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If you have any questions about the on-line Tax Unit Boundary Certification contact Peggy Huard
(telephone: 785.296.6641, email: peggy.huard@kdor.ks.gov) or Vicki Lignitz (telephone: 785.296.3225,
email: vicki.lignitz@kdor.ks.gov) at the Kansas Department of Revenue, Division of Property Valuation,
Abstract Section.
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On-line Tax Unit Boundary Certification Instructions for County Clerk

K.S.A. 79-1468 Preparation and furnishing of taxing unit map by county clerk to county appraiser;
contents. On or before July 15, 1987, and on or before January 15 of each year thereafter, the county
clerk shall prepare and forward to the county appraiser, director of property valuation and the state-
assessed public utilities located in the county which are valued and assessed pursuant to K.S.A. 79-5a01
et seq., and amendments thereto, a taxing unit map showing the number and metes and bounds of every
taxing unit or any portion of a taxing unit located within the county as the same exists on December 31 of
the preceding year. In any year that such map would be identical to the most recently furnished map, the
county clerk shall so certify in writing on or before January 15 in lieu of forwarding such map.

The statute above refers to the tax unit boundary certification certified by the county clerk and is due by January
15™.  Additionally the county clerk is to certify at other times in the year if there are changes in the tax unit
boundaries due to annexations, disorganizations or consolidations or due to new or deleted tax units. To facilitate
with this task an on-line application has been developed and it replaces the Word Document which was used
previously. The on-line application will be available December 1, 2014 for the first 2015 certification which certifies
the county’s tax units as of December 31, 2014.

Log-In

Log into the secure abstracts on-line applications website found at the abstract section webpage:
http://www.ksrevenue.org/pvdabstract.ntml (see the screen print of the webpage below). Under the header of
“Abstracts Used to Collect Data from County Officials” click on “July and Nov. Abstracts / Ratio”.
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You are now at the “On-line Application Login Welcome” screen. When you log in, you must enter the username
and password which you have used in the past. The username is always the county number (for example: 001, 052,
103). If you have forgotten your password, contact Peggy Huard (785.296.6641) or Vicki Lignitz (785.296.3225).
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Main Menu

After you have logged in, you will have the option of several on-line applications (see the screen print below). You
will never see as many options as displayed below. This is a screen print of our applications’ test site. “Tax Unit

Boundary Certification” will always be displayed. “July”, “November”, “Ratio” and “Neighborhood Revitalization”
are displayed when needed. “Ratio” is an application used by county appraisers.
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Tax Unit Boundary Certification Menu

Click “Tax Boundary Certification” radio button then the “Show Menu” button to get to this certification menu.
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On the Tax Unit Boundary Certification Menu there are two options: “Enter New Tax Unit Boundary Certification”
and “View Previous Tax Unit Boundary Certification”. If you click on “View Previous Tax Unit Boundary
Certification” radio button then the “Go” button before certifying the county’s tax units, you will see the screen
below because only the certifications entered on-line will be displayed here and only for one tax year.
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If you have entered previous certifications, the certification dates and the dates the certification was entered are

displayed as well as the opportunity to print the previous certifications. The “Back” button will take you to the Tax
Unit Boundary Certification menu.
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S County Name Certification Date  Printable Certifications Date Received
056 - Lyon April 1 Printable Certification 8/12/2014 1:18:07 PM
056 - Lyon December 31 Printable Certification 7/24/2014 2:04:25 PM
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If you click on “Printable Certification” you will be able to print the previous certification (see the screen print
below). When printed, the certification looks very similar to the Word Document which was used previously.
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Tax Unit Boundary Certification

¥ County Appraiser
+ Dhrector of Property Valuanon, stee of Kensas
¥ State Appraised Public Utility Company. The Statewide tax unit map is available for download on the link below

Dowmbod map

Date: 07/24/2014
County Number and Name: 056 - Lyon
Certificate Year: 2014

NEW s of 2011: County Clerks are no longer required to send 2 paper map as part of the certification. However,
the clerk must access the DASC website to verify tax unit boundaries. The options include: (1) na tax unit changes,

(2) request a paper map to edit, (3) a GIS file will be submitted: Go to the DASC website

Certification date:
¥ December 31 certification of the preceding year pursuant to K.5.A. 791468

Cerification statement(s):
o The tax unit boundaries are identical to the current on-line map which has been verified at the DASC website.

Go to the DASC website
I herebly CERTIFY for Lyon Counry the ) and ofdus i pursuant to K8 A T9-1458,75-1807(a) and (b); 19-3606
arl 12-1771 et 52y, for vear and date as mdicated sbove
Tammy Vepat
(Typed signature)

Contact telephone number: (620)-342-4830

Form No. PV-AD-T5 122014

Print Back

Print date 542014

Click the “Print” button (see above) near the bottom of the screen or click “Back” button to return to the previous
web page listing the tax unit boundary certifications.

Tax Unit Boundary Certification On-line

To create an on-line tax unit boundary certification, go to the Tax Unit Boundary Certification Menu and click
“Enter a New Tax Unit Boundary Certification” radio button then the “Go” button.

Every year the first certification all of the county clerks will do is the December 31 certification for the next tax
year. Remember you are certifying what tax units your county has for the new tax year as of December 31 of the
previous year (see screen prints on the next page for an example). When there are changes to the tax units after the
first certification, you will need to complete an April 1 or a July 1 certification. The tax year will be reset in the
system every December 1 for the next tax year.

Fill in the certification by clicking the correct radio button for the certification date. Then click to add a check to the
box for the appropriate certification statement. If you have selected the incorrect statement, click the check box
again to remove the check and click to add a check to the correct box. The example on the next page shows the
statement “The tax unit boundaries are identical to the current on-line map which has been verified at the DASC
website” has been selected. This statement indicating that they county has no changes to its tax unit boundaries is
the most common. Information about how to enter a certification with changes to the tax unit boundaries begins on
page 8.
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Fill in your name and the ten digits of you telephone number (without any parentheses, periods or dashes). “Submit”
is clicked and then the screen showing successful submission comes up (see the next page for screen print of a
successful submission).
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Help
Contact Us Select the appropriate certification date:
Change Password
Logout
e © December 31 certification of the preceding year pursuant to K.S.A. 79-1468
O April 1 certification of territory annexed, attached, or transferred to another municipality or taxing district pursuant to
K.S5.A 791807 ().
o] July 1 certification of territory annexed, transferred, consolidated or organized by a school district or community
junior college district pursuant to K.5.A. 79-1807 (b).
o} July 1 certification of any fire district organized or boundaries altered pursuant to KL.S.A. 19-3606.
Select appropriate certification statement(s):
[T] The tax unit boundaries are identical to the current on-tine mapy which has been verified at the DASC wehbsite
[ There have been changes to boundaries dus to annexations, disorganization or consolidation of taxing subdivision(s) or Unified School District(s)
These are listed on the table below.
[ There are the following new and/or deleted and/or revised tax unit(s) listed on the table below.
(T Signature)
Phone Number:
Submit |
Done H Local intranet 5 - F00% v
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Navigation Menu Tax Unit Boundary Certification
Help

Contact Us Select the appropriate certification date:
Change Password

Logout

Main Menu [OF ber 31 certification of the ding year pursuant to KL.S.A. 79-1468

Q April 1 certification of territory annexed, attached, or transferred to another municipality or taxing district pursuant to
K.5.A. 791807 (a).

o] July 1 certification of territory annexed, transferred, consolidated or organized by a school district or community
Jjunior college district pursuant to K.5.A. 79-1307 (b).

Q July 1 certification of any fire district organized or boundaries altered pursuant to KL.S.A. 19-3606.

Select appropriate certification statement(s):

The tax unit boundaries are identical to the current on-line map which has been verified at the DASC website.

There have been changes to boundaries due to annexations, disorganization or consolidation of taxing subdivision(s) or Unified School District(s).
These are listed on the table below.

!

There are the following new and/or deleted and/or revised tax unit(s) listed on the table below.

(Typed Signature)

Tammy Vopat

Phone Number: T
6203424950

!

Submit

HLDca\intranat Sy v Wi <
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Navigation Menu

Help

Contact Us

Change Password

Logout

Main Menu The Tax Unit Boundary Certification was successfully submitted

Now g0 to the DASC website and certify the county’s map
Click to go to the map

Go to the link below to view and print the certificate
View

Copyright & 2014 , Kansas Department of Revenue

Done

J Local intranet 43 v Hiow -

Above is what you will see when you have a successful submission. In the successful submission screen, click
“Click to go to the map” to open a new window with the DASC website and to certify the county’s map.

Click “View” to see and print your tax unit boundary certification. Then click the “Print” button (see the screen print
on page 4) to print the certification and the “Back” button to return to the web page with the certifications. On the

next page is the example of a scanned copy of a printed certification of the December 31 certification with no
changes to the tax unit boundaries.

The program fills in the date the certification was entered, the county number and name and the certification year. It
also fills in who should receive a copy of the certification: the county appraiser, the director of the Division of

Property Valuation and the state appraised public utility companies. Since you are completing the certification on-
line, you do not need to send a copy to the Division of Property Valuation.
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Tax Unit Boundry Certification Page 1 of 1

Tax Unit Boundary Certification

! Counly Appraiser
¥ Director of Property Valuation, state of Kansas
o State Appraised Public Utility Company. The Statewide tax unit map is available for download on the link below

Dovnload map

Date: 07/24/2014
County Number and Name: 056 - Lyon
Certificate Year: 2014

NEW as of 2011: County Clerks are no longer required to send a paper map as part of the certilication. However,
the clerk must access the DASC website to verify tax unit boundaries. The options include: (1) no tax unil changes,
{2) request a paper map to edit, (3) a GIS file will be submiited: Gao to the DASC websile

Certification date:
‘@ December 31 certification of the preceding year pursuant to K.S.A. 79-1468

Certification statement(s);
i The tax unit boundarics are identical to the current on-line map which has been verified at the DASC website.
Go to the DASC wehsite

I herebly CERTIFY for Lyon County the statement(s) and information of this certification, pursuant to K.S.A. 79-1468,79-1807(a) and (b); 19-3606
and 12-1771 et seq., for year and date as indicated above.

Tammy Yopat
{Typed signature)
Contact telephone number; (620)-342-4950
Print date 9/4/2014

Form Mo, PV-AD-78 12/2014

http://rvintranet/Test/External/Abstracts/secure/TaxUnitBoundryCertPrint.aspx?certI D=4&u... 9/4/2014
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Tax Unit Boundary Certification with Changes

Every year the first certification all of the county clerks will do is the December 31 certification for the next tax
year. Remember you are certifying what tax units your county has for the new tax year as of December 31 of the
previous year. When there are changes to the tax units after the first certification, you will need to complete an April
1 or aJuly 1 certification. The tax year will be reset in the system every December 1 for the next tax year.

Fill in the certification by clicking the correct radio button for the certification date. Then click to add a check to the
box for the appropriate certification statement. If you have selected the incorrect statement, click the check box
again to remove the check and click to add a check to the correct box. When you need to certify changes there are
two possible certification statements:

e There have been changes to boundaries due to annexations, disorganization or consolidation of taxing
subdivision(s) or Unified School District(s). These are listed on the table below.
e  There are the following new and/or deleted and/or revised tax unit(s) listed on the table below.

You may select either or both of these statements. The first row of the table of tax unit boundary changes becomes
visible when a box for either of the statements is checked. Enter the city or township name and the 3 digit tax unit
number in their respective boxes. Then click on the radio button to indicate whether this is a new, deleted or revised
tax unit. Enter the Unified School District (USD) number for the tax unit being changed and click the radio button to
indicate whether it is urban or rural.

New rows in the tax unit boundary changes table are added by clicking the “Add New TUB” button. TUB is the new
acronym and stands for “Tax Unit Boundary”. Any time there is a tax unit boundary change at least two tax units
have changed, so a minimum of two rows must be on each certification with changes. If a certification is submitted
with only one row entered on the table, an error message will appear stating “At least two tax unit boundaries (TUB)
have changed, please click on Add New TUB to enter another tax unit.” See the screen print at the top of the next
page showing the error message above the tax unit boundary changes table.

- R e R e e e = TE U Bounary LEeeh.

Navigation Menu

Tax Unit Boundary Certification

Select the appropriate certification date:

December 31 certification of the preceding year pursuent to K.5. A, 79-1468

® April 1 cemficanon of rerrory annexed, anached, or ransferred 1o another munscipality or taxmg distrsct pursuant 1o
K5.A 751807 (a).

July 1 certification of territory smmexed, transferred, consolidated or crganized by a school district or commumty
Jurnsor college dismet pursuant 1o K.S.A. 79-1807 (k).

July 1 certification of any fire district organized or boundarses altered pursuant to K 5.A. 19-3606.

Select appropriate cemficaton statement(s)y:

The tax uan boundares are idenncal 1o the current on-line map which has been venfied ar the DASC websime.

¥ These have been changes to boundaries due (0 arnexations, disorganization or consolidation of taxing subdivision(s) o1 Unified School District(s). These are listed on the table below

There are the following new and'or deleted and/or revised tax umit(s) hsted on the table below

Tax Unit # - USD#

3 diei New or Deleted or Revised 3 digi Urban or Rural
I ] New I | OUrban
Deleted Rural

Revised

Add New TUB

(Typed Signature)
Phone Nuumber
Submit

Copynght © 2014, Kanses Department of Reverwe
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Navigation Menu

Tax Unit Boundary Certification

Select the approprinte certification date:

December 31 centification of the preceding year pursuant to K.S A, 79-1468
® April 1 cemification of territory annexed, amached, or transferred to another municipalite or taxing district pursuant to
KS.A 79-1807 (2).

July 1 cemficanon of terrmory annexed, lrdmred or by & schoal district or commumniry
junior cllege district pursoant 1o K. A 79-1807 (b}

July 1 cemficanon of any fire distncr crganized or boundanes altered pursuant 1o K.5.A. 19-3606,

Select ¥

The tax unst boundaries are identical to the current on-line map which kas been venified at the DASC websate

¥ There have been changes 1o ¢ due to i tion or ladl of taxing subdision(s) or Unified School Dastrict(s). These are listed on the table below.

There are the following new and'or deleted and'or revised tax unit(s) listed on the 1able below

|Emperia Township 102 New 253 ] ©Urban

[ Add Haw TUB |

(Typed Signature)
Tammy Vapat
Phone Number
5203413245
Submit

Cepynght © 2014 , Kansas Depanment of Reverue

Continue entering all of the TUB’s (Tax Unit Boundaries) which have changes. For each TUB enter the city or
township name and the 3 digit tax unit number in the respective boxes. Then click on the radio button to indicate
whether this is a new, deleted or revised tax unit. Enter the Unified School District (USD) number for the tax unit
being changed and click the radio button to indicate whether it is urban or rural. On the screen print below one too
many TUB’s have been added, so we can click on “Delete” to remove the extra one.

3 e nietrmnet Tein/ External/ Abtiact U intun TalniBoundn Cart synuistode=05 0 = G [| & Tax Unit Boundry Certificatin.

DEPARTMENT OF REVEMNUE

Tax Unit Boundary Certification

Select the appropriate cemification date:

1 i of the ding year pursuant to K.5.A. 79-1468
® April 1 certification of termtory annexed, attached, or transferred to another municipality or taxing district pursuant to
KSA 791807 (a)
July 1 cemification of termitory annexed. fi i,
Junior college district pursuant to K.5.4, 79-1807 fb]

July 1 cemification of any fire district organized or boundaries altered pursuant to K. A, 193606

d or organized by a school district or community’

Select appropriste certification statement(s)

The tax unit boundanes are denncal to the current on-hine map which has been venfied ar the DASC website

R Thers have been changes to b & due to or ¢ ads of taxang }or Unified School Districe(s) These are listed on the table below
There are the followang new and/or deleted and’or revised tax unit(s) histed on the table below

Tax Unit #

City or Township Name New or Deleted or Revised ;'I::; Urban or Rural
Emporia Township 102 New {253 Urban
Deleted % Rural
® Revised
Emporia City |oas ] New 253 ® Lirban
Deleted Rural
S Revised

New [ | OUtan
Deleted Ruzral Del
Revised

Add New TUB

(Tvped Signature)
Tammy Veopat
Phone Number.

Tax Unit Boundary Certification On-line Instructions Page 9 taxunitboundarycertonlineinstr.docx



After the table of tax unit boundaries is complete, make certain that the information is correct! When you have
verified that everything is correct, type in your name and the ten digits of your telephone number, then click
“Submit”.

After you click “Submit” and see the successful submission screen, the certification is automatically put on
the Kansas Department of Revenue website.

In the successful submission screen (see page 6), click “Click to go to the map” to open a new window with the
DASC website and to certify the county’s map.

Click “View” to see and print your tax unit boundary certification. Then click the “Print” button (see page 4) to print
the certification and the “Back” button to return to the web page with the certifications. On the next page is the
example of a scanned copy of a printed certification.

The program fills in the date the certification was entered, the county number and name and the certification year. It
also fills in who should receive a copy of the certification: the county appraiser, the director of the Division of
Property Valuation and the state appraised public utility companies. Since you are completing the certification on-
line, you do not need to send a copy to the Division of Property Valuation.

Tax Unit Boundary Certification On-line Instructions Page 10 taxunitboundarycertonlineinstr.docx



Tax Unit Boundry Certification _ Page lof 1

Tax Unit Boundary Certification

i County Appraiser

Wi Director of Property Valuation, state of Kansas

i State Appraised Pablic Utitity Company. The Statewide tax unit mep is available Tor dovwnload on the link below
Download map

Date: 08/12/2014
County Number and Name: 056 - Lyon
Ceviificate Years 2014

NEMW as of 2811: County Clerks nve no lenger required to sead a paper map as part of the cevtification, However,
the clerk nust access the DASC websife to verify tax unit houndaries, The options include: (I} no tax unit changes,
{2) request a paper niap to odit, (3) a GIS file will be submitied: Go fo the DASC website

Certification date:
& April 1 certification ofterritory annexed, attached, or transferred to another municipality or taxing district pursnant 1o K.S.A. 79-1807

{a}.

Certification statement{sy,
W There have beer chanpes fo boundaries dug o fons, disorganization or ¢ fidation of taxing subdivision(s) or Unified Schoel
Dristrici{s). These are Hsied on the table below. Go (o the DASC website to indicate changes have been made.

Gote the DASC website

City or Tewnship Nanie ] Tax Unie #] New ar Deleted or Revised | USH #] Unban or Raral
Emporia Township 102 R 253 iR
Emporia City 005 R 253 u

T herebly CERTIFY for Lyon County the statement(s) and information of this certification, pursuant to K.S.A. 79-1468;79-1807(a) and (b); 19-3606
and 12-177% et seq., for year awd dute as indicated nbove,

Tammy Vopat

EEyped sigoaturs)
Contact telephone munber: (620)-341-3245

Print date 9/4/2014

Form No. PY-AD-78 122014

http://evintranet/Test/External/Abstracts/secure/TaxUnitBoundry CertPrintaspxZeertiD=6&u... 9/4/2014
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Error Messages in the On-line Application

Sometimes a radio button or a check box is not clicked or the tax unit number or the USD number or something else
is forgotten. Notice that most of these error messages appear at the top of the screen and a red asterisk (*) appears
either below or next to what was forgotten. After you click the forgotten radio button or check box and fill in the
forgotten information, click “Submit” again.

y = T v v T |
% & Convert ~ ESelect

DEPARTMENT OF REVENUE

Navigation Menu
Tax Unit Boundary Certification

Helo

Contact Us
Change Password
Logout

Main Meny

« Certification Date is Required

« City Or Township Mame is Required

» Tax Unit Number is Required

* Please select New, Deleted or Revised
+ USD number is Reguired

* Please select Urban or Rural

« Signature is Required

« Telephone number is Required

Select the appropriate certification date:

) December 31 certification of the preceding year pursuant to K.S A 79-1468

O April 1 certification of territory annexed, attached, or transferred to another municipality or taxing district pursuant to
K.S.A 79-1807 (a).

O July 1 certification of territory annexed. transferred. consolidated or organized by a school district or community
junior college district pursuant to K.S.A. 79-1807 (b).

O July 1 certification of any fire district organized or boundaries altered pursuant to K.S A. 19-3606.

Select appropriate certification statement(s):

The tax unit boundaries are identical to the cutrent on-line map which has been verified at the DASC website.
[l There have been changes to boundaries due to annexations, disorganization or consolidation of taxing subdivision(s) or Unified School District(s). These are listed on the table below.

[[I There are the following new and/or deleted and/or revised tax unit(s) listed on the table below.

Tax Unit # USD #

City or Township Name 3 digits New or Deleted or Revised 3 digits Urban or Rural
I | ONew [ ] OUrban
" " O Deleted = ORural
ORevised *

®
Add New TUB

(Typed Signature)

Phone Number:

The telephone number is entered as 10 digits without any parentheses, dashes or periods. Since formatting is added
by the program, you will receive an error message if you click “Submit” and the telephone number has anything
more than the 10 digits in it (see the screen print on the next page).
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it Boundry Certifications - Windows Internet Explorer

@.\-/‘v |g rvintranet | [ |[ €] [ ||,

File Edit ‘“iew Favorites Tools  Help

T Favorites | 5l - gl -
55|+ 8 Tax Unit Boundry Certific... 3 | @ Page Title -8B | p=y v Page~ Safety - Tooks - (@~

DEPARTMENT OF REVENUE ~
Navigation Menu Tax Unit Boundary Certification

Help » The phone number is not in the correct format. The phone number must have 10 numbers including the area
Contact Us code, dashes are not required. 555-555-5555.
Change Password
Logout Select the appropriate certification date:
Main Menu
® December 31 certification of the preceding vear pursuant to KL3.A. 79-1468

@] April 1 certification of territory annexed, attached, or transferred to another municipality or taxing district pursuant to
K.5.A. 79-1807 (a).

@] July 1 certification of territory annexed, transferred, consolidated or organized by a school district or community
Junior college district pursuant to K.5.A. 78-1807 (b).

@] July 1 certification of any fire district organized or boundaries altersd pursuant to K.5.A_ 19-3606.

Select appropriate certification statement(s):

The tax unit boundaries are identical to the current on-line map which has been verified at the DASC website

There have been changes to boundaries due to annexations, disorganization or consolidation of taxing subdivision(s) or Unified School District(s).
These are listed on the table below.

There are the following new and/or deleted and/or revised tax unit(s) listed on the table below.

(Typed Signature)

Tammy Vopat -

Phone Number:
12 phone number 1s not in the correct format. The phone number must have 10 numbers g the area 3
620) 342-4950 The phy iber the fi The phy iber have 10 numbers including the code,

‘:ﬁ\.u:alintranst v Wmi00%h <

Two error messages do not appear at the top of the screen. The error for failing to select a certification statement
appears below the three certification statements (see the screen print below). The error for only entering one tax unit
boundary change appears above the tax unit boundary changes table (see the screen print at the top of page 9). At
least two tax unit boundaries will be changed, so two TUB’s must be entered.

- ; |
E\?‘E Convest = B Select

T e

KANSAS

DEPARTMENT OF REVEMUE

Navigation Menu

Tax Unit Boundary Certification

Select the appropriate cemificanion dare:

# December 31 certification of the preceding vear pursuant 1w K.5.A. 79-1468

. April 1 certification of verritory annexed, anached, or transferred 1o another municipality or vaxing district purcuant 1o
K.SA 79-1807 (2).

July 1 cemification of terriory annexed, ransferred, consolidared or organized by a school district or communiry
jumn college district pursuant 1w K.5.A 79-1807 (b).
2 July 1 cenification of any fire diswrict organized or boundaries altered pursuant to K5 A 19-3606.

Select eppropriate certification statementis):

_| The tax unir boundaries are idenncal 1o the current on line map which has been verified ar the DASC websie.
[ There have been changes to boundarics due to anncxations, disorganization or consolidation of taxing subdivision(s) or Unified School District(s). These are listed on the table below.

[ There are the following new andlor deleted and/or revised tax unit(s) listed on the table helow

for the canficate st

* At least one sel

(Typed Signature)
Tammy Vopat
Phone Number.
6203413245

Su

Copymoht @ 2014, Kansas Department of Revenwe
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Contact Information

If you have any questions about the on-line Tax Unit Boundary Certification contact Peggy Huard
(telephone: 785.296.6641, email: peggy.huard@kdor.ks.gov) or Vicki Lignitz (telephone: 785.296.3225,
email: vicki.lignitz@kdor.ks.gov) at the Kansas Department of Revenue, Division of Property Valuation,

Abstract Section.
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