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Section 1

Introduction

Adobe Reader is a free .pdf viewing software that works great for viewing the
digital tax code area maps from the Idaho State Tax Commission. It can be
downloaded, free, at www.adobe.com. This document will instruct you on how to
open, review, print, and report discrepancies in the tax code area maps. Make
sure you are using the latest version of Acrobat Reader, version 6.0, to ensure
everything works as described.

GIS datasets are provided on the tax code area CD as well, if you’d rather look at
the data instead of the maps. There is a free GIS data viewer called ArcExplorer
to view GIS data layers. You can download it, free, at www.esri.com. It is a
simple stripped down version of ArcView, meant only for viewing GIS data
layers. You can’t edit, do analysis, or create fancy maps like you can in other GIS
packages.

ArcExplorer will allow you to view any of the tax code area GIS data layers that
the Tax Commission maintains, to produce the tax code area maps. The two
layers that the Tax Commission maintains are the tax code area dataset and the
annexation dataset. The tax code area dataset is the dataset that shows the tax
code area boundaries, and the tax code are numbers, for each polygon. The
annexation dataset is the layer that creates the green polygons on the map
representing the annexations, or changes, during the past year. Viewing these two
layers simultaneously in ArcExplorer will give you additional information in the
database not shown on the maps, or it may clarify something that is not very
legible on the map.

If you have a copy of, and are familiar with ArcView 3.x, 8.x, Geomedia, or any
other GIS package, | would recommend not using Arc Explorer. ArcExplorer is a
free GIS data viewer and therefore has less functionality than the other GIS
packages. But, ArcExplorer still does the trick if nothing else is available, or if
you are not familiar with a GIS package. Good luck!

Now, let’s take a look at Adobe Reader to review the maps.


http://www.adobe.com/
http://www.esri.com/

Section 2

Copying tax code area data to your computer from a CD

Go to your desktop and double-click on the My Computer icon &

When My Computer opens, browse to your CD drive and view the information
on the tax code area CD sent by the Idaho State Tax Commission. Copy your
county folder to your hard drive. To do this, right-click on your county folder and
select Copy. Browse to the folder on your hard drive where you want to store the
folder, click Paste, under the Edit menu. You now have the tax code area data
copied to your hard drive.

To allow read permissions, right click on your county folder, you just pasted, and
select Properties. The following window will appear. If the Read-only checkbox
is checked, then uncheck the box.

20

General | Sharing | Security |

L] =

Type: File Folder

Location: [:MEducationtG15 CourseshTCA_Reviews2003TCA
Size: 48,1 ME (50,438,560 bytes)

Size on disk:  48.1 MB (50,520,064 bytes)

Contains: 36 Files, 7 Folders

Created: ‘Yesterday, August 11, 2003, 11:29:35 AM

Attibutes: [ Riead-oriy Advanced...

™ Hidden

Ok I Canecel | Apply |

The following window will appear when you hit OK. Check the option, Apply changes
to this folder, subfolders and files, and hit OK. You are now ready to work with the
files.

Confirm Attribute Changes |

*fou have chosen ko make the Following attribute change(s):

unset read-onky

Do you want ko apply this change ko this Falder only, ar do you wank ka
apply it ka all subfolders and files as well?
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¢ apply changes to this folder only
' apply changes to this Folder, subfolders and Files

oK I Cancel




Opening a map in .pdf format

To open a map, double-click on the Adobe Reader 6.0 icon
desktop, or go to Start/Programs/Adobe Reader 6.0.

~
When Adobe Reader opens, click on the Open button £
o]
File Edit Yiew Document Tools ‘Window Help
2R - AR OI-EIA - et - o] [smreeeos

D‘ FL %@'EBDOKS =

Browse to the map you want to open. The maps are in the Map_pdfs folder in the county
folder. Select the map and hit Open.

open I &

Loak, in: IaMap_pdf's j " ¥ ER-
. -!é adal3.pdf ﬁstarDSmap.de
@ | fdaEast0s. pdf @SWBoiseDSmap.de

| fdawestns, pdf

Histary gﬁ adahiwi0s.pdf

ﬁ Eaqgle03map. pdf

ﬁ GardenCity03map, pdf

7| kunalimap. pdf
Meridian03map. pdf

E& MEBoise03map. pdf
ﬁ MW Eoise03map. pdf

ﬁ SEBoised3map. pdf

File: narne: IMeridianDSmap.pdf j Open I
Files of type: I.-’-‘-.du:nbe FDF Files [* pdf] j Cancel |
v




The map is now open and you are ready to view the tax code area map.

8 Adobe Reader - [Meridian03map.pdf] == x|
@File Edit View Document Tools Window Help =2 x|

- [3 Cpen E Save a Copy E:\;] Print % Email “ Hﬁ ]:TI Select Text -
@' eBooks =

Qvﬂﬁ]@ﬂﬁ% - @

0 i3 “ Search Adabe PDF files

i Pages‘ Layers‘ S\gna‘lures‘ Bookmarks

(] 4@xasin 4 ¥

|4 4 10f1 bEl O Ol [O/H H




Section 4

Reviewing tax code area changes

The first thing you will want to do is view the List of Changes. You can open up
the word document, .pdf, or look at a printed copy. This list shows all the
changes, made to the tax code areas, during the past year. The List of Changes is
on the tax code area CD. The List of Changes is sorted by district, map, and then
ordinance number. You can sort this differently in the Microsoft Word document,
if you would like. You’ll notice there is a column named “map” that tells you
which map the change is shown on.

Determine the change you want to look at, and open the corresponding map with
Adobe Reader.

Hit the Search button ﬁ , and type in the name of the ordinance, in the type-in
box that pops up, in the window, on the right side of Adobe Reader.

Hit the Search button chhl in the window to the right.

'mndohe Reader - [Meridian03map.pdf] - | Dlﬂ
:File Edit Wiew Document Tools window Help -|ﬁ'|1|
g - & |2 ol =3 —~1E - H 3 £
PAEAMOE @ia-0D00ew -o|ity D] [ ol
I E @eﬂooks -
4 4 ¢ ¢ Search PDF Hide
=1

I Pages\q Layers\‘ Signatures\‘ Bookmarks

‘ehat word o phrase would you like to search For?

n2-343

Wwhere would you like to search?
% In the current PDF document
4l PDF Docurnents in

IEI Mew Wolumne (D) j

[ whale waords only
[T Case-Sensitive
[ search in Bookmarks

¥ Searchin Comments

Seatch |
Search PDFs on the Internet
| -~ 52 Use Advanced Search Cptions
1 45 % 36n 1 2 | _
I — &) Complete Adobe Reader 6.0 Help
| 10f1 e © U




You’ll see a Results window pop up, showing the text it found using the search criteria.
Click in the Results window, on the correct option, and the text will highlight.

Hint: If you are zoomed, to the full extent of the map, when you began the search, the
text will highlight. If you zoom in, to an extent similar to the size of an annexation, you
can hit the Search button and the text will not only highlight, but also zoom you to the
selected text it found, as shown in the diagram. You can then zoom, in or out, to the
desired extent for viewing.

il
) File Edit View Document Tools Window Help =11l
PRAEAMOE-Ea-0D00ew -o|ily B [ ek
% @eﬁooks v‘

ﬂ @ P Search PDF Hide:

Finished searching For:

02-949

Total instances found:

' 31
| Ord. 02-988 . !

prd. 02-952

$ Mew Search |
Resulks:

i Ord. 02949 GRAMGER Ord. 6175 Ord=

l Pages\q Layers\q Signa‘lures\q Bookmarks

=
4| | »

# Dong
i $ Use Advanced Search Options
] 48xaein_ 4| | 3

| i< 1ol Y | 'ﬁ 5 lj @ Complete Adobe Reader 6.0 Help

To start a new search hit, the New Search button* MI in the window to the
right.




The following zoom tools are useful in Acrobat Reader.

Hand tool (pata) that allows
Zoot to page wou to move around the map
O © 33P% - @ | o

‘I‘ ‘I‘

Zoom it to desired extent by Zoom out at Zoominat  Zoomto previous extent

clicking and dragging onthe 5 zet zcale a set scale
tap to create abox that will

define the extert of the map.



Section 5

Reporting discrepancies to the Tax Commission

a
To report problems, use the e-mail button g . You can e-mail Craig Johnson or

Jason Talbot with discrepancies: jtalbot@tax.state.id.us or
crjohnson@tax.state.id.us.

In the e-mail, provide the ordinance number and a description of the problem. The
section and, township & range where the problem occurs, may also be helpful.
You have the ability to clip a portion of the map and send it in the body of the e-
mail.

To clip a portion of a map, zoom to the desired location, and hit the Snapshot

button ===

Define the area of the snapshot button by clicking in the map extent, and, while
holding down the mouse button, drag across the map until you have defined the
area to capture, in the snapshot. When you release the mouse button, the area will
be automatically copied to the clipboard. You can then open up your e-mail, and
with the cursor in the body of your e-mail, below your text, hit Ctrl + V
simultaneously, and this will paste the image into the body of the e-mail. This is
helpful to send with the description of the discrepancy. Remove the .pdf that is
automatically attached, and send the e-mail.

™ Tax code area corrections in SEC 36, T4M, R1W - Message (HTML)

JFiIe Edit Yiew Insert Format Tools Actions Help

JNormaI + Arial | 10 |A | B I U |
= S|4 2R B0 (B! 4|y |Eomms. & El
|ﬂ This message has not been sent.,

To... |Ijtalbot@tax.state.id.us
Cc... ||

Subject: ITax code area corrections in SEC 36, T4M, R1W

€= = —

The tax code area number for the area of ordinance 02-966 should be 03-1 instead of 03.

The west boundary of ordinance 02-866 should also follow straight along Linder road south
to ordinance 02-977 without making any jogs as you have shown

Ord. 02-966

03

Ord. 02-977 10



mailto:jtalbot@tax.state.id.us
mailto:crjohnson@tax.state.id.us

If it is easier to explain the problem by drawing on the map, you can paste the
snapshot in word, print it, draw changes on the map and fax it to Jason or Craig at
208-334-7629. Please, also send an E-mail describing the problem, and mention
that you are faxing a map. These steps will better ensure that the changes will be

made before we finalize the tax code area maps.

11



Section 6

Printing a map

There may be some variation, in the appearance of your print window, in
comparison to the print windows shown in this document. Ensure that you are

using Adobe Reader version 6.

To print the large 46X38 maps to your plotter do the following:

Pririt
1. Hit the print button

, and it will open the following print

window:
prine 2

— Printer

M ame: Froperties |

Statuz:  Ready ™ Print to file

Type: HP Deszignlet 1055CHM P53
— Print Range — Preview

Lo

£ Curment wiew

£ Curent page

_ k 11 A

" Pages from: I'I b I'I

j [T Eeverse pages

Sul;set:l.-’-‘-.ll pages in range

— Page Handling

Copies: 1 -

Fage Scaling: IShrink large pages j
¥ auto-Faotate and Center

[T Choose Paper Source by POF page size

Frint W hat:

I D ocument j

F'rintinglipsl Advanced I

nitz: [nches Zoom; 213

Cancel

o]

2. Choose your plotter in the Name drop-down list.

12



3. Hit the Properties button, in the upper-right corner of the print window.

The following window will pop up.

&% HP1055C™ on BOI-PRINT Document Properties

Lapout | Paper/Cuality |

— Orientation

o

L "cape
" Rotated Landscape

— Page Order
' Front to Back
" Back to Front

Pages Per Sheet: I 1 'l

Adwanced... |

Cancel I

4. Hit the Advanced button to choose the paper size. The following

window will appear.

5. Choose ARCH E for the paper size. This is a 48X36 paper size. Hit

OK, on all print windows ,to get back to the original print window (the

first print window you opened).

HP Designlet 1055CM P53 Advanced Options

2=

ED@ Paper/iOutput

------------- Copy Count: 1 Copy
[-]@ Graphic
E@ Image Color Management

ﬁg HP Designlet 1055CM P53 Advanced Document Settings

------------- Paper Size: =

e ICM Methad: ICM Handled by Hast System

IZM Intent: Pictures
............. Scaling: 100 %%

------------- TrueType Font: Substitute with Device Font

EI"'Z& Dacument Options

EEI---%?E PastScript Options
I':'I% Printer Features
v Paper Source: Roll 1

- Print Color as Gray: Mo
- Scale ko Mo Change

- Prink Quality: Mormal

o]

------------- Advanced Printing Features: Enabled

-

Cancel |
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Your print window should appear as follows:

(Notice that the page size now shows 48X36 in the preview.)

— Printer
WWEOI-PRINTSHPT 0550 Properties |

Statuz:  Ready ™ Print to file
Type: HP Deszignlet 1055CHM P53

M amne:

— Print Range — Preview

& Al
£ Curment wiew

£ Curent page

=
=
o

" Pages from: I'I b I'I

e’

Sul;set:l.-’-‘-.ll pages in range j [T Eeverse pages

— Page Handling
Copies: 1 = 36

T

B0 - i VS

Fage Scaling: IShrink large pages j

¥ auto-Faotate and Center

[T Choose Paper Source by POF page size

Print What: I Drocurnent j

nitz: [nches Zoom; 38

F'rintinglipsl Advanced | ] 4 I Cancel

Hit OK, and your map will be sent to the plotter.



Section 7

Exercises
The data for these exercises are found in the ClassData folder on the CD.

Exercise 1: In these exercises, you will determine the tax code area number, for
the parcels, for a given annexation.

Exercise 1A:
1. Open the “List of Changes” for Ada County.

2. Find the first ordinance listed on page 5.
What is the ordinance number?
What is the district?
What map is it located on?
What is the new tax code area number(s)

3. Search for the ordinance number in Adobe Reader 6.0, using the Search
button. What is the tax code area number(s) shown on the map, for the
parcel(s), in this ordinance?

You may need to use the zoom out tool to find the tax code area number.

Does it match the tax code number on the “List of Changes”?

Note: Remember the hint found on P. 8, about searching by zooming in vs.
searching when at the full extent of the map.

Exercise 1B:

1. Open the “List of Changes” for Ada County.

2. Find the first ordinance listed for the City of Eagle. What is the ordinance

number?

3. Search for the ordinance number in Adobe Reader 6.0, using the Search

button. Type in Ord. 407. The search did not find anything. Now do a new

search by just typing 407. Why did the search not find Ord. 407?

15



4. What is the tax code area number(s) shown on the map, for the parcel(s),
in this ordinance? You may need to use the zoom out tool. Does it match
the tax code number on the “List of Changes™?

Exercise 2: In these exercises, you will report discrepancies you found to the Tax
Commission.

1. You are reviewing Ord. Nagy Spring Creek in the Eagle Sewer District.
Search for Nagy in Adobe Reader 6.0, using the Search button. You’ll see
that it found the ordinance without you having to type out the whole name.

2. What is the tax code area number(s) shown on the map, for the parcel(s),
in this ordinance?
Does

it match the tax code number on the “List of Changes”?

3. After looking at the Description of Numbers you determine that the tax
code area number is correct on the map, but did find that the tax code area
number is incorrect on the List of Changes. You also think that there
needs to be a shift to the east 200’, for the correct location of the
annexation. How do I notify the Tax Commission of these discrepancies?

16



Section 8

Exercise Answers

Exercise 1A:

2. What is the ordinance number? 02-968 What is the district? City of Meridian
What map is it located on? City of Meridian What is the new tax code area
number(s)? 03

3. What is the tax code area number(s) shown on the map, for the parcel(s), in
this ordinance? 03  Does it match the tax code number on the “List of
Changes”? Yes

Exercise 1B:
2. What is the ordinance number? Ord. 407

3. Why did the search not find Ord. 407? Because in the GIS database that
created the map, a period was not placed after ord. You will notice the
period is missing on the map. The Tax Commission will try to ensure
consistency on how the ordinance number is typed, and that the ordinance
name on the “List of Changes”, and map, match so that this process will
work effectively.

This also demonstrates the search capability in Adobe Reader and possible
workarounds. You can also search by tax code number, street name, river
name, etc. This search finds any text that is on the map. You may want to
practice a few searches to get more familiar with the search capabilities.

4. What is the tax code area number(s) shown on the map, for the parcel(s), in

this ordinance? 05-40 Does it match the tax code number on the “List of
Changes”? Yes

17



Exercise 2:

2. What is the tax code area number(s) shown on the map for the parcel(s) in this
ordinance? 05-65 and 05-64 Does it match the tax code number on the “List of
Changes”? No

3. How do I notify the Tax Commission of these discrepancies? Send an E-mail similar
to the following diagram using the tools and instructions described in section 5 of
this document.

18



B Ord. Nagy Spring Creek in Ada - Message (HTML) - |EI|5|

JEiIe Edit Wiew Insert Format Tools Actions Help

| Hormal - Atial - | - ===i=i= == —

aln 7y ..
e S| @0 (Ee ! 4]y EHowos. A0,

|ﬂ This message has not been sent.,

To... |Icrju:uhnsun@tax.state.id.us
c. ||

Subject: IOrd. Magy Spring Creek in Ada

|»

The TCA number far this ordinance is wrong on the LOC's and carrect on the map. The correct
number should be 05-65 on the LOC's and not 05-56.

| showr that the entire annexation should be shifted 200" to the East. Will vou please check it again.
o o o

Dy, 05Lh
—_[Ord. Nagy Spring Crepkos

COLCHESTER
I -l
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