Proval Commercial Instructions

Opening Parcel
e Open Proval

e Select thisicon:
e This screen allows you to search for a parcel(or parcels)

Parcel Selection

Parcel Selection Range

9 Pk Fram
() Owaner Mame RPT12345675900

() Akt Dwner Mame
() Property Addrezs To
(O Al-PIN
() Neighborhood
(O Situs Address
(I LRSM

[ ] &ctive Parcels Only - [ ] Include Unformatted PIN in Search

() Property Class

() Input File
() Query

[ Wiew Histary Data

Prior Selection Critena:

PIM from marizzatest to e

| Ok ] Cancel Advanced

e SelectOK

Ending Wildcard (%):
Place % at the end of your search term to find all results that start with that value.
Example: RPT1234% - returns all parcels that begin with RPT1234.

Beginning Wildcard (%):

Place % at the beginning (or both beginning and end) of your search term to find results that
contain that value anywhere in the string.

Example: %T1234% - returns all parcels that contain T1234, such as MHT1234 or RPT1234.
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Adding Property Record

e After openingthe parcel, select Property Records, then Add a Property Record
M Proval

File  View | Property Records | History  Administration  Images
|;-.7’| Add a Property Record

& Update a Property Record  Ctrl+-U
Vioid a Property Record m M: I
- lOW”EF Recover a Voided Property Record =
Future Property Records ] rEe
Address I
Mext F4 ption
Previous Shift+F4 Ke
Copy =
Mowve
age / Sketch
Inspection Records
Condos & Economic Units 3
Property Record Card Setup

Farcel 10f 1 Print Property Record Card
Application Li:
Print Motice
— Meed to Price Land
-3 Mainter, Meed to Price
-{Z] Reports
Cl Analysis Refresh Data J
-] Tables ™ Type
- Uity
-8 Public Inquiry
e Nextthis screen will pop up:
Property Record X
i Description: <+— Optional: enter building info (Ex. Walmart)
Fricing Type Property Clasz 421
41-C ial ot ac in cit w .
O Residential/Agricultural ornrnercial loksac in city |<— Select the correct property class

/ 0 Commercial/lndustrial

Select which type of

improvement.
. . Copy from... Cancel
Reminder: commercial

buildings are not

available on residential
records.
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Sketching

Once you have created a property record, you can begin sketching.

e The sketch toolbar can be found on the upper right-hand side of the sketch.

/Parcel |"Admin |"Land Sketeh | "Other |"Comps |"Values |“Images » | Documentss | Pictometry » | Permits» |

Sketch Tecolbar

O, & - o4
DL My

Ape Sl

Sketch Toolbar

0O G +
D_‘ €~ @
DL g

A &8, g

Be&a
o M
w 7B

Scale = 200 fUside
Last Updated:

O By v 8 ¢ A
O M
W 7B

Define Segment
Delete Segment
Copy Segment
Move Sketch
Recenter Sketch
Rotate Sketch
Flip Sketch

Mawve Segment

Ctrl+D

Ctrl+V

Add Outbuilding  Ctrl+Y

Indicate Party Walls

Auto Close
Box Close

Test Close

Rescale
Jump to Corner
Curve/Angle

Add Mote

Segrment Labels

Dirnensions
Lines
Outbuildings
Motes

Recpen Segmen

View Calculated

Ctrl+C
Ctrl+B

Ctrl+R
Ctrl+]

Ctrl+T

Ctrl+L

t

Areas




Proval Commercial Instructions

The main functions will be:

o Define Segment: this is how we enter buildings on the parcel. Always start
below grade(foundation), then at grade(1 story, 2 story, concrete, etc), then if

applicab

le define the upper levels. (3™ + stories)

Define Level X

Daone

Select level to define:;

0 EBelow Grade
() &k Grade

() Upper Levels

Define. .. Cancel

Each section will pop up this menu. You’ll need to select characteristics for

each level.

Define At-Grade Segment

Prefix

144
142
34
142 =
34z
D1:
1142 2
1-344 =
J2s
21422
(M=
Tc
T+c
2
24
M

Conztruction Comporent

0 Fr - wWood/metal stud load- Atz
bearing frame w! various Bamit 'l alkaut
non-maganm extenion covers Lawer Level

() Br - Wood/metal stud load- Crav
bearing frame w' mostly brick Overh
or shone exteriorn cover Wei=ITe

() Pale - Wood pale frame with Slab
metal, wood, or various types Basement Garage
aof exteriar cover Carport

() Maz - Solid mazonary block, Car Shed
poured concrete, stone ar Garage

brick load bearing walls Integral Garags

() Steel - Engineered steel Cathadral
component frame normally

with metal exterior () Commercial Uz=

Default Esternar Caver

Label

() RC - Reinforced concrete 2 Wall .ﬂ.dd?tﬁnn
frame with various exteriors - 3w all Addition (End)
fireproof 2'Wall Addition [Side)
(I FPS - Heawy steel frame with b obile Harme
wanouz extenors - fireproof tH Foom Estension
Laft
Facing
M odifier
Finizhed +
Infinished

1zFr

Esterior Feature
() Concrete Patio
i) Flagstane Patio
i) Brick Patio

(. J'wood Patio

Roof Extenzion

Canopy

Conventional Canopy

() Portico
i) Mazonmy Stoop

() Open Frame Parch

() Enclosed Frame Porch

Bay
(wood Deck
B alcor

() Solarium

) Open Masonm Parch
() Enclozed Mazonm Parch

[ |'wfaod Floaor

Cancel
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o Outbuildings: this is where you will enter stand-alone features.
Commercial property records have three different menus for these stand
alone features.

Outbuildings et

Bleachers

0 vard ltems |

Carwash Buildings - Awerage
Carwaszh Buildings - Good
Canwazh Buldings - Low Cost
Camwazh Restroom Fistures
Camwash, Self Service - Average .
Carwash, Self Service - Good [_J Sketch
Camwazh, Self Service - Low Cost
Cells, Steel Piling - Round

Cellz, Steel Piling - Square
Chirnrey

Chirney - Metal

Chimney with 2 Flues

Commercial Swimming Pool
Conc Retaining YWall, Lesvel Backfil
Conc Retaining W all, Reinforced
Conc Retaining ' all, Sloping Surcharge Cancel

() Special Features

() Outbuildings

o Scale: This is how you will “zoom” the sketch to get everything to fit.
o Recenter Sketch: This recenters (and optionally zooms) the sketch to center
everything.

e Drawing-once you have defined the segment, you will need to begin sketching.

o Selectwhere on the sketch you want to begin. (ALWAYS DRAW CLOCKWISE)
Press Enter
Type the distance of wall (ex. 70)
Using the arrow keys, select which direction to draw (ex. Right arrow key)
Press Enter

o O O O O

Repeat this process until the building is complete.
= [fthe building is not “closing” then you will need to determine which
dimension is incorrect.
e Onceyou have completed a drawing, the label and square footage will pop up (by
pressing Enter)

e You canresize any dimension or label by pressing the — or + keys
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Building Tab

Once you have sketched an improvement, the buildings tab will show up

Parcel I/ Admin if Land i/ Sketch)/ﬂlililgs VOther L/Comps V‘u‘alues Vlmages» ]/Documents:o l/'Pictometry» L/Permits»
D

General Building Characteristics B C
_ L —
Building: 001 Section: Detail Hoeor & Plumbing Building Info = Copy Uses
Mumber of Floors: 1 % Complete: & Commercial Building Type:
Hoor Use Area SR - Class D - Wood Joist
_m Primary Occupancy: Class C - Fire Resistart
<Mone> ~ Class B - Reinforced Concrete
Grade / Rank: “ Class A - Fireproof Steel
Condition: AY w Class P - Pole Frame
Year Built: 0 Class 5 - Pre-Eng. Steel
Effective Year: 1] Kit Building
Total Building Area: 10910
() Blend with Income Edit at Sub & Superzinchwe Igvel

A
<Maone: <None: 0
<Maone: <None 0
0 <None: 0
] 0 0 Owermide Physical Depr
Apply Cancel

This has four main sections to fill out:

A. Building Type, Grade, Condition, Year Built
a. Thisis basic information and will be verified in the building info menu
B. Detail
a. Usecode
b. Sprinklers
c. HVAC (up to two options)
d. Construction (separate button)
i. Wall height/ ceiling height
ii. Walltype
iii. Framing
iv. Any additional depreciation
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Commercial Use Information

Use Code:  General Commercial [GCH)
Area: 105910 % of Floor: 100.00
GC Adjustments
| B Lighting g Adjustment =
Sprinkler: Sprinklers e
| HWACT: Complete HYAC bl
HYACZ: <Nones v

Hatels M otels/dpartments/Stip Retail

MAA

Individually Dwned Uit

"] Unit Cost Adjustments

w  Floor/ldse 1 - 353 General Commercial - 10910 w
Bazement Type: <Mones e [ Eit Building
Other GC and Baze Adjustments GCK Adjustmerts
Wall Fin Area [-): SF
Floor Fin Area [-): SF
10910 -
_— Ceiling Fin Area [-]: SF Esterior Sheathing
% Fartitioning [-: SF Steel Girts & Purling
Roof Deck Parking: SF Alum.mun_ﬁ Siding
Interiar Liner
Beleop Hies: N sF Heavy Guage Siding
Racquetball Courts; Plastic Panel Siding
Squash Courts; Sandwiched Paneling
p— Steel Pozt & Beamn
Elevated Floor: SF

[CJ Roofing & framing adjustment

Dack Floor Adjustment

Rigid Steel Frame

Low Profile Adjustment
Basze Intenior Finizh
Deduct: No Concrete

Cancel Corstruction. . b
| Use Construction Information x
Flaor Fliar MES
Floor  Per. PAR Area Uze |z Area Perirm /
345 410910 Undefined 10910 Sl
wéall Hght: 13
Ceiling 15
Height; ——
whall Types
Linear Feet % of Floor Perimeter
Concrete Black, Testured Face o d4E 100,00 %
<Mones e 4
<Monex w #
I <Mones ™ %
|
| Framing Clasz Depreciation '
Area % of Use Area |
[(IClasz D - Wood Joist % Economic: %
i B Class C - Fire Resistant 10910 100.00 = ALCHE * |
|_IClagz B - Reinf Concrete P, N
| [T Clasz & - Fireproof Steel 3 _ ) N
_ | User Oweride?
[_I Class P - Pole Frame %
[ Class § - Pre-Eng. Steel M & 5 Occ. Rank
M & 5 Wall Rank
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C. Floor & Plumbing

a.

Verify that PAR is not blank (this is auto done by Proval, just make sure it’s not
blank)
Fill out Baths (half bath combinations are common for commercial)
Fill out additional plumbing on bottom right section
Floor & Plumbing Information x

Infarmation for Flaor 4 o

| Area 10910 Perimeter/Shape: 446 PAR: 4 Restare Defaulk:

Plumbing Infarmation

B aths YW azh Fountaing Gang Sinks
Comm  Resid BEES 5
Full Baths: 0 0 G/F ES S5
HaliBaths: 2 0 Crc3g: 0 0 0 4000
Eutra Fistures: 1 0 Lire 54" D_ D_ D_ 8 D_ D_ D_
Total Fisturez: & 1] Semi 38" D_ D_ D_
Sermi 34': 0 ] n
katel/Hoteltdpt Fistures: 0 -
Column Showers Multi-Stall Showers
Gang Showerheads: 1]
ES 55 ES 55 B ) 1—
Cirz & per; na Cirz & per; o0 a T Duntalns: —
Semidper 0 0 Semidper 0 0 Wiater Coolers [refrigerated); 1]
il il i _ 0
Comer 2per 0 0 Comer 2per 0 0 YWiater Coalers [hot and cold]: u
- —  Emergency Showers 0
Emergency Evewashes: 0
Emergency 5howers/Eyewashes: 0

Q. l Clear Plumnbing Cancel

D. Building Info

a.
b.
C.

Verify Comm. Building Type

Verify primary occupancy

Verify Grade, Condition, % Complete, Year Built/Eff. Year Built, and Remodel
Year

Enter Roofing details

Enter Insulation details
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| Building Information >

General Bulding Charactenstics

Property Fecord  C01 - Undefined

Comm. Building Type  Retail. Other i Building 001 Section
Frimary Ocoupancy  General Cammercial [GEM) «  Physical Depr. Table Calculate depreciation from uses e
Grade / Rank Awg I ear Built: 1993 ["] Determine Effective Year Buil
Condition: AN w Effective Year: 2005 Count; 1
% complete: 100 Year Remodeled: 2022 [ Blend wWith Income
| Dl Al
. Floor Use Use Area
D epreciation TR 10910
Physzical: 0 Owerride
Obzolescence
Functional:
E conarmic:
Lacation Adj Factor: 0 Tatal Building Area: 10910
Composite:; 0
Roofing
Sound Yalue Built-up ~ 100 wall Ihsulation 100 %
Field: [Mone] e <Monex ~| 0 Roof [nsulation 100 4
<Maones ~| 0 Mumber of Units
<Mones ~| 0 Average Unit Size
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Other Tab

You may have sketched improvements that are not a main building, such as paving, general
purpose buildings, etc. These can be found in the other tab.

Parcel I/Admin }/-Land I/-Skeich Vﬁuildings./(:omps l/‘u'alus Vlmags:o I/-Documenis:o l/-Pidomeir_l,r:o l/-PEIITii'E:\o ]

D Type ‘Year Built Grade  Condition Width Llength  Size

01 |Paving

Avg AV 0 D 1 5
02 Grerupmse g WonarobFae  ans g A s> %

Structure: Paving Attached lems Remove Detail
Year Built: 2004 ltem Size Grade
Quality Class/Grade: | Avg e

Condition: AV ~

Width: 0 Length: 0 Size: 12345  Square fest

Height: 0 Capacity: 0 Court: 1

Blend with Income | |

To view these improvements, select the improvement then click Detail
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Pricing
After all information has been entered, you can now price.

Value = Price with Cost

,;\J'{ ProVal
File  View Property Records History  Administration  Images  Utilities | Value | Reports  Help
=EHe «» | Price with Cost |
z R EBRw Price with Market Models
Parcel List 3 X [Kevirtest [0]S: S [M: M Needtd Comparable Sales ked [520 [ 520- Resid lotsiracts in ci
PIN ]Ownerl Ab-PIN ] Addresgl Parcel VM Comparable Assessment - | Valnes Docu
=3 Kéevintes.t _ Summary l History ] Buildup l Income Groups F8
----- CO01: Commercial record H#01 Summary Allocations =
View Allocations
Prior Roll Value Correlation of Value  F10 ified Yalue: %Change:
2024 REU Correlation of Value
Post Yalue Conclusion
LM: 1] Meed to Post
IM: 0 MNeed Motice
: o Update Value Modifiers
Parcel 1of 1 Exemptions
Application List I x
LA 1]
“IA: 0
{1 Maintenance “TA- n

You then have the option to select which record you would like to price. Typically you will
press Select All then click OK

PR S ———e e ey

' Property selection for Cost based pricing

Select one or maore records from the list below

Lo
CcM

| oK Cancel Select All

This will then take you to the cost build up screen. Values for each improvement can be
seen here.
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Memos

After pricing, you can now add memos. Each parcel will need an updated RY memo (and
the old one removed) as well as any other memos need for the parcel.

Inspection Record

The inspection record is needed to “sign your name” onto the appraisal.

— | |nzpected By bk

Property Records = Inspection Records M Proval
File  View | Property Records | History  Administration  Imai
This will bring up this screen. Fill out: = fd 2 Property Record
Update a Property Record  Ctrl+U
H Void a Property Record EE
Inspection date (when you were there) BRI Owet  ecover s Voided Property Record el | A
(5 Kevirtest — 1ty Record y] Histo!
BRC01: C uture Fropel ecords »
Inspected by (usually you) s o .
. Previous Shift+F4 h
Appraisal date (when you entered data) f— 1 I
Move 1
Appl’alsel’ (usually yOU) Inspection Records |
Condos & Economic Units 3
PI'eSS Apply then OK Propertv Record Card Setun

Inspection Record Maintenance

Property Recaords
Land data record [Active]
C01: Commercial rec 07 [Active] 0 1|

Inspection Date  09/22/25 Data Source | Camplete Refusal v Clear Al

Apply Ingpection Date ta
[ ] ) Select Al
| Appraizal Date  09423/2025 0 &l Detail Records

() Selected Detail Records

Appraiser pbd
LA Description |repection D ate
I 1 CO1[A) GEMCORB 08/22/2025
I 2 COl[a) PAVING 058/22/2025
I 3 CO1[a) POLEBLDG 08/22/2025

Ok Cancel

DON’T FORGET TO SAVE!!!!!
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