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Document Structure

The Department of Housing & Community Affairs (DHCA) appendix is an extension of the TAS
Operations Guide. The appendix describes TAS-related business rules, system functions, and
roles and responsibilities for DHCA. For a high level overview of content provided in this
document, please refer to the TAS Operations Guide.

Roles & Responsibilities

DHCA offers programs and services that prevent and correct problems that contribute to the
physical decline of residential and commercial areas. DHCA also enforce the local housing code
to ensure existing housing is maintained in a safe and sanitary condition. In the case of a
neglected property, DHCA will perform a variety of services (such as lawn mowing & trash
disposal) for which they bill the property owner. In the event the owner fails to pay the bill, the
DHCA charge is levied on the current annual tax bill and subject to collection through the annual
tax lien sale.

As a key contributor in the tax billing processes, DHCA is responsible to provide the
Montgomery County Department of Finance (Division of Treasury & Division of FIN-IT) with
property charges related to the aforementioned services.

Additional Notes: Exceptions to this service are City of Rockville, City of Gaithersburg, and
commercial or owner-occupied properties in Takoma Park.

General Data Flow

The process by which DHCA contributes data and provides updates is facilitated by the TAS
Graphical User Interface (GUI). The TAS GUI allows DHCA users to log, review, validate,
process, and update charges throughout the levy year. Any DHCA transactions that occur since
the last billing will be processed on the monthly revised bills.

General Activity Flow

Tax activities begin with an annual tax bill which is produced at the beginning of a Levy year.
During this annual billing process, all real properties are billed for the annual State, County and
Municipal taxes. Fees and charges applied by other contributors are included as well.

There are revisions to Real property tax bills that occur during the Levy year. The Department of
Finance receives these as contributors make updates using the GUIs or batch file uploads. DHCA
updates data throughout the levy year to be included in revised bills. The last update of each levy
year is completed by the agreed upon date established with the Division of Treasury.
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Monthly Activities

DHCA generates transactions at the beginning of each levy year along with revisions (i.e.
changes or new charges) on a monthly basis. These revisions are processed into monthly revised
bills.

Additional Notes:

e Charges on the annual bill are not carried over from previous levy years.
e Additional charges to the same account in the same levy year must be added (cumulative) to
the amount of the original charge.

Sample Case

If DHCA has three $100 charges in a given levy year as they are processed in new TAS during
the year the transaction activity is as follows
a. Transaction #1 - Add the first $100 charge to the account
b. Transaction #2 — Modify Transaction #1 to change amount from $100 to $200.
c. Transaction #3 — Modify Transaction #2 to change amount from $200 to $300.

There is no linkage between how DHCA accounts for their payments internally so the amount
would increase during the year to account for the new charges as they occur.
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Handling Operational Issues

User issues generally fall into four major areas.
Contributor infrastructure issues
Extract issues
- Input issues
- General Operational issues
Each of these issues has a unique set of characteristics and requires specific troubleshooting and
resolution.

Contributor infrastructure issues

Should the contributor use their own FTP server, the physical environment must be available
when the County ESB needs to download or deliver a file.

The passwords and access must be correct and the files being picked up need to be in the specific
location with the correct naming convention. Should any of these not be the case, the County will
not be able to retrieve or provide data to that environment.

Extract Issues

When an extract is created, the contributor will receive a notification which includes a link
providing the location of the data.

Bad Data

The only category of error is bad data in the file. As TAS is creating the extracts there should be
no issues. However, if data becomes corrupted during the process, the files could contain bad
data.

FIN-IT will work directly with the contributor and their technical resources to resolve these
issues. Extracts are formatted with specifications from contributors. Therefore there should be no
file with bad data unless it was corrupted in the process of creation. In that case, the new file
would need to be created and then sent to the contributor.

Input issues

There are two major conditions which cause upload issues: (1) There is no file upload or (2)
During the process in which ESB applies the TAS Business rules against the data content, the
file is found to contain bad information.

No File
The ESB jobs will indicate when there is no file. Because the ESB jobs are triggered on the
presence of files, they will remain in continual wait mode.

If there are issues with loading the files, FIN-IT will receive notification and contact the
contributor to identify and resolve the issue.

Bad Data
Bad data in the file can be detected in two areas:
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(1) When the ESB transports files from the source to the staging tables of TAS where
business rules are applied. The contributor, FIN-IT, and Treasury will receive a success
or failure notice indicating the status of the data load.

(2) When TAS processes data from the staging tables and applies the business rules
associated. The business rules dictate whether the data will be saved in the TAS database
or rejected. Contributors are required to enter new data to replace that which is rejected.

If there are errors in the file, it will be returned to the sender for correction. Depending on the
rule being applied, TAS will either reject the file entirely, or it will ingest error-free data and
return the remainder to be corrected.

Should there be a failure indication, FIN-IT and the Division of Treasury will be notified. FIN-1T
will coordinate with the contributor to resolve the issue.!

General Operations Issues

There are a number of general areas where contributors may need assistance. These are
generally centered on items such as access, log-ins, passwords, user set-up, etc. Should a
contributor have issues in these areas, they should contact the MCG Help Desk at 240-777-2828.

TAS users who do not work for Montgomery County Government must have an Active
Directory (AD) account in order to receive support from the MCG Help Desk. In the case that a
new employee (internal or external) requires an AD account for access to TAS, the MCG Help
Desk must be notified. The same process applies if an employee no longer requires access (for
example, if they transfer to a different position, terminate employment, etc.).

! This rule does not apply to DEP SWS, DEP Storm Water, DHCA, & WSSC. These contributors will be responsible
to handle the issue independently.
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Navigating the DHCA GUI Screens
The DHCA interface is focused on viewing property and managing charges.

The GUI allows users to view previous charges per levy year, manage charges for current and
previous levy years, and view pending revised bills. DHCA users will also have the ability to

view property assessments.

1. Access the MCG ePortal at:

Logging In

2. Enter your user name and password.

3. Click Log In.

Welcome to Montgomery County, Maryland - Single Sign On

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

User Name:

Password:

Change My Password

access

application portal

==

4. Select Tax Assessment System from the Apps section.

All Apps Featured Internet MCG Apps
My Favorites
Your favorites will be here. 1550
Mext time you visit to your apps page, please
clickon iy Add to favarites. to include the 210
app to your favarites’ list. {
433
169

Top-5 Apps
Most Visited
Employee Self-Service

Information Security Awareness
Training

AccessMCG Self-Service
Welcome!

Tax Assessment System

Acdinity Calendar

Friday, 14th February
I 7:00 pm: ERP Weekly Backup

Thursday, 20th February
All Day: MCTime Due

Friday, 21st February
All Day: MCTime Due

I 7:00 pm: ERP Weekly Backup

Friday, 28th February

I—J.r\n = EDD Mo oLl Do oL,
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Home Page

DHCA staff will launch all activities from the TAS Home Page. The home page houses a TAS
system overview, data contribution status indications for annual billing, agency contact
information, and a batch job overview.

W MCG TAX ASSESSMENT SYSTEM -TEST

Home View Property

Homa Page

Real P Tax Annual Billing Dashboard
SDATON Annual Fie STMD SDATO2 Homeowner Credt STMOD -
State Parking Exempiion Data STMD I CcF Storm Water Data DEPS
DEP Refuse Charge Data DEPR I 'ssc Charge Dais WSSC _
Rockville Storm Water Data ROCK I  FRockeite Special Charge Data ROCK [ ]
Gatthersburg Storm Water Data GATH I oHchCharge Daia DHCA [
Bay Restorabon Charge Data TRSY I seccil Charges Daia TRSY |
Special Credits Data TRSY I Vortoeoe Companies TRSY [

.J Ready g Mot Ready

Batch Job Oreenview

Agency Contact Information

Figure 1 - DHCA Home Page
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Batch Job Overview

The Batch Job Overview table provides an overview of the daily, monthly, bi-monthly, quarterly,
and annual batch jobs that are scheduled to run. The information includes the batch code, name,
category, agency, and run frequency. The email groups listed in the table will receive a
notification upon success or failure of the batch job.

Batch Job Overview

Total: 15

Batch Code Category Agency

i SDATO - Real Property TAX Annual Biling RPTAX STMD An
02 SDATO1 - Real Property TAX Monthly Revised Biling RPTAX STMD Mol
03 SDATO - Real Property TAX Monthly Update PPTAX STMD Moy
04 SDATO1 - Real Property TAX Manthly File Export RPTAX STMD Mo
05 SDATO4 - New Construction RPTAX STWMD Qu
06 SDATOZ - Home Owner Credit RPTAX STMD Bi-
07 SDATOI - Personal Property Tax PPTAX STRD Bi-
08 PU - Public Utility PUTAX TRSY Diail
09 DEP Solid Waste Charges RPTAX DEPR Dai
10 DEP Storm Water Charges PPTAX DEPS An
11 WSSC Charges RPTAX WSSC Qu
12 Real Property Tax Special Charges RPTAX TRSY An
13 Lenders RPTAX TRS5Y An
14 Real Property Tax Special Credit RPTAX TRSY An
18 SDATO1 - Real Property TAX Rollowver RPTAX STMD An

Figure 2 — Batch Job Overview
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Real Property Tax Annual Billing Dashboard

The Real Property Tax Annual Billing Dashboard serves to display a “Ready” or “Not Ready”
status for each data contributor during the annual billing process. Once a contributor’s data is
ready for processing, they will simply click on the red button next to their agency name. The
button will turn green to indicate that the data is ready for processing.

Home Page

Real Property Tax Annual Billing Dashboard

SDATO1 Annual File STMD I sDAT02 Homeowner Credit STMD
State Parking Exemption Data STMD - DER Storm Water Data DEPS
DEP Refuse Charge Data DEPR I /sscC Charge Data WSSC
Rockville Storm Water Data ROCK I Rockiille Special Charge Data ROCK
Gaithersburg Storm Water Data GATH I DHCA Charge Data DHCA
Bay Restoration Charge Data TRSY - Special Charges Data TRSY
Special Credits Data TRSY - Mortgage Companies TRSY

jReady jNot Ready

Batch Job Overview

Figure 3A - Data Contribution Change Indication — Before

Home Page

Real Property Tax Annual Billing Dashboard

SDATO1 Annual File stuo [ SDAT02 Homeowner Credit stvo [N
State Parking Exemption Data STMD - DEP Storm Water Data DEPS

DEP Refuse Charge Data DEPR I \/sSC Charge Data wssc 1D
Rockville Storm Water Data ROCK I Rockiile Special Charge Data ROCK [ ]
Gaithersburg Storm Water Data GATH I 0HCA Charge Data DHCA [
Bay Restoration Charge Data TRSY - Special Charges Data TRSY -
Special Credits Data TRSY - Mortgage Companies TRSY -

JReady jNot Ready

Batch Job Overview

Figure 3B - Data Contribution Change Indication — After
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Agency Contact Information

The Agency Contact Information table provides each agency name and code in addition to the
names, email addresses, and phone numbers of primary contacts from each group.

Batch Job Overview

Agency Contact Informationt

Total: 11

Agency Code Agency Name First Hame Last Hame Phone
DEPR MC - DEF Refuse WMelissa Molin
DEPS MC - DEP Stormwater Wicky Wang
DHCA MC - DHCA

GATH Gaithersburg

WMCDT WMC - Department of Transportation

MGIS MC - GIS

ROCK Rockville City

STMD State of Maryland Ay

TEPK Takoma Park

TRSY MC - Treasury Phavane

WS5C WSSC

Figure 4 — Agency Contact Information
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View Property

The View Property screen is an inquiry screen available to all TAS users. From this screen, users
can look up information for a given property to include: record information, mailing address,
legal description, premise address, cycle data, prior assessment year, and more.

View Property

Search By

Account#: l:l Lewy Type: |- Select - v Levy Year |- Select - V| ‘ Search || Cancel |

Privacy Policy | User Rights | Accessibility | Disclaimer

Copyright 2002-2014 M ymery Col wernment All Rights Reserved
Bestviewed with |IE 7.0 and higher

Figure 5 — View Property
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To Search for an Account
1. From the View Property screen, enter a eight digit account number into the Account Number field.
2. Click Search. *To clear your search and start over, click “Cancel”—

View Property

Search By

.. |[oooo0011] x| ey Levy
Account# T}fpie Year - Select - v | Search | Cancel

In this example, upon searching for Account #00000011, a table populates with the account records for
each levy year (dating back to 1999).

View Property
Search By
.. |00000011 Lewy Levy
Account# T\;p{a Year ‘ - Select - V| | Search | | Cancel |
Total: 16
Account Levy Levy . . Tax District |(Geo Owner Occ. |Record
00000011 A 2014 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2013 BROWM R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG, 20879 BARNESVILLE, MD 20838
00000011 A 2012 BROWM R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG |, 20879 BARNESVILLE , MD 20838
00000011 A 2011 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2010 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2009 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2008 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2007 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2006 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2005 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2004 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 31 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2003 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 i1 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2002 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2001 BROWM R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000011 A 2000 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG |, 20879 BARNESVILLE , MD 20838
00000011 A 1999 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838

For each account, the table displays the account number, levy type, levy year, owner name, premise
address, mail address, tax class, district ward, geo code, owner occupancy code, and record type.

Search By
.. |00000011 Levy Lewy
Account# Type Year ‘-Select- V‘ | Search || Cancel |
Total: 16

00000011 A 2014 BROWN R EDWIN & 07801 AIRPARK P O BOX 449 42 01 81 N M
WINSOME S GAITHERSBURG , 20879 BARNESVILLE , MD 20838
00000014 A 2013 BROWT B FOWVIN & 07801 ARPARK P O BOX 449 42 01 a1 I I
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Additional Notes:

The Account Number field is required as demarcated by the red asterisk (*).

Users may also opt to provide Levy Type and Levy Year by selecting from the drop down menus.

View Property

Search By

Accounts® [::::::::::::]Reqwmd!#ai = ;33 = | Search || cancel
T(3/4) 2013
H(1/2) 2012
Q(1/4) 2011
2010
2009
2008
2007
2006
2005
2004

L Tatats)

Doing so limits the search criteria to one levy type and one levy year as opposed to doing a more
comprehensive search.

View Property

Search By

. |00000011 Levy Lavy
Accounté s vy [2013  ~| [ Search ]| cancel |
Total: 1
Account Levy Levy Tax District Geo Owner Oce. Recon:l
00000011 2013 BROWN R EDWIM & 07801 AIRPARK P O BOX 448
WINSOME S GAITHERSBURG, 20879 BARNESVILLE, MD 20838
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To View the Complete Record

1. From the search results in the previous example, click the hyperlink in the Account Number column.

Account _ e _ _ _ L _ . :
—— Levy Type Levy Year Owner Name Premize Address Mail Addre

w A 2014 BROWN R EDWIN & WINSOME S [07801 AIRPARK P O BOX 44
GAITHERSBURG |, 20879 BARNESWVIL|

00000022 A 2014 CASSIS JOHN DET ALTR 18970 WOODFIELD 701 HERTA|

GAITHERSBURG , 20879 GEORGETO

00000032 A 2014 O'DONNELL JOHN P 21411 WOODFIELD 21411 WoQ

GATHERSBURG |, 20882 GAITHERSH

Upon clicking the hyperlink for account number “00000011”, a new screen appears displaying the full
record.

Search Property >» View Property |

Record Information

Account Mumber: 00000011 Levy Year: 2014 Lewy Type A Tax Class: 42

Owner Name: BROWN R EDWIN & Owner Name2: Mame Key: BROWN R EDWIN & Owner Occupancy N
WINSOME S WINSOME 5 Code:

County Code: 16 District Ward 01 Geographic Code 81 Town Code: 000

Subdivision Code: 0009 Plat Number: Section: Block:

Lot: Map GuU21 Grid: 0000 Parcel: 000

Zoning Code: 14 Land Use Code: | MultiParentAcct Ind: BPRUC 500

County Property Code 537 ggggry SEE Utility Sewer: Public Utility Water NIA

Street Address: PO BOX 449 Street Address2 Mailing City: BARNESVILLE Mailing State: MD

Mailing Zip: 20838-

Legal Description:

Legal Desc1: PAR O MONTGOMERY AIR Legal Desc2 PARK INDUSTRIAL PARK Legal Desc3: Legal Desc3:

Premise Address

Number: 07801 Number Suffix Direction Name: AlRI
Type: RD City: GAITHERSBURG Zip 20879-2333 Condo Unit

Deed Reference

Cilockigitigic: Libar 24900 = aan
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Select DHCA Functions

From the TAS Home Page, DHCA users have the option to select one of two functions located

under the “DHCA” tab:

1. Manage DHCA Charges
2. View Transaction Change Log

Home View Property State Treasury DEP Storm Water DEP Refuse DHCA

Home Page

Real Property Tax Annual Billing Dashhoard

SDATO01 Annual File STMD - SDAT02 Homeowner Credit STMD -
State Parking Exemption Data STMD - DEP Storm Water Data DEPS I
DEP Refuse Charge Data DEPR I \ssC Charge Data WSSC |
Rockville Storm Water Data ROCK - Rockville Special Charge Data ROCK -
Gaithersburg Storm Water Data GATH - DHCA Charge Data DHCA -
Bay Restoration Charge Data TRSY - Special Charges Data TRSY -
Special Credits Data TRSY - Mortgage Companies TRSY -
jReady jNot Ready
Figure 6 — Select DHCA Functions
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Manage Charges
Upon selecting “Manage Charges” from the DHCA menu, users are directed to a page with three
tabs:

1. View Summary
2. Manage Charges
3. View Pending Revised Bills

[~ -"{i&i:
'%‘ MCG TAX ASSESSMENT SYSTEM -Test

Home View Property DHCA

DHCA == View DHCA Summary

J\A’iew Summary| |Manage Charges| |View Pending Revised Bills|

Total: 8

Levy Year Levy Type Charge Code Total Accounts Total Amount
2013 A DHCA 76 $49.201.93
2012 A DHCA 224 $132,625.30
2011 A DHCA 195 §189.414.70
2010 A DHCA 109 $116,113.10
2009 A DHCA 72 $68.464.80
2008 A DHCA 14 $11.496.50
2007 A DHCA 14 $35.310.58
2006 A DHCA 20 $34,833.25
Grand Total 724 $637,460.16

Figure 7 — Manage DHCA Charges
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View Summary

The first tab on the “Manage Charges” screen is “View DHCA Summary”. The table within this
tab displays total accounts and total charge amounts per levy year. By clicking on the hyperlink
in the “Levy Year” column, users are directed to the “Manage Charges” tab which will only
display data for the selected year.

DHCA >> View DHCA Summary

JView Summary| |Manage Charges | |View Pending Revised Bills
Total: 8

Total Accounts Total Amount
2013 A DHCA 76 $49,201.93
2012 _ A DHCA 224 $132,625.30
2011 A DHCA 195 $189,414.70
2010 A DHCA 109 $116,113.10
2009 A DHCA 72 $68,464.80
2008 A DHCA 14 $11,496.50
2007 A DHCA 14 $35,310.58
2006 A DHCA 20 $34,833.25
Grand Total 724 $637,460.16

Figure 8 — View Summary
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Manage Charges
The second tab on the “Manage Charges” screen is “Manage DHCA Charges”. Here, DHCA
users may add, edit, or remove DHCA charges to current or previous levy years.

This table provides the account number, charge amount, and a log to indicate the date created
and date updated for each record.

DHCA == Manage DHCA Summary
View Summary | [Manage Charges‘ ‘View Pending Revised Eli\ls|
Search By

ﬁﬁfﬁ;;? | | Search | ‘ Cancel |
Total: 224

12345678910 .. >
Account Number|/Agency Code |Levy Type |Levy Year [Charge Code |Charge Amount g;eated Date Created g;‘)daled Date Updated Revised?|Edit
00002401 DHCA A 2012 DHCA 41161 2212014 94340 23201 94340 paiee |Edi
00021387 DHCA A 2012 DHCA 2775.72 Ernilii 232014 94340 pgg, |
00024313 DHCA A 2012 DHCA 361.09 g&;zom 94340 gsqunm 430 e |Edit
00028504 DHCA A 2012 DHCA 748.20 e S0 FATApgge B
00064934 DHCA A 2012 DHCA 234.38 a2 4340 ST eaise | Ed
00078452 DHCA A 2012 DHCA 896.12 . S0 FAA ey, | EA
00090567 DHCA A 2012 DHCA 1298.60 2/3/2014 9:43:40 23201 A0 paige |Edt
00108993 DHCA A 2012 DHCA 260.72 S 2201 AT gy, |t
00254997 DHCA A 2012 DHCA 939.48 2/3/2014 9:43:40 23201 9440 paiee |Edi
00253084 DHCA A 2012 DHCA 338.74 Ermlies s 23201 4340 pgyge (B
00263800 DHCA A 2012 DHCA 629.10 2/3/2014 3:43:40 gsquw’ A0 ease  |Edit
00278696 DHCA A 2012 DHCA 726.72 g&;zom DEEEL gsquw’ 4340 e, |Edit
00292048 DHCA A 2012 DHCA 757.80 g&;zom 94340 gsqunm 430 e |Edit
0029565 OHeA A o - 663 76 2/3/2014 9:43:-40 e T
00305916 DHCA A 2012 DHCA 478.12 2/3/2014 3:43:40 22014 34340 paise |Edt
[ A 2012 |[DHCA | O |iosen

Figure 9 — Manage Charges
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To Add a Charge

1. Navigate to the bottom of the “Manage Charges” table to find empty fields in the Account
Number and Charge Amount columns.

A

g;’da“’d Date Updated

o

00002101 DHCA 2012 DHCA 411.61 ﬁ,ﬁmm“ 24340 éﬁzw 4340 s |Edt
20021357 OHOA A 012 DHOA J— 27312014 9:43:40 230 GATA0 o |Edt
00024313 DHCA A 2012 DHCA 361.09 20201 94340 SR FAIA e e
00028504 DHCA A 2012 DHCA 748.20 gafznm L %'“3’1;2014 F4340  |coige  |Edit
00064934 DHCA A 2012 DHCA 234 38 gﬁzw 9:43:40 éﬁzw T30 ke |Edit
00078452 DHCA A 2012 DHCA 896.12 E SO T ey
00090567 DHCA A 2012 DHCA 1298.60 20 3430 ST e Edn
00108993 DHCA A 2012 DHCA 260.72 TSR HeEE ZEAFEELEEL ey B
00254997 DHCA A 2012 DHCA 939.48 23201 34340 LI ese e
00258084 DHCA A - DHeA 3874 27312014 94340 23201494340 |Edt
00263800 DHCA A 2012 DHCA 629.10 ﬁ,ﬁmm“ 24340 éﬁzw 4340 s |Edt
00278696 DHCA A 2012 DHCA 726.72 gafzom PEELD ,2:,"5;2014 A0 g |Edit
0029204 DHCA A 2012 DHCA 757.80 o201 34340 SRR TAIA e Edn
0029563 DHCA A o2 DHCA 563,76 252014 343.40 LU gy, e
00305 DHCA A 2012 DHCA 47812 gﬁzw 9:43:40 éﬁzw T30 ke |Edit
’7 O Insert
2. Click in the empty Account Number field and add the account number.
3. Click in the empty Charge Amount field and add the charge for that account.
4. Click on the “Insert” hyperlink in the Edit column.
U0Z/8b59b DHCA A 2012 LHCA b 2 E.I;q_- T E,r;,i_- T False =
00292048 DHCA A 2012 DHCA 757.80 2032014 9:43:40 ZIe0U IR edge | Edit
00295634 DHCA A 2012 DHCA 863.76 g;.rzom sl éf&;zom ¥4340 g, |Ed
00305916 DHCA A 2012 DHCA 47812 ﬁ,’;’zw 94340 ﬁ,’rf,l’zm“ A4 e |Edi
00000011 100.00| x ] et

The new charge code will populate and appear at the top of the table. In this example we added a

$100.00 charge to Account Number 00000011.

Search By
Account |
MNumber

| search || Cancel |

Total: 225

Date Created

Levy Type |Levy Year

Charge Code |Charge Amount |Created By

3/31/2014 11:46:40

1234567

Date Updated

3/31/2014 11:46:40)

00000011 DHCA A 2012 DHCA 100.00 TESTPCAPS ) -
00002101 DHCA A 2012 DHCA 41161 gmaq;znm R gmaqunm s
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Additional Notes:

You must use decimals when entering in the Charge Amount.

You will receive the following error if you are attempting to add an already existing or invalid

charge or account:

View Summary | |Manage Charges| ‘View Pending Revised Elills‘

Search By
Account |
Mumber

| Search H Cancel |

Total: 224
Error: Could not insert. There is either a duplicate charge Account_Mumber or an invalid account.

If you are unsure if a record for a given account exists in a particular levy year, you may search
by account number in the ““Search By”’ field at the top of the page. TAS will only search records

pertaining to the levy year you have selected.

For example, I can search for account number 00000011 in levy year 2012 and find a result.

However, if | search in levy year 2011, results reflect no record.

DHCA => Manage DHCA Summary

View Summary | |Manage Charges| |View Pending Revised EIiIIs|

Search By
Account
oecunt 00000011 [ search || cancel |
Tatal: 1
ﬁgency Code |Levy Type Charge{:ode Charge Amount |Created By
00000011 DHCA 2012 DHCA 100.00 TESTPCAPG 0311201

AM

DHCA == Manage DHCA Summary

View Summary | |Manage Charges‘ ‘View Pending Revised Elills‘

Search By
Account
eeunt 00000011 [ search || cancel |
Mo Record
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To Edit a Charge

1. Identify the record you wish to modify. Click the “Edit” hyperlink in the Edit column in that
row.

View Summary | | Manage Charges | | View Pending Revised Bills |
Search By
Account
Number: “ | Search | ‘ Cancel |
Total 225
123456878910 .. >
L Age ode e pe e e ge ode ge A 0 e ed B Date paated Date Re Sed O
3/31/2014 3312014
00000011 DHCA A 2012 DHCA 100.00 TESTPCAPE|11:46:40 11:46:40
AM AM
21312014 21312014 Edit
00002101 DHCA A 2012 DHCA 41161 9:43:40 94340 |False
PM PM
21312014 21312014
ANND42307F DT A A 20490 DI A D7TETD 0-A73-A0 0-A3-A0 Lol C it

The Charge Amount field and “Revised” checkbox will unlock for editing.

Agency Code

Levy Type

Levy Year

Charge Code

Charge Amount

Created By

Date Created |Updated By

Date Updated Revised’

A 2012

100.00

5 (33172014 11

313172014 1134

2. Edit the charge amount and check the box in the “Revised” column to flag the revision for
billing. Click the “Update” hyperlink in the Edit column. Or select cancel.

Date Created |Updated By

Date Updated |[Revised? Edit

i1 |[DicA 2012 DICA 2000 TESTRCARS | [3/31/2074 11 3317201411 o
01 |DHCA A 2012 DHCA 41161 R o Fakse
87 DHCA A 2012 DHCA 2775.72 2320 232014 | [Fakse
3. Click “OK” when the prompt “Are you sure you want to update this field?”” appears.
Message from webpage 2|
I :I Are you sure you want to update this field?
Ok ] ’ Cancel
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The changes process and are reflected in the table. In this example, we revised the charge amount
on Account #00000011 from $100 to $200. The update history is also logged within the table.

Note: The modificaiton also appears in the susequent “View Pending Revised Bills™ tab.

Search By

View Summary| | Manage Charges ‘ | View Pending Revised BiIIs|

Account |
Number:

| Search H Cancel ‘

Total: 225

12345678

Date Date
!Agency Code |Levy Type !Levy Year Charge Code lCharge Amount Created By Icreated Updated By lundated
3/31/2014 3/31/2014
0000011 DHCA A 2012 DHCA 200.00 TESTPCAPSG|11:46:40 | TESTPCAPG 3:19:47
AM PM
21312014 21312014
00002101 DHCA A 2012 DHCA 411.61 9:43:40 9:43:40
PM PM
2/3/2014 21312014
00021387 DHCA A 2012 DHCA 277572 94340 94340
PM PM

To Remove a Charge

1. Follow the steps to edit a charge, except change the charge amount to $0.00, flag for revision,
and select “Update”.

11| [DHCA A 2012 DHCA oo TESTRCAPS |[3/31/2014 11:][TESTPCAPS |([3/31/2014 3:1 Update
2132014 2302014 E

01 DHCA A 2012 DHCA 41161 b 2ty False
21312014 21312014

87  DHCA A 2012 DHCA 277572 o 232004 False  Ed
2312014 20302014 Edit

13 DHCA A 2012 DHCA 361.09 e 2200 |Faise

The change will be reflected in this table and in the subsequent “Pending Revised Bills” tab.

Date Date . .
2
|Agency Code Levy Type |Levy Year Charge Code |Charge Amount |Created By Created Updated By Updated Revised?|Edit
3131/2014 3/31/2014
00000011 DHCA 2012 DHCA 0.00 TESTPCAP6|/11:46:40 [TESTPCAPE 3:27:40 |False Edit
AM PM
21312014 2132014 Edit
00002101 DHCA 2012 DHCA 411.61 9:43:40 9:43:40 |False
PM PM
21312014 21312014
00021387 DHCA 2012 DHCA 2775.72 9:43:40 9:43:40 |False Edit
PM PM
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View Pending Revised Bills

The final tab on the “Manage Charges” screen is “View Pending Revised Bills”. When data is
modified, the pending revisions applicable to all levy years are displayed here until processed.

Information in this table includes the account number, levy year and type, charge amount, and
update information. It also provides a grand total of the pending revised charge amounts.

DHCA >> Manage DHCA Summary >> View Revised Bill

|View Summar_v| |Iv1anage Charges| ‘View Pending Revised BiIIs|

Total Pending Revised Bill(s): 2

Account Charge
Levy Type Charge Amount |Created By Date Created Updated By Date Updated

00021387 2012 DHCA $200.72 232014 9:43:40 PM  TESTPCAP6  3/31/2014 3:31:14 PM
00000071 2012 A DHCA S0.00| TESTPCAPG  |2/31/2014 114640 AM TESTPCAPE  3/31/2014 3-27-40 PM
EEnd 2 $200.72

Total

Figure 10 — View Pending Revised Bills

Additional Notes: If a charge code was edited, but was not flagged for revision, this change will
not be picked up for revised billing (and therefore will not appear in this table).

Only the most recent revision will appear in this table and be applied to the revised billing
process.
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View Transaction Change Log

Upon selecting “View Transaction Change Log” from the DHCA menu, users are directed to an
inquiry-only screen. The table on this page serves to provide DHCA with a full log of the
transactions made to each account.

This screen displays the up-to-date information to include the account number, levy year and
type, charge amounts, and charge codes. The log records the date created and updated in addition
to the user who logged each change.

To search, users must provide the “Date From” and “Date To” as demarcated by the red asterisk
(*). To narrow the search, users may also provide an account number and/or levy year.

DHCA == View Transaction Change Log=

Search By
Account Levy Log Date |:| Log Date |:|
# |:| Year From* To*

| Search || Cancel |

Figure 11 — View Transaction Change Log

Additional Notes: Users may preview data for another levy year by selecting from the drop down menu

DHCA == Wiew Transaction Change Log=

Search By

om T —c = —

2013

| Search || Cancel |

TAS Operations Guide — Appendix E - DHCA Page 24 of 27



Glossary of Terms

Acronym

Description

Consolidated Tax
Bill

The real or personal property tax bill that includes all taxes and charges
from County and all STPs as applicable

DHCA Department of Housing and Community affairs
DEP Department of Environmental Protection

DTS Division of Technology Services

ePilot

ESB Enterprise Service Bus

FIN Finance — Department of Finance

Freeze Period

The system prevents any SDAT files received during the freeze period
from posting to the Assessment master file.
The freeze period occurs in the month of June.

IMS Assessment

The legacy Tax Assessment System that is being replaced.

System

Initial Bill The first real or personal property tax bill for an account generated at the
beginning of a levy year and for the full year

Levy Year The twelve month period the property tax is levied mandated by
Mahryland law and County code; the levy year is from July 1% to June
30"

MUNIS The current COTS real and personal property tax billing and collection

application used by the County

New Levy Year

Original Bill The initial annual bill. This can also be a %, %2, or ¥ bill. These three
bills are considered supplemental to the original annual bill.
Pre-Billing The annual billing cycle begins with the pre-billing process for a new

levy year. The pre-billing process begins in early January and concludes
in early June.

Pre-Billing Quality
Assurance

TAS performs a quality assurance comparison of all SDAT full files
received to the Assessment master file and will identify and report any
exceptions between the two files. Full SDAT files are received in
January, June, and July.

Prior Levy Year

TAS will support multiple prior tax years. Prior levy data will result in
Subsequent Initial, Revised, or Supplemental bills being generated.

Revised Bill A revised bill is an adjustment to an Initial bill. Revised bills are for
Initial bills only (annual, %, %2, or ¥ bill type). These bills are for initial
bills only and are generated on a monthly basis.

Rollover TAS will initialize all files and tables in preparation for the new levy
year. This process is referred to as the “rollover”.

RTP Receiving Trading Partner - municipalities, MGC departments, the State

of Maryland, and downstream systems, such as ePilot and MUNIS that
receive files or reports from the Assessment system.
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Acronym

Description

SDAT

The State of Maryland’s “State Department of Assessment and
Taxation”. The county receives SDAT files up to three times a week.

SDAT Freeze

See Freeze Period above

Period

SOA Service Oriented Architecture

SSO Single Sign-On

STP Sending Trading Partner — municipalities, MGC departments, and the

State of Maryland who provide the County with tax assessment data for
input to the Assessment system.

Subsequent Bills

Bills that were not included in the Initial Billing process

Supplemental Bills

Bills that are for assessments above and beyond the initial bill. These are
typically related to new construction. There can be up to 3 quarter year
bills produced for a property.

TAS

The replacement Tax Assessment System.

WSSC

Washington Suburban Sanitary Commission — a tax partner
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