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Overview

The STAR Credit Eligible Report is available prior to school tax bill processing so that the bills for STAR credit
recipients can include the following statutory language:

An estimated STAR check has been or will be mailed to you by the NYS Tax Department. Any
overpayment or underpayment can be reconciled on your next tax return or STAR credit check.

If a registered property owner does not appear on your list, this does not mean they won’t receive a
STAR credit check this year; we continue to approve registrations daily after this report is issued.

Wherever possible, we will issue the report one month prior to the date school tax bills are issued.
The report returns the following fields:

e SWIS code ¢ Mobile home co-op e Property class on last roll
e Property Key e Property Address ¢ Date of Report
e Print key e Names

For the full report, select either Download Report (Text) or Download Report (Excel). For more details, see
How to Access and Download STAR Reports.

What to do next

Use the report to update your files before school tax bills are processed. County staff responsible for database
updates must select municipal transaction files individually.

RPSV4 users, see the instructions beginning on page 2.
Localities that do not use RPSV4 will use the report to update their roll files.

Note: Because tax bills do not include the dollar amount of the STAR credit, you will not indicate whether the
property owner will receive the Basic or Enhanced STAR credit. Therefore, only the 99999 code is necessary
to designate property owners who will receive either the Basic or Enhanced STAR credit.
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https://www.tax.ny.gov/pdf/ORPTS/star-reports-instructions.pdf

Instructions for RPSV4 users

To update the affected parcels, RPSV4 users can use the STAR Credit Update Utility. You will have the option
to select the roll year against which transactions will be applied. Processing instructions are also contained
within the STAR Credit Update user interface.

Prior to adding new marker codes, this program will remove any existing marker codes currently on the
database within the municipality except for mobile homes and cooperative units — you must remove these
manually at the parcel level.

During the update process, any existing STAR exemption on a parcel targeted to have a marker code added
will have that STAR exemption removed prior to the addition of a marker code.

Following the addition of new marker codes, this update program will automatically run a recalculation of
exemptions and taxables within the municipality.

Before running the utility, you must:
e export the RPS Bulk File for Report #8,
e back up your database, and

¢ install all RPS software release updates. (See Real Property System.)

Note: Marker codes for those parcels in a Cooperative or Manufactured Home Park will not be included in this
update and must be reviewed and manually added at the parcel level.
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How to run the RPSV4 STAR Credit Update Utility

1. Select Administration on the Navigation Screen to open the Administration Toolbar.
2. Select Update Programs.
3. Scroll down and select STAR Management, then select OK.
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1. Confism that no users are connecled to the datebase.
2. Backup the database.
3. Select an Update Program:

l STAR Management

PS485 Initialize Site Values
APS915 Sect Village Flags
Sr. Cit & Low Inc Disabled Exemplion
SS Sendy Exemption Update

Note: If you do not see the STAR Management option, verify that your User Update Rights are set for STAR
Management or check with your Security Group Administrator.
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4. Onthe STAR Management screen, select STAR Credit Update. Enter the Roll Year used for levy and
select OK. Select Yes to confirm or No to cancel your chosen levy year.

STAR Management s

Question

Are you sure you want to run the STAR Credit Update on Roll
Year 20207

5. Onthe STAR Credit Update screen, select Import NYSDTF File.

STAR Credit Update X

o\l iiseardediransactions)
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6. Browse to the location where you stored the previously downloaded file, click on the file and select Open.

STAR Credit Update

-~

Desktop
™
Libraries
This PC
Network

<

Type

E Select File X
Look in: I extract Ll & IfF 3~

Name Date modified
w (@ check_RPS_132000_2020 7/31/2019 10:42 AM  UltraEdit [

File name: |check_RPS5_132000_2020 =l ( Open
Files of type: ITert Files (*.TXT) j Lcell

After the file is imported, the contents of the file will appear on the Pre Update View screen. If there is more
than one page, you must select OK to scroll through the list. Selecting OK does not update any data, and if
necessary, you can select Reset to choose a different file or close out of the program without consequence.

The number of parcels on the file is summarized at the end.
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7. If the file appears appropriate*, select OK. You should print and/or save the report as a PSR file because it
will no longer be available after you close the utility.

STAR Credit Update

g SO i ||

Confirmation

Transactions have been successfully imported. Review now
for accuracy before proceeding with the addition of STAR
Credit Check Registration marker codes.

*If the file does not appear appropriate, “x” out of the confirmation message and go back to the Import
NYSDTF File and select the correct file. If you continue to have an issue, contact your ORPTS Customer
Service Liaison.

8. Select Add Marker Codes to update the database.

This update program will add marker codes to parcels listed on the transaction file for the selected Roll Year
and will automatically run a recalculation of taxable values for all parcels in the municipality. The update
program can take from five to thirty-five minutes depending on the size of the municipality.

STAR Credit Update
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9. After processing is complete, a report of the marker codes added will display on the Marker Codes Added
tab. You should print and/or save the report as a PSR file because it will no longer be available after you

close the utility.

STAR Credit Update

g 57 i (o)

NYS Real Property System
County of Dutchess

Town of Amenia

SWIS Code - 132000

Print Key

NYSDTF STAR Credit Check
Registration Report

Roll Year

Marker Code
Added

7063-06-436672-0000
7064-02-559621-0000
7064-02-623731-0000
7064-02-655636-0000
7064-18-469144-0000
7064-18-4780839-0000
7064-18-484181-0000

2020
2020
2020
2020
2020
2020
2020

99999
99999
93999
99999
99999
93999
99999
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If a parcel listed on the imported transaction file is a cooperative building (owner code = ‘P’ or ‘Q’) or a Mobile
Home Park (property class = 416), or has multiple STAR exemptions, no action will be taken and the parcel will
be listed on the Discarded Transactions Report. These parcels should be reviewed and manually updated at
the parcel level if appropriate. You should print and/or save the report as a PSR file because it will no longer be
available after you close the utility. All three report tabs are accessible for comparison.

This program will add a marker code to each parcel where their owner(s) have successiully registered to receive a star credit
check in lieu of a STAR exemption. It is recommended that wou backup your database before running this program.
Qualifying owners of parcels in a Cooperalive or Manufactured Home Park or other parcels with multiple STAR exemptions, will
notbe included in this update; for these parcels verify that STAR exemptions heve been removed from units where successful
registrations have been indicated.
Impoit NT'5DTF File | Add barker Codes | Resel | Save Repoit Frit Fiepart Clos=
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4_] Click 'S ave Repont’ button
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10. To process another file for a different municipality, select Reset, and choose the new file.

Example. The image below is a sample of a parcel where a marker code has been added. Note that the
marker code has no value and the Taxable Values for School and Schl after STAR are equal.

353333 STARCkB
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