upload bu on to complete the process. 

 



FREQUENTLY ASKED QUESTIONS 
Home Screen 

Q: How do I toggle between Equaliza on Years 

A: Select the desired year from the pulldown menu at the top of the screen  

 

 

Q: What is the dashboard telling me? 

A: The dashboard is designed to give users a quick view into how many total records 
need to be verified.  The quick view progress bar is an easy graphical indicator. 

Q: Below the Verifica on descrip on is says that there is an “Ac on to Complete Verifi‐
ca on and Release to DRA”, what does this mean? 

 

A: This is an indicator of sales that have been verified but not released for DRA to re‐
view.  Selec ng the text will release any verified records to DRA.  This should only be 
selected when the users is finished with the verifica on process. 

Q: Below the Ra o Studio Descrip on there is a “No ce: Final Ra o Study Report Avail‐
able”, what does this mean? 

 

 

A: This indicated that the DRA has prepared the final ra o study for the municipality. 

Verifica on Screen 1 

Q: How do I view pre‐excluded Sales? 

A: To view pre‐excluded sales go the “View” pulldown menu and select show only pre‐
excluded. 

 

 

 

 

Q:  What criteria is used to pre‐exclude sales? 

A: Sales are pre‐excluded if they have no considera on or minimum considera on.  
Addi onally the following deed types are pre‐excluded: CEM DEED,COLL 
DEED,COMMISNRS DEED,CON EASE,CONFIRM DEED,CONFIRM DEED ETC,CONFIRM 
FORECLOSE,CONFIRM QUIT,CONSRVATN EASEMENT,CORR DEED,CORR FID DEED 
ETC,CORR FORECLOSE,CORR MFG HOUSING,CORR QUIT,CORR QUIT ETC,CORR QUIT‐
CLAIM,CORR WTY,CORRECT QUITCLAIM,CORRECT WARRANTY,DEED RELEASE,DEED/
UN MTGE,EASE,EASEMENT,EASEMENT & AGREE,EASEMENT AGRT,EASEMENT 
DECLARATN,EASEMENT ETC,EASEMENT RELEASE,EXR DEED,FID & QUIT,FID & QUIT 
ETC,FID DEED,FID DEED ETC,FIDUCIARY,FORCLSRE,FORE DEED,FORECLOSE,FORECLOSE 
ETC,LICENSE,NOTICE CONDEMN,NOTICE LEASE,NOTICE OF LEASE,NOTICE OF TRANS‐
FER,R OF WAY,REFUND NOTICE,REL DEED,RELEASE DEED,R ELEASE EASE‐
MENT,RELEASE R O W,REVENUE NOTICE,RIGHT & EASEMENT,SELECTMAN DEED,TAX 
DEED, TAX LIEN,TAX REDMT,TR DEED,TRUSTEES DEED 

 

Q: How can I search for a specific verno? 

A: To search for a specific Verno simply enter the desired value in the search bar  

 



FREQUENTLY ASKED QUESTIONS 
Verifica on Screen 3 

Q: The sale price listed is not correct, why? 

A: Sales prices are calculated from the tax stamp amount reported from the registry of 
deeds.  This is a rounded value, so the back calcula on of sales price can be slightly off 
from the actual value. 

Q: Why is the previous year assessed value is listed as $0.00? 

A: This is most likely do to not having a previous years CAMA export for the municipali‐
ty.  As long as data is provided to the Mosaic parcel map project moving forward the 
issue should not occur again. 

Q: How is the state property code determined? 

A: The correla on from local land use code to state land use code is conducted 
through a series of algorythms.  If the coding is not correct, please inform a member of 
the project team. 

Q: What is a special code? 

A:Special codes are used by some municipali es for special assessing districts.  They 
are not common. 

Q: Which exclusion codes require an explana on? 

A: The following exclusion codes require an explana on; 21, 25, 47, 52, 56, 66, 67, 68, 
69, 70, 77, 89, 99. 

Verifica on Screen 2 

Q: What if the matching does not provide the correct CAMA record(s)? 

A: If the correct CAMA record does not appear in the match list,  you may manually 
search for it by the owners name of the physical loca on. 

 

 

 

 

 

Q:  How can I manually select CAMA records? 

A: Follow the process outlined above for searching for a record. 

Q: What does the rank mean? 

A: The rank is an indica on of the likelihood the system has found the correct record. 

Q: How do I remove selec ons from the mul ‐parcel selec on? 

A: If you would like to remove records from the mul ‐parcel selec on tool click the red 
bu on with a white “X” to the le  of the record. 



TIPS & TRICKS 
Keyboard Shortcuts 

The system has a number of keyboard shortcuts to minimize the me to validate each 
record.  Shortcuts are ac vated by holding down the alt key and pressing another key 
as indicated below: 

 
NEXT: Alt+N                                BACK: Alt+B 

 
SAVE AND LAST: ALT+L 

 

SAVE AND NEXT: ALT+S 
 

On Verify Step 3: 

Current Year Assessed Value: Alt+1 
Previous Year Assessed Value: Alt+2 
Selling Price: Alt+3 
Property Code: Alt+4 
Modifier Code: Alt+5 
Special Code: Alt+6 
Current Use: Alt+7 
Current Use Value: Alt+8 
Notes: Alt+9 

Reviewing Validated Records 

To quickly view validated records follow these steps: 

1. Go to verify  

2. On screen 1, change the “View” to  “Show Only Verified” 

3. Select a verified record, which will bring the user to Verify Step 3 

4. User can review the entered informa on about the sale 

5. To move to the next verified record select the  “Save & Next Sale” bu on 

 

 

No fica on Pop‐Up 

Users are prompted to update informa on about their municipality on a regular basis.  
The pop‐up window below will con nue to appear un l  informa on is updated. 

 

 

 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


