
To	Print	a	List	of	Municipal	Sales	
1. On	the	home	tab	select	your	desired	town	and	equalization	year	(Careful	as	

EQ	year	defaults	to	current 	calendar	year)	

 

2. If	you	have	questions	which	need 	to	be	answered 	you	will	see	a	green	notice	
under	the	questions	section.	Click	continue	to	the	right	of	questions	–	or	
click	on	the	questions	tab.	

 

3. You	will	see	a	list	of	questions	showing	the	verno	number,	book	page, 	and	
date	of	the	question.	Click	anywhere	on	the	question	to	expand	it. 	To	
respond	to	the	question	click	the	“add	reply”		link,	type	your	response	and	
click	save	in	the	lower	right. 	Your	response	will	instantly	be	available	to	
DRA.	

 

 

Select Equalization Year



4. To	view	the	sale	that	the	question	is	referring	to	click	the	“Sale	Record”	
Link	on	the	right	side	of	the	screen.	

 

5. Note	when	you	are	finished	answering	your	questions 	you	must	re‐verify 	
the	sales	which	had	questions.	To	do	this	simply	go	to	the	verify 	tab, 	click	
on	the	green	arrow 	link,	and 	click	next	through	making	any	changes	
necessary	per	the	questions.	This	process	is	the	same	as	you	did	when	
initially	verifying	the	sale	except 	all	information	is	auto‐filled.	

 

6. Once	all	sales	are	verified	click	the	release	link	on	the	home	screen	

 

 

That’s	It!	


