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SECTION 1

« Search Page: Click the TAX link from your NTREIS secured user page. You will be
redirected to the Search Page:

There are two means of searching for properties: a basic search and the advanced
search. Each one is described below.

+ Basic Search: Access this tool by clicking either of the links labeled SEARCH located on
the left portion of the home page or from the NTREIS toolbar located at the upper right hand
of the screen.

o You must first select the county of choice by clicking the drop down arrow and
highlighting the county of choice from the list:

Notice the update data located to the right of the county selection tool. This will let
you know when the county information was last updated.

Tarrant County

Choose a County Tatrant w

Certified Tax Roll Update: Zo0z
Ownership Update from Title Plant: 1171572002

o The basic search allows you to search on the following fields:

Address - if you know the exact address, enter the address and street.

Address Range - if you would like to see all properties within a specific range on a
street, enter the beginning and ending street numbers and the street name. You
may also include pre and post direction data where applicable as well as street
designation.

Street Name - if you would like to see all properties on a specific street, enter the
street name only.

PIN (Property Identification Number) - if you know the exact PIN number, you may
enter it here.

NOTE: if you are searching in a specific subdivision, some counties group PINs
by subdivision, therefore properties within a subdivision will have the first 6-8
characters in common of the PIN. You may also use a partial PIN to obtain more
results.

Owner Name - if you would like to determine the assets of an individual in the
entire county, enter the owner name.

NOTE: enter the last name first and then the first initial or first name - NO
COMMA.

Subdivision - to retrieve properties within an entire subdivision, enter the
subdivision name. You may add the Starts With or Contains filter to locate those
subdivisions where the name is not in the format you expected. You will first be
prompted to select from the list of subdivisions that resemble the name that you
entered. Then the search results will appear.
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NOTE: if you are not sure of a spelling, just type in the first few letters of the
subdivision. All possible matches will be returned for you.

Tarrant County
Cerified Tax Roll Update: 2002
Choose a County cwnership Update from Title Plant:  11/15/200%
[ Search ] [Clear]
[]show Advanced Search Features

Street Mo Street Street
From - To Fre Dir Sitrez- Haime Post Dir

Chwnier Mame | |

Street Desc

Parcel ID (PIM)

| (® Starts With O Contains

Subdivision

Save this search as

NTREIS TAX TRAINING Page 4



SECTION 1—ADVANCED SEARCH

+ Advanced Search: The Advanced search is accessed by clicking inside the selection box
that is located just under the SEARCH button:

[l show Advanced Search Features

o The Advanced search allows you to search on the following fields:

= Location:
Location
Street Mo Street Street
From - To  Pre Dir -t eetName post pir S-reet Desc
Street Mo Street Street
From - To  Pre Dir -t eetName Past pir S-reet Desc
Street Mo Street Street
From - To  Pre Dir -t eetName post pir S-reet Desc
City Zip Code or Zip Code or Zip Code
W
Map Page Map Page and Grid Fone
= Parcel ID and Owner Name:
Parcel IDs
Parcel ID (PIN)
or PIMN or PIMN or PIM or PIMN or PIMN

Owner Mames
Crwner Mame

or Dwener Mame or Dwener Mame
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» Deed Information

Deed

Deed Date From “ear Fram
|Se|ect one V| | |

Deed Date To Year To
|Se|ect one V| | |

Sales Information

Sales

Sale Date From ‘Wear From Price Fram
|Se|ect one V| | || |

Sale Date To Year To Price To
|Se|ect one V| | || |

Land Information

Land

Landwal From Acres From  Land SgFt From

Landwal To Acres To Land SgFt Ta

= Legal Information

Legal
Lot Block
Subdivision | | & Starts Wwith O Contains
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» Miscellaneous Characteristics:

General

(SFR) SWMALL WACANT THACTS OF L- C11
COMMERCIAL - WACANT PLOTTED LO - C12
COMMERCIAL IMPROWEMENTS - F10

[Jonly Out of State Owners

Land Use Codes ELECTRIC COMPAMIES - J30 v
School Exemption COwner Ccocupied
Select ane | | Select “ | | Select One »

Year Built From Impr SgFt From Assessed Walue From Improved Walue From Market Walue From

Year Built To Impr SgQFt To Assessed VYalue To improved Walue To Market Walue To

Characteristics
Foundation Exterior Wall Fire Place Pool BedRooms  Full Bath

Select | | Select | | Select One » | | Select One »

- Saved Searches: For common searches, you may utilize the Saved Searches option.
To do this, enter in your search criteria, scroll down to that section of the search screen,
input the name of choice and click the SEARCH button.

*Please note that this tool is client side and will only work if you have set your internet browser to accept
cookies.

Saved Searches
Save this search as | Collind|
o After you have added the Saved Search, you can access it or any others by selecting

them from the list that will be created and can be accessed by either the Basic or
Advanced search screens:

SearchName | | |
collinl Select Delete
collin2 Select Delete
collinz Select Delete
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+ Preferences: Located on the NTREIS tool bar, there is an Preferences button. This
section allows you to modify the reports that get printed with Master Report. As an
example, if you never want to see Demographics with the Master Reports that you print,
simply un-select the box next to Demographics.

Preferences

Reports to include in Master Report:
[#]Detail [#]Demographics
[¥] School [¥] Subdivision
W Tax  [¥IMeighbars
W Deed [v]sales
[ Save & Close ] [ Cancel & Close
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SECTION 2--SEARCH RESULTS

NOTE: All searches will produce a search results list that can be downloaded. See DOWNLOADING FILES.

« Search Results: Once the search criteria have been selected, click on SEARCH. This

will produce the search results list.
NOTE: The County of choice and the total number of records found will appear at the top of the list
as highlighted below.

Search Results

County: Collin EgERSlel- =Rl it} |20 [ Lines per page. ] [ Search Criteria ]
With checked rowss | Check All || Marrow List || Shaw All | Download
1234
Pin : Card Address Use Qwner Malue  Roomns Baths Impr SgFt Built Map Stories
[] R2131425:1 102 ELM CIR C1 FLEMING RUSSELL T $25,000
[] R2131416:1 103 ELM CIR  C1 FRAMEUM LTD $15,000
[ R2131424:1 104 ELM CIR. C1 FRAMKLUM LTD £15,000
[] R2131417:1 105 ELM CIR  C1 FRAMKUM LTD $15,000
[] R2131423:1 106 ELM CIR 1 FRAMNKLUM LTD £15,000
[] R950932:1 106 E ELM ST F1 MARKS E L IR 2 TEEMA $62,175 2400 1986
[] R2144910:1 106 ELM CIR M7 PHILLIPS BRIAN $42,806 1456 2001

o You may change the screen view by entering the number of results you want to
see and then clicking the Lines Per Page button or by utilizing the navigation row

by clicking the PAGE NUMBER you would like to access.
NOTE: When using the LINES PER PAGE option, please select within 5 to 100 lines only.

o You may select a specific property, or choose one of the download options (see
DOWNLOADING FILES). To select a property, simply click on the hypertext (or
the underlined words).

o There is also the added benefit of sorting the data onscreen by simply clicking on
the column name of choice.

o Click once to sort in Ascending order or click twice to sort in Descending order.
o You also have the benefit of creating labels on the fly in the popular Adobe PDF

file format. For more information on Creating a pdf file, please see Creating a
PDF label file.

o You may also select specific property records to view, print or download by clicking
each selection box to the right of the Parcel ID. Once this is done you then click
the NARROW LIST button.
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Pin : Card Address
R2131425:1 102 ELM CIR

R2131416:1 103 ELM CIR
R2131424:1 104 ELM CIR
[] k2131437:1 105 ELM CIR

= You may now obtain a PRINT PREVIEW of each selected property.

Use Owner

1 FLEMING RUSSELL T
C1 FRAMEUM LTD
C1 FRAMKUM LTD
1 FRAMEUM LTD

Value

$25,000
$15,000
$15,000
$15,000

Rooms Baths Irnpr Saft Built Map Stories

= Or PRINT a Property Report for each selected property by clicking either of
those buttons.
= To return to your original list of search results, click the SHOW ALL button.

o You may also view detailed property data for any result by clicking its Parcel ID

number. We will cover Property Detail in the next section

NTREIS TAX TRAINING
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SECTION 2--PROPERTY DETAIL

« Once a property has been selected, you will be taken to the Property Profile summary.

==NTREIS
Selected Property

Denton County, TX Available Reports
Owner: BROWN INVESTMENT CORP Property Profile
address: 101 ELM ST Taxes

PIN: R63286 Schaols

Deed History

Total Valus: $31,658
Demographics

Land Use: COMMERCIAL - REAL PROPERTY

Subdivision
Recent Sales
Perform Radius Search Neighbors
View Tax Map
Other Links Mastar Report [ | 'WWith Cover Page?

Locate on GlobeXplorer
Locate on MapQuest
Locate Telephone Number

o ; v Data Deemed Refable. But Mot Gusranteed Privacy Policy
PROPERTY CINf0! 550022003 by Landsta Information Services, Inc. All Rights Reserved Rights and Use Information

« You will notice the available links on the right. You may click on each hypertext to see an
individual report, or you may select the MASTER REPORT to see all available
information in one report. (See also PREFERENCES) We will now review each report.

- AVAILABLE REPORTS

o Profile Report gives you a variety of information regarding the property. Included
in this information is:
= General Property Description
= Land Characteristics
= County Appraisal District Property Values
= Residential Property Characteristics
= Previous MLS Sales Information (if available and if within last two years)
= Previous Deed Information (if available)
= Taxpayer Information
= Owner Information
=  Flood Information - within the Property Profile, there is also the FEMA
flood information where available. See the flood zone code definitions for
more information.
o Subdivision Report consists of:
= Parcel Statistics (number of dwellings)
= Parcel Characteristics regarding Land Size
= Improved Characteristics regarding the dwellings
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o School Report provides a list of schools in the general vicinity (includes address
and phone number of school).

o Deed History provides the ownership changes for the parcel (where available).

o Recent Sales provides a list of nearby properties that have sold in the last 12
months (where available).

o Neighbors Report provides a list of the owners of nearby properties.

o Demographics Report provides demographics for the subject parcel. Included in
the demographics are population, median household income, age, occupation, etc.

o Tax Report provides a list of the taxing authorities of the parcel, the tax rate and
the tax amount (all based on the property before any exemptions are applied).
Previous 2 years tax history is also shown.

o Master Report is a printable report of all of the above reports - combined into one
report. (See also PREFERENCES)

= You may also choose to utilize the cover page option by clicking the
selection box and then entering in your information as needed:

Master Report [¥]WWith Cover Page?
Master Report Prepared For:

MHarme

Address

Phone

Fasx

o Radius Search allows the user to utilize a source property and retrieve a list of all
properties with valid street addresses within 1/8 mile up to 2.0 miles. The results
can then be downloaded. See DOWNLOADING.

o View Tax Map provides a map image that allows you to zoom in or zoom out as

T

IR B\
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+ OTHER LINKS

o Locate on GlobeXplorer provides Aerial images (with a watermark) of the
selected property and may be viewed free of charge by clicking on the
GlobeXplorer link. Aerial images of the selected property without a watermark
may be purchased for an additional fee by following the instructions on the
GlobeXplorer link.

o Locate on MapQuest allows you to locate and print a MapQuest locator map of
the selected property.

o Locate Telephone Number will pass address of the selected property through
www.Whitepages.com and retrieve any listed telephone numbers of that property
address.

o Order Flood Determination provides you the option to obtain a flood
determination on the property selected for an additional fee.

o Order Tax Statement provides you the option to obtain a Tax Statement for the
selected property for an additional fee

Other Links

Locate on Globexplorer

Locate on MapQuest

Locate Telephone Nurnber

Order Flood Determination $19.95
Order Tax Staternent $15.00
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SECTION 3-- DOWNLOADS/CREATING LABELS

+ All search result screens throughout NTREIS Tax are downloadable. Once you have
retrieved your required list of results, click the DOWNLOAD button All Search results
may be downloaded to:

o Excel

See also Creating Labels.

EXCEL

« Choose to download the file to Excel by clicking on the button # next to "Excel"

« You are next given the opportunity to select the information that you wish to be included
in the downloaded file. Simply click on the box I next to each data element that you
want included on the export file. To de-select an item, simply click on the box Magain to
remove the check mark.

Fields to download:

[#] Parcel 1D [#] subdivision
¥ Property Address ¥ Land Use
¥ Prop address Parsed Out [¥] Commercial Use
[#] Or Current Resident [ Beds

¥ Taxpayer Info ¥ Baths

[#] Owner Info [#] stories

] Improved value [#]vear Built
[#] Land value [#] Last Sale
[#] Total Yalue Last Price
[#] Market WValue ¥ Deed Date
¥l Improved SgFt ¥l Lender
[¥]Leazable sgFt [¥] acreage

¥ Map Grid ¥ Zone

¥ Map Facet
Format:

@ Excel ©ward QO FPlain Text
| Submit || Select All || Unselect All |

« You may select all options at once by clicking the button, if you would like to
[ Unselect All

unselect any options you have previously chosen, click the ]button.

Submit
+ Then select the button to continue the download process.
« You will then be prompted as to whether or not to open the file from the current location.
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Fil= Download |

You have choren to download a file from this location.

PropertyPrafileE xoel azp fram waw. propertyinfo. carm

YWhat wauld vau like ta doowith thiz file?

£~ Open thiz fla from il curert location

¥ | el &zl befare ppening this Bipe ot file

| k. I Cancel | Mare [nfo

+ Click on "Save this file to disk" and click on
« The Save As wizard will appear and allow you to select the desired drive and/or folder
you wish to save the file within.
« You must now save this file.
o Select a directory from those shown - be sure to remember the location.

Save As |
Save in: Ig (C j = | @ > ~ Tools -

Dell ca unzipped

diamco Cwindows

Dovwnload (i W's_Frp
Iris

LFprsi

Mmswys

My Documenks
Metwork,

0=

Program Files

Save: % Ertire Workbook € Selection: Sheet Publish. .. |

8 ™ add inkeractivicy

Page title: Change Title... |
File narne: || j H = |

\eh Folders
SRS Save as bype: I'u'u'eb Page *.htm; * . himl) j Zanicel I
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o Once you have selected the appropriate directory on your computer, you must
next type a name in the File name box:

o NOTE: You must then select Microsoft Excel Workbook (*.xIs) in the Save as
type box.

File name: Iexpu:urtl s j

SEVIERERN ST Microsoft Exccel Waorkbook (% s

CREATING LABELS - You may now use this Excel file to create labels or to use in a mail
merge document.

« Open a new document in Microsoft Word;

« On the Menu - select Tools;

+ Select Mail Merge from the Tools drop down menu. The Mail Merge Helper dialog box
appears.

Create ™ i

« Under 1. Main Document, click on X

+ Select Mailing Labels on the Create drop down menu;

+ Select Active Window. The active document becomes the Mail Merge main document.
« Word returns to the Mail Merge Helper.

. Under 2. Data Source, Select L...S02a7 |,

+ Select Open Data Source on the Get Data drop down menu;
« You must now locate the file that you created from the download procedure.
o Select the directory where the file is located;
o Change the box next to Files of Type to Microsoft Excel Worksheets (*.xIs);

]

Files of bvpe:

M5 Excel Workshests (%5

o Click on the appropriate saved file twice to open the file.
+ If using an older version of MS Word (i.e. 97 or prior) you may receive an error message

similar to the following: "Can not open the data source” If that happens, you will need
to click in the box beside Select method before opening your source document.
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Open Data Source K E

Look in: I[:I PIC Training Materials j & | @ b @ * Tools =

-I-_E. HaR_labelG. doc @XPMaiI_Merge.doc
f9 HAR, labelat.doc
fA | HAR G5, doc

I-_E. Land_Label3a.doc
I-_E. Land_Label3G1.doc
E Land_LabelQG1.pdf
I-_E. LandLabeler.doc
7 LL_5.dac

L . pdf

I-_E. PIC Manual_1.doc
I-_E. PIC Manuall . doc

E PIC Manuall . pdf
F9\PIC Cis.dac

FPIC QG.pdf

I-_E. train_outline, doc

File name: I j M3 Query.., | = Qpen

Files of Eype: [ all Files (*.%) 7| W Eelect metfiad: Cancel |

+ Click on and when asked, confirm the Data Source type; (*Note: there may

be an entry for opening files via ODBC if this converter is installed. DO NOT
SELECT THIS CONVERTER)

Confirm Data Source EHE

Cpen data source:

Microsaft Excel Worksheet via Coreerber [, xlsi®,
i35 Excel Worksheets via DDE (*,x]s)
Excel Files via ODBC (*,xls)

[~ Show 4l Ok I Carcel |

+ Click on hen asked the Named or cell range:
Microsoft Excel |

Mamed or cell range:

(4 I Cancel |

« Click on "Set Up Main Document" to continue:

NTREIS TAX TRAINING Page 17



Microsoft Word

Word needs ko set up wour main document, Choose the Set Up Main Document
button ko finish setting up your main document.

Sek Up Main Document q

+ Choose the appropriate label product from the Product Number menu:

L abel Options EHE
rinter information
(0]4
Dot matrix
* Laser and ink jet Tray: IDeFauIt tray (Default) Cancel

Details. ..

[

Label products: &very standard j
Mew Label...

Product nurmber:

5168 - Address

5196 - Diskette Type: Address

R W |
P e Width: 263"

5199-F - Yideo Face
5199-5 - Yideo Spine Page size:  Letter (8 4% % 11in)

5260 - Address

« Clickon to continue.

« You are now brought to the Create Label screen. You must indicate the layout of the
merged data. Click on Insert Merge Field to select each fields and the order of each.

L0

;| abel information———— Delete

Create Labels K

Choose the Insert Merge Field button ko insert merge fields into the
sample label, ‘fou can edit and format the merge Fields and text in the
Sample Label box,

Insert Merge Field ~ Insert Postal Bar Code. .. |

Sample label:

uTaxpayer Namen ﬂ
g laxpayerdddrls

s lazpayerdddrs

wTazpayerCityStates {{Zip»I

=

oK | Cancel |

IF Using Barcodes, Click the “Insert Postal Bar Code” button and then Merge the Zip Code
Field as Follows:

Insert Postal Bar Code HE
Merge Field with ZIP code:

FETTEIET— |

tMerge field with street address:

| =l
(0] 4 I Cancel |
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NOTE: You can also type inside the label as you insert merge fields to personalize the look of
the mailing label (I.E. To Our Neighbor)

« Clickon to continue.

- You are now brought back to the Mail Merge Helper. Click on L 1 (Item 3)
to continue.
+ You are now prompted to select a location for the merge. Accept New Document by
clicking on L
Mage T
Merge ko | Merge I
EET - | Setup... | Cancel |
~Records ko be merged
= al ™ Erom: I To: I Check Errars. .. |
Cuery Opkions. .. |

—When merging records
' Don't prink blank lines when data fields are empty.
™ Print blank lines when data fields are empty,

Mo query options have been set,

« After the merged document appears on the screen, you can save this as a separate
document or you may print your labels by clicking on Print on the File drop down menu
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SECTION 3-- DOWNLOADS/CREATING LABELS

WORD
The following will detail instructions for downloading to Microsoft Word.

«  Choose to download the file to Word by clicking on the button # next to "Word".

« You are next given the opportunity to select the information that you wish to be included
in the downloaded file. Simply click on the box I next to each data element that you
want included on the export file. To de-select an item, simply click on the box Magain to
remove the check mark.

Fields to download:

[ Parcel ID [#] subdivision
[#] Property Address [#]Land Use
¥ Prop address Parsed Out [¥]Commercial Use
[#] Or Current Resident [l Beds
[#]Taxpayer Info [#]Baths

[ Owner Info [#] staries
#lImproved value [#]vear Built
[ Land value [#] Last Sale
[ Total Value Last Price
[#] Market Value ¥l Deed Date
#lImproved SqFt [#]Lender
[#]Leasable SgFt [#lacreage

[ Map Grid ¥ Zare

Map Facet
Format:

@ Excel Oword O Plain Text
| Submit || Select All || Unselect All |

+ You may select all options at once by clicking the button, if you would like to
unselect any options you have previously chosen,

[ Unselect All

click the ] button.

=ubrnit .
+ Then select the button to continue the download process.
« You will then be prompted as to whether or not to open the file from the current location.
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File Download

r'ou have choren to download a file from this location.

PropertyProfileE kcel. asp from wa. propertyinfo. conm

What would you like to do with thiz file?

£~ Opar thiz fla framm ilz currert location

o e fn. disk

I¥ | Slwayz ash befare opening thie bpe et file

]|

[k ]

Cancel | Mare Infa

Click on "Save this file to disk" and click on
The Save As wizard will appear and allow you to select the desired drive and/or folder

you wish to save the file within.
You must now save this file.

o Select a directory from those shown - be sure to remember the location.

Click on "Open this file from its current location" and click on
A Word Document will open with the requested data elements and with data headings.

You must now save this file.

o Click on FILE at the top of your browser.
o Click on SAVE AS in the drop down menu under FILE.
o Select a directory from those shown - be sure to remember the location.

Save in:

=

[ unzipped
[ windaws
ca Ws_ftp

Dell

diarmco
Download

Iris

LFprwesin

Mmsys

My Documents
Metwark,

s

Program Files

Save: ¥ Entire Workbook

" selection: Sheet
E [T add inkerackivity

Publish... |

Page title:

Change Title. .. |

File pame: ||

E SEVE |

Save as bype: IWeb Page (*,htmg *,html)

[
[

Cancel I

Savehs T 1|
j "|@X|ﬁ'mo|§v
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o Once you have selected the appropriate directory on your computer, you must
next type a name in the File name box:
o NOTE: You must then select Word Document (*.doc) in the Save as type box.

File name; Iexpu:nrtl .doc j

Jave as bype: IWDrd Docurment {*,doc) j
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TEXT

SECTION 3-- DOWNLOADS/CREATING LABELS

The following will detail instructions for downloading to a text file. By downloading the data to
text files, you may import to databases that you keep in different software such as ACT! or
Microsoft Access.

Choose to download the file to a Text file by clicking on the # next to "Text".

You are next given the opportunity to select the information that you wish to be included
in the downloaded file. Simply click on the I next to each data element that you want
included on the export file. To de-select an item, simply click on the ¥ again to remove
the check mark.

Fields to download:

¥ Parcel ID ¥l subdivision
[#] Property Address [#]Land Use
¥l Prop address Parsed Out [¥]Commercial Use
[¥] Or Current Resident ¥ Beds

¥ Taxpayer Info [#]Baths

¥ Owner Info [¥] stories

¥l Improved value [#]vear Built
¥ Land value [¥] Last 5ale
¥ Total value Last Price
¥ Market WValue ¥ Deed Date
[#]Improved SqFt [#]Lender
[#]Leasable SgFt [#]acreage

¥ Map Grid [#] Zone

Map Facet
Format:

& Excel Oword O Plain Text
| Submit || Select All || Unselect All |

You may select all options at once by clicking the button, if you would like to
unselect any options you have previously chosen,

[ Lnselect All

click the ] button.

Submit
Then select the button to continue the download process.

Unlike other downloads, you are NOT prompted as to whether or not to open the file from
the current location. The text file automatically opens to your screen with the requested
data elements and with data headings.
The data elements are separated by a "|" (a sidebar).
You must now save this file.

o Click on FILE at the top of your browser.
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o Click on SAVE AS in the drop down menu under FILE.
o NOTE: you may be prompted with the following box:

Lave Web Page |

& Thiz ‘w'eb page may not zave corectly. ‘would pou like to zave it arywap?

[ Mewver azk me again

; Caricel |

o Click on OK to continue.

+ Select a directory from those shown - be sure to remember the location.

Save Wehb Page 7] x| I
Save_in:la Ewmcel j | | |‘=_"F| |
Brazoria [ b arketingleads
CelT owers [C1 PhoneMas
Customers [ Plats
Demographics 1 5chaclD ata
FortBend
HCADRpts

File narme:

‘ropertuProfileE weel ay Save I
Save astype: [web Page, HTML anly [*htm:* hirl) =l Cancel |

Encading: IW’estem European [wWindows] j

« Once you have selected the appropriate directory on your computer, you must next type
a name in the File name box:

NOTE: You must then select Text File (*.txt) in the Save as type box.

File: narne: |e:-:|:uurt1| Save I
Cancel |

Save as hype: IText File [7.txt]

Encoding: IWestern European [Windows) j

Then click on .
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