
Guilford County Tax Department
Appraisal & Listing System

Accessing this web page will download a Java applet to your computer.  The applet
provides a link between your browser and the system being accessed.

Navigation in the software is accomplished by pressing the function keys (F1 through F8)
on your keyboard that corresponds to the 8 boxes at the bottom of the screen.  Pressing
the F8 key will always let you exit the program.

You will then get a > prompt.  The applet should automatically sign you on, but if you
only get the prompt please type LOGON and press return (enter).  You will then get the
following menu:

Note that the last time the data was updated is included at the top of the screen.

Enter:
0 - To exit the system and signoff
1 - Enter the Listing System
2 - Enter the Real Estate Appraisal System

Make your selection and press Enter.



Listing System

Select 1 from the main menu and press the ENTER key.  The Tax Listing Menu will
display.

Make your menu selection (0 through 5) and press ENTER.

Available Function Keys:
Refresh (f4) Refresh clears the menu for the next option.

Find Taxpayer (f6) The Find Taxpayer selection produces an empty screen that
enables you to type in search criteria.  Find Taxpayer can be used
at any time while using the system.

End (f8) The End selection returns you to the Main Menu.

Suggested Procedure:
1.  Upon initial entry into the Tax Listing System, select Find Taxpayer to access the

following screen.



.

Available Function Keys:
Next (f2) Next displays the next screen of available taxpayer information for

the selected criteria.  You may scroll through the entire list one
screen at a time with this option.

End (f8) End returns you to the Tax Listing Menu.

Lookup Screen Fields:
Enter Name Enter the name of taxpayer you wish to search for in

the database.

Listing no If you know the Listing Number, you may type it in
this field.

Column 1 (Indicated by arrow) Type an 'X' in the row identifying the account that
you wish to view.

Suggested Procedure:
1.  Once you have entered your search criteria, press the Enter key.  Up to 19 listings

will display as illustrated above.  To view the next 19 listings, select Next. (Data used
in the example above is to show placement only for a name search.)

2.  Tab down to the row you wish to view, type 'X' and press the Enter key.



.

Available Function Keys:
Refresh (f4) Refresh redisplays the data.

Find Taxpayer (f6) Find Taxpayer selection produces an empty screen that enables
you to type in search criteria.  Find Taxpayer can be used at any
time while using the system.

End (f8) End returns you to the Tax Listing Menu.

Lookup Screen Fields:
Listing If you know the Listing Number, you may type it in this field.

Action You may type 'I' or just press the Enter key and it will default.

Suggested Procedure:
1.  If you have pre-selected the Listing Number from the Taxpayer Lookup screen and it

is loaded in the Listing field, you may press the Enter key to display the information.
OR

Press Find Taxpayer and up to 9 listings will display as illustrated below.  To view
the next 9 listings, select Next.  (Data used in the example below is to show placement
only for a name search.)



Available Function Keys:
Next (f2) Next displays the next screen of available taxpayer information for

the selected criteria.  You may scroll through the entire list one
screen at a time with this option.

End (f8) Press End once to return to the Name and Address screen.  Press
End two times to return to the Tax Listing Menu.

Lookup Screen Fields:
Enter Name Enter the name of taxpayer you wish to search for in

the database.

Listing no If you know the Listing Number, you may type it in
this field.

Column 1 (Indicated by arrow) Type an 'X' in the row identifying the account that
you wish to view.

Suggested Procedure:
1.  Once you have entered your search criteria, press the Enter key.  Up to 9 listings will

display as illustrated above.  To view the next 9 listings, select Next. (Data used in the
example above is to show placement only for a name search.)

2.  Tab down to the row you wish to view, type 'X' and press the Enter key.



Available Function Keys:
Refresh (f4) Refresh redisplays the data.

End (f8) Select End once to be able to lookup another taxpayer.  Select End
twice to return to the Tax Listing Menu.

Suggested Procedure:
1.  View this information then press End to exit the screen.



Available Function Keys:
Refresh (f4) Refresh redisplays the data.

Find Taxpayer (f6) Find Taxpayer selection produces an empty screen that enables
you to type in search criteria.  This function calls the Taxpayer
Lookup screen as described previously in this document.

Find Address (f7) Find Address selection produces an empty screen that enables you
to type in search criteria.  This function calls the Address Lookup
screen as described below.

End (f8) End returns you to the Tax Listing Menu.

Lookup Screen Fields:
TWP-ACL-MAP---BLCK-DIR-LOT-LS-SPL (Parcel Number)

Parcel Number If you know the Parcel Number, you may type it in these fields.
Otherwise get the number from either the Taxpayer Lookup or
Address Lookup screens.

Action You may type 'I' or just press the Enter key and it will default.



Suggested Procedure:
1.  If you have pre-selected the Parcel Number from either the Taxpayer Lookup or

Address Lookup screen and it is loaded in the Parcel Number fields, you may press
the Enter key to display the information.

OR
Press Find Taxpayer or Find Address and up to 9 listings will display as illustrated
below.  To view the next 9 listings, select Next.  (Data used in the example below is to
show placement only for a name search.)

Available Function Keys:
Next (f2) Next displays the next screen of available taxpayer information for

the selected criteria.  You may scroll through the entire list one
screen at a time with this option.

End (f8) Press End once to return to the Real Property screen.  Press End
two times to return to the Tax Listing Menu.

Lookup Screen Fields:
Number, Dir, Street name, Type Type the house number, street direction, name and

type (i.e. CT, ST) if you wish to search by address.

Column 1 (Indicated by arrow) Type an 'X' in the row identifying the account that
you wish to view.



Suggested Procedure:
1.  Once you have entered your search criteria, press the Enter key.  Up to 9 listings will

display as illustrated above.  To view the next 9 listings, select Next. (Data used in the
example above is to show placement only for a name search.)

2.  Tab down to the row you wish to view, type 'X' and press the Enter key.

Available Function Keys:
Next (f2) Select Next to access the Real Property screen shown below.

Refresh (f4) Refresh redisplays the data.

Name Screen (f6) Select Name Screen  to access the Name and Address information
as described above.

End (f8) Select End once to be able to lookup another taxpayer.  Select End
twice to return to the Tax Listing Menu.

Suggested Procedure:
1.  View this information then press End to exit the screen.

OR
     Press Next to view the other Real Property information.



Available Function Keys:
Previous (f2) Select Previous to go back to the Real Property screen.

Refresh (f4) Refresh redisplays the data.

End (f8) Select End once returns to the previous Real Property screen ready
to lookup another taxpayer.

Suggested Procedure:
1.  View this information then press End or Previous to exit the screen.



Information on the following screens may be incomplete depending upon the date
viewed.  During the month of December, the data is being changed daily in preparation
for mailing of Listing Cards on the last day of the year.  Then during the month of
January and February, the data is being modified to include the new listing information
returned on the Listing Cards.

Available Function Keys:
Refresh (f4) Refresh redisplays the data.

Find Taxpayer (f6) Find Taxpayer selection produces an empty screen that enables
you to type in search criteria.  This function calls the Taxpayer
Lookup screen as described previously in this document.

Name Screen (f7) Selecting Name Screen goes to the Name and Address screen.
This screen was described earlier in this document.

End (f8) Press End once to lookup another Listing.  Press End two times to
return to the Tax Listing Menu.

Lookup Screen Fields:
Listing If you know the Listing number and Detail number, you may type

them in this field.

Action You may type 'I' or just press the Enter key and it will default.



Suggested Procedure:
1.  If you have pre-selected the Listing Number from the Taxpayer Lookup screen and it

is loaded in the Listing field, then enter the detail number (if known) and then press
the Enter key to display the information.

OR
Press Find Taxpayer and up to 9 listings will display as illustrated below.  To view
the next 9 listings, select Next.  (Data used in the example below is to show placement
only for a name search.)

Please notice on this screen that not all Listing numbers have a detail number associated
with the listing.  In this example there are only 2 listings with a detail, which are noted by
the "001" detail number after the listing number.  These are the only 2 records that should
be chosen from this lookup screen for viewing the listing information.

Available Function Keys:
Next (f2) Next displays the next screen of available taxpayer information for

the selected criteria.  You may scroll through the entire list one
screen at a time with this option.

End (f8) Press End once to return to the Listing screen.  Press End two
times to return to the Tax Listing Menu.



Lookup Screen Fields:
Enter Name Enter the name of taxpayer you wish to search for in

the database.

Listing no If you know the Listing Number, you may type it in
this field.

Column 1 (Indicated by arrow) Type an 'X' in the row identifying the account that
you wish to view.

Suggested Procedure:
1.  Once you have entered your search criteria, press the Enter key.  Up to 9 listings will

display as illustrated above.  To view the next 9 listings, select Next. (Data used in the
example above is to show placement only for a name search.)

2.  Tab down to the row you wish to view, type 'X' and press the Enter key.



Available Function Keys:
Motor Vehicles (f1) Select Motor Vehicles to access the Motor Vehicle Listing

information described below.

Other Vehicles (f2) Select Other Vehicles to access the Other Vehicle Listing
information described below.

Refresh (f4) Refresh redisplays the data.

Name Screen (f6) Selecting Name Screen goes to the Name and Address screen.
This screen was described earlier in this document.

End (f8) Press End once to lookup another Listing.  Press End two times to
return to the Tax Listing Menu.

Suggested Procedure:
1.  View this information and press End to lookup another listing.

OR
     Press Motor Vehicles to view the motor vehicles assigned to this listing.

OR
Press Other Vehicles to view the other vehicles assigned to this listing.



Available Function Keys:
Refresh (f4) Refresh redisplays the data.

Find Taxpayer (f6) Find Taxpayer selection produces an empty screen that enables
you to type in search criteria.  This function calls the Taxpayer
Lookup screen as described previously in this document.

Other Vehicles (f7) Selecting Other Vehicles goes to the Other Vehicle Listing screen.

End (f8) Press End once to return to the Listing screen.

Lookup Screen Fields:
Listing If you know the Listing number and Detail number, you may type

them in this field.  They may be preloaded if entering this screen
from the Listing screen.

Suggested Procedure:
1.  If you have pre-selected the Listing Number and Detail number from the Taxpayer

Lookup or Listing screen and it is loaded in the Listing field then press the Enter key
to display the information.

OR
Press Find Taxpayer and up to 9 listings will display as illustrated below as described
in the Taxpayer Lookup screen.  To view the next 9 listings, select Next.



Available Function Keys:
Roll Down (f1) Roll Down selection scrolls down the Motor Vehicle information

record by record on the screen.

Roll Up (f1) Roll Up selection scrolls up the Motor Vehicle information record
by record on the screen.

Refresh (f4) Refresh redisplays the data.

End (f8) Press End once to return to the Listing screen.

Lookup Screen Fields:
Listing If you know the Listing number and Detail number, you may type

them in this field.  They may be preloaded if entering this screen
from the Listing screen.

Suggested Procedure:
1.  If you have pre-selected the Listing Number and Detail number from the Taxpayer

Lookup or Listing screen and it is loaded in the Listing field then press the Enter key
to display the information.

OR
Press Find Taxpayer and up to 9 listings will display as illustrated below as described
in the Taxpayer Lookup screen.  To view the next 9 listings, select Next.



Available Function Keys:
Refresh (f4) Refresh redisplays the data.

Find Taxpayer (f6) Find Taxpayer selection produces an empty screen that enables
you to type in search criteria.  This function calls the Taxpayer
Lookup screen as described previously in this document.

End (f8) Press End once to return to the Listing screen.

Lookup Screen Fields:
Listing If you know the Listing number and Detail number, you may type

them in this field.  They may be preloaded if entering this screen
from the Listing screen.

Suggested Procedure:
1.  If you have pre-selected the Listing Number and Detail number from the Taxpayer

Lookup or Listing screen and it is loaded in the Listing field then press the Enter key
to display the information.

OR
Press Find Taxpayer and up to 9 listings will display as illustrated below as described
in the Taxpayer Lookup screen.  To view the next 9 listings, select Next.



Available Function Keys:
Roll Down (f1) Roll Down selection scrolls down the Other Vehicle information

record by record on the screen.

Roll Up (f1) Roll Up selection scrolls up the Other Vehicle information record
by record on the screen.

Refresh (f4) Refresh redisplays the data.

End (f8) Press End once to return to the Listing screen.

Lookup Screen Fields:
Listing If you know the Listing number and Detail number, you may type

them in this field.  They may be preloaded if entering this screen
from the Listing screen.

Suggested Procedure:
1.  If you have pre-selected the Listing Number and Detail number from the Taxpayer

Lookup or Listing screen and it is loaded in the Listing field then press the Enter key
to display the information.

OR
Press Find Taxpayer and up to 9 listings will display as illustrated below as described
in the Taxpayer Lookup screen.  To view the next 9 listings, select Next.



Real Estate Appraisal System

Select 2 from the main menu and press the ENTER key.  The Parcel Menu will display.

Make you menu selection (0 through 3) and press ENTER.

Available Function Keys:
Refresh (f4) Refresh clears the menu for the next option.

Lookup (f6) The Lookup selection produces an empty screen that enables you
to type in search criteria.  Lookup can be used at any time while
using the system.

Go To Parcel (f7) The Go To Parcel selection is used to retrieve data specified by
the criteria entered through the Lookup function.

End (f8) The End selection returns you to the Main Menu.

Suggested Procedure:
1.  Upon initial entry into the Real Estate Appraisal System, select Lookup to access the

following screen.



Available Function Keys:
First Group (f1) First Group displays the first screen of available parcel

information for the selected criteria.

Next Group (f2) Next Group displays the next screen of available parcel
information for the selected criteria.  You may scroll through the
entire list one screen at a time with this option.

Refresh (f4) Refresh clears the screen for the next lookup search.  If you have
selected a second search while processing another, you will return
to the original parcel search.

End (f8) End returns you to the Parcel Menu.

Lookup Screen Fields:
Lookup Enter the name of the property owner or the parcel

number you wish to search for in the database.

Your choice Type the sequential number corresponding to the
information you wish to search further.  An
example would be a property owner with multiple
listings.  They are numbered on the screen as 4 and



5.  You would type one of the numbers in the Your
choice field to view that particular data.

By Type the one position code identifying the search
type: N = Name, P = Parcel, or A = Address.

Number, Dir, Street name, Type Type the house number, street direction, name and
type (i.e. CT, ST) if you wish to search by address.

Suggested Procedure:
1.  Once you have entered your search criteria, select First Group.  Up to 10 listings will

display as illustrated below.  To view the next 10 listings, select Next Group.  (Data
used in the example below is to show placement only for a name search.)



2.  Type the corresponding sequential number of the data you wish to retrieve in the
Your choice field.

3.  Select End to return to the Parcel Menu.

4.  Select Go To Parcel to access the Parcel Information screen shown below.  Then
press Enter key to view the information for the selected parcel.  To view another
parcel, select Lookup and repeat the above procedures.



Available Function Keys:
Refresh (f4) Refresh redisplays the data.

Go To Land (f7) Once you have viewed the parcel information, select Go To Land
to access the Land screen.

End (f8) Select End once to be able to Lookup another parcel.  Select End
twice to exit the Parcel Information screen and return to the Parcel
Menu.

Suggested Procedure:
Select Go To Land to view the Land screen shown below.



Available Function Keys:
First Group (f1) Select First Group to view additional land information for this

parcel or return to the first land screen after using Next Group.

Next Group (f2) Next Group displays additional land information for this parcel if
available.  Continue to scroll through the information with this
option.

Refresh (f4) Refresh redisplays the data.

Go To Outbuild (f7) Once you have viewed the land information, select Go To
Outbuild to access the Outbuildings and Extra Features screen.

End (f8) Select End once to be able to Lookup another parcel.  Select End
twice to exit the Land screen and return to the Parcel Menu.

Suggested Procedure:
Select Go To Outbuild to view the Outbuilding and Extra Features screen shown below.



Available Function Keys:
First Group (f1) Select First Group to view additional outbuilding and extra

features information for this parcel or return to the first outbuilding
screen after using Next Group.

Next Group (f2) Next Group displays additional outbuilding and extra features
information for this parcel.  Continue to scroll through the
information with this option.

Refresh (f4) Refresh redisplays the data.

Go To Building (f7) Once you have viewed the land information, select Go To
Building to access the Building screen.

End (f8) Select End once to be able to Lookup another parcel.  Select End
twice to exit the Outbuilding and Extra Features screen and return
to the Parcel Menu.

Suggested Procedure:
Select Go To Building to view the Building screen shown below.



Available Function Keys:
First Building (f1) Select First Building to view additional building information for

this parcel or return to the first building screen after using Next
Building.

Next Building (f2) Next Building displays additional building information for this
parcel if more than one building exists.  Continue to scroll through
the information with this option.

Refresh (f4) Refresh redisplays the data.

Go To Traverse (f7) Select Go To Traverse to view the traverse information for this
building.

End (f8) Select End once to be able to Lookup another parcel.  Select End
twice to exit the Traverse screen and return to the Parcel Menu.

Suggested Procedure:
Select Go To Traverse to view the Building Traverse screen shown below.



Available Function Keys:
First Building (f1) Select First Building to view additional building traverse

information for this parcel or return to the first building traverse
screen after using Next Building.

Next Building (f2) Next Building displays additional building information for this
parcel if more than one building exists.  Continue to scroll through
the information with this option.

Refresh (f4) Refresh redisplays the data.

Go To Elements (f7) Select Go To Elements to return to the building screen.

End (f8) Select End once goes back to the Building screen to be able to
Lookup another parcel.  Select End twice to exit the Traverse
screen and return to the Parcel Menu.

Traverse Screen Field:
Sketch By typing Y in this field and pressing the Enter key, a sketch of

the building will display.



Suggested Procedure:
Type Y in the Sketch field and press the Enter key.  The following screen will display if
you opt to view the sketch of the building.

Suggested Procedure:
1.  Once you have completed your search, press End twice to return to the Parcel Menu.

2.  At that point either:
A.  Perform another lookup as outlined in this document or
B.  Press End to exit back to the Main Menu.


