Get Current Reference Owner at Renewal

From the Back Office, when a Renewal record is initiated, the current Reference Owner can be retrieved from the database and will be copied to the Master record.

1. From the Master record, initiate the Renewal record.
2. Once the intake form is populated with last year’s data, scroll down to the Parcel section.
Note: The Owner is populated with last year’s data.
3. Click Get Address & Owner.
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4. The new Reference Owner associated with the Parcel is automatically added.
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5. [bookmark: _GoBack]Now, checkbox the previous Owner > click Delete.  Once the Renewal fee is paid and the Renewal is complete, the new Reference Owner will be copied to the Master record.
[image: ]
image1.png
Edit Partal Record By Single -- Webpage Dial
ing! page

Set Primary

O Primay Parcel # Township Range

987654321

e

Search Delete Set Primary Gls

[] Name

Mail City

o EEE e —

GIs v

Section

Mail State

Book

Phone

Parcel

Condition

Primary

Subdivision

Lot




image2.png
Owner + (7his section s required)
Search Delete = Set Primary Gls
1 record(s) added successfully.
[0 Name Address Line 1 Mail City Mail State Phone Condiion Primary

[ BETTYBOOP 5415551212 o

o [




image3.png
Owner = (This section s required.)

| Sear |

Delete

‘ Set Primary

| os |

1 re:ord['dded successfully.

4.

[ HEIDI SHAMBERGER

Address Line 1

911 KAILUA ST SE

Mail City

SALEM

Mail State.

Phone

Condition

Primary




