
State of Indiana Personal 
Property Online Portal 
(PPOP-IN) Training

Assessors Virtual Class

Presenter
Presentation Notes
Instructor Preparation:
Prior to the first day of class, do the following:
Check to make sure your computer has the necessary virtual training platform you will need to train the class virtually.
Familiarize yourself with the virtual platform you will be using with the class, considering ways to keep the learners engaged in a virtual environment.
Review the Indiana Personal Property Online Portal (PPOP-IN) Assessor User Guide.
Ensure that participants have access to the PPOP-IN Assessor User Guide.
Ensure that participants have access to the required job aids.
Ensure that all participants have a Training environment User ID and password to use during class.
Equipment needed:
Computer with internet access to demonstrate PPOP-IN



Welcome and Overview

Assessors PPOP-IN Training
Module 1: PPOP-IN Overview

Presenter
Presentation Notes
Instructor Notes:
Welcome participants to the virtual class. 

State: “This class is the first of two virtual classes made up of the following modules that you will attend in two separate sessions:
The first class is Module 1: PPOP-IN Overview. This class is scheduled for one-and-a-half hours. This class introduces you to PPOP-IN and gives you practice navigating and becoming familiar with PPOP-IN for assessors.
The second class is Module 2: Managing Submissions. This class is scheduled for two hours. This class delves more deeply into how you will use PPOP-IN to perform your reviews on taxpayer annual business personal property filings., including accepting, rejecting, or pending the filings.

“The purpose of this session of the PPOP-IN training for assessors is to introduce you to PPOP-IN and to show you how to navigate within the system. We will spend most of this class time in PPOP-IN and working out of the  PPOP-IN Assessor User Guide.

“Before we get started in earnest, let’s cover some housekeeping items to help your learning experience be the best it can be.”



Class Instructions
• Class materials: Assessor User Guide
• Virtual classroom features

• Microphones
• Chat feature
• Other features

Note: Please use Google Chrome or Microsoft Edge Web browsers when accessing 
PPOP-IN. Other browsers are not supported at this time.
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Presenter
Presentation Notes
Instructor Notes:
Review the class instructions with participants. 

Explain that for the purposes of this training, “assessor” refers to all assessor roles: elected county and township assessors and their designated deputy assessors.

State: “To help you get the most out of this virtual classroom experience, we want you to understand the features you can use during the class to make it more engaging for all of us.”

Explain how to do the following:
Mute/unmute microphones
Use the chat feature
Other features (like hand-raising, participating in activities, etc.)

State: “We will start with an overview of PPOP-IN. I will demonstrate how to navigate and work in the system, and then you will get an opportunity to practice what we have reviewed. You will use the User IDs emailed to you prior to class to log in to PPOP-IN in the Training environment. These User IDs will be for a specific county, but they may not be YOUR real county. They are for training purposes only.” 

Tell participants to use Google Chrome or Microsoft Edge Web browsers when accessing PPOP‑IN. Other browsers are not supported at this time. 

State: “Before we dive into the content, let’s first take a look at our agenda.”




Module 01 Agenda
• Welcome and Overview
• Background
• Accessing PPOP-IN

• Demo
• Practice activity

• Navigating in PPOP-IN
• Demo
• Practice activity

• Accessing Online Help
• Demo
• Practice Activity

• Wrap-up
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Presenter
Presentation Notes
Instructor Notes:
Review the agenda with participants.



Learning Objectives
By the end of this training, you should be able to do the following:
• State the purpose of PPOP-IN
• Describe how to access PPOP-IN
• Describe the basic features of PPOP-IN
• Explain how to navigate PPOP-IN
• Describe how to access Online Help
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Presenter
Presentation Notes
Instructor Notes:
Briefly review the objectives.



Background

PPOP-IN Assessor Training

Presenter
Presentation Notes
Instructor Notes:

State: “Previously, assessors had to enter taxpayer data into their CAMA systems from a series of paper, personal property forms submitted by taxpayers in their counties to categorize and calculate the value of personal property used to conduct a taxpayer's commercial activities. Therefore, many of the assessor offices were piled with stacks and stacks of paper filings to enter. PPOP-IN was designed to help streamline the paper process, giving taxpayers and their agents the option to file online forms to help save paper and time for themselves and their assessors.”



Indiana Personal Property Online Portal 
(PPOP-IN) 
• Allows taxpayers and authorized 

agents to submit annual 
business personal property tax 
forms online

• Seven property tax forms available
• Form 102
• Form 103 Short
• Form 103 Long
• Form 103-N
• Form 103-O
• Form 104
• Form 106
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Presenter
Presentation Notes
Instructor Notes:
State: The Indiana Personal Property Online Portal (PPOP-IN) allows Indiana taxpayers and their authorized agents to submit their annual business property tax forms online for their county or township assessors to review. 
There are seven Business personal property tax forms available in PPOP-IN:
Form 102 – Farmer’s Tangible Personal Property Assessment Return 
Form 103 Short – Business Tangible Personal Property Return
Form 103 Long – Business Tangible Personal Property Assessment Return
Form 103-N – Information Return of Not Owned Personal Property
Form 103-O – Information Return of Owned Personal Property
Form 104 – Business Tangible Personal Property Return
Form 106 – Schedule of Adjustments to Business Personal Property Return



PPOP-IN Users
• Taxpayers
• Authorized Agents
• Assessors

• Elected county assessors and their designated deputy assessors
• Elected township assessors and their designated deputy assessors

• Department of Local Government Finance (DLGF) Staff
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Presenter
Presentation Notes
Instructor Notes:
State: “The following people can use PPOP-IN:
Taxpayers
Authorized Agents, who are designated by a Taxpayer
Assessors
Elected county assessors and their designated deputy assessors
Elected township assessors and their designated deputy assessors
Township Assessors
Department of Local Government Finance (DLGF) Staff
Executive Level 
Administrative Level 02”

Refer participants to PDF pages 10-11 of their user guides to see how each user is expected to use PPOP-IN. Either allow them a couple of minutes to go over the content or review the content with them.

[Note for Instructor: PDF page numbers are different than actual page numbers referenced in the TOC, because they include every page in the document, including the title page, blank pages, and Table of Contents. Because participants will be using PDF versions, this PowerPoint references the PDF page numbers, not the actual page numbers at the bottom of each page. You may need to show participants how to navigate the PDF page numbers.]



Accessing PPOP-IN
Registration and Login

Presenter
Presentation Notes
Instructor Notes:
State: “Let’s begin by looking at how to access and log in to PPOP-IN.”



PPOP-IN Landing Page
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Presenter
Presentation Notes
Instructor Notes: Click the Training environment link provided to access PPOP-IN.

State: “This is the PPOP-IN landing page. You will need to register before you can use PPOP-IN. After you have registered and have been approved by the DLGF Administrator, you will click the Login button to access PPOP-IN.”

Tell participants they can review pages 12–25 of their user guides for detailed instructions on how to register for PPOP-IN. 

Explain that DLGF requested that each assessor office provide them with a list of staff who should have access to PPOP-IN. Then, when those staff register for PPOP IN, DLGF can compare the request to the list of people they have and grant the access. If the person is NOT on their list, DLGF has to confirm that the person really is an assessor out of that office in order to give them access. In this way, DLGF can be sure they are only giving access to the right people. 



Demonstration – Log in to PPOP-IN
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Demonstration Topic Topic in the Assessor User Guide Page #s in the User Guide
N/A Create an Access Indiana Account 12-25
Log in to PPOP-IN Log In 25-29

Presenter
Presentation Notes
Instructor Notes: 
State: PPOP-IN requires logging in with an Access Indiana account. You cannot use PPOP-IN if you do not have an Access Indiana account. Tell participants they can use the Register section of the User Guide (pages 5-18) to guide them through the steps to register for PPOP-IN after they leave class if they have not registered. They will still be able to participate in the training even if they have not already registered for PPOP-IN.

Explain to the class that you will be demonstrating the features in the PPOP-IN “Training Environment,” which is a training site where they can practice without affecting any real data. 

Demonstrate the Log In to PPOP-IN topic listed on the slide, using the page numbers referenced to guide you.



Practice – PPOP-IN Access
Practice what you have learned:
• Log In
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Presenter
Presentation Notes
Instructor Notes:
State: Now, it is your turn to practice what you have learned about logging in to PPOP-IN.

Do: Ensure each participant has access to the PPOP-IN system in the Training environment and has the necessary training User ID and password to log in. 

Ask the class to perform the activities listed. Tell them to refer to the “Log In” section of their User Guide for guidance. Allow 5 minutes for practice. 

Remind participants to use the Chat section of the webinar platform to ask any questions as they practice. Answer questions, as necessary.

Bring the class back together. 

Ask if there are any other questions.



Navigating PPOP-IN

Presenter
Presentation Notes
Instructor Notes:
State: Now let’s take a tour of PPOP-IN and look at some of its features. 



Assessor Dashboard
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Presenter
Presentation Notes
Instructor Notes: 
State: “After logging into PPOP-IN, your assessor Dashboard opens. Your Dashboard is essentially your home page. You may return to your Dashboard from any page by clicking the Dashboard link in the blue Navigation Bar at the top of each page.”

State: “You may notice that the screenshot in the Assessor User Guide and the one on this slide have one extra tile on the right, titled ‘Export,’ that you do not see on your Assessor Dashboard in the Training site. The Export functionality will be coming with a future release, at which time you will see the tile in your Dashboard. You will get a chance to review this information in Module 2: Managing Submissions in next week’s training, and you can review the Export Data section in the User Guide that walks you through the Export functionality at any time.”

Note that only County Assessors will have the Export Data functionality in the upcoming release. Township Assessors will not be able to export data.




Demonstration – Navigation
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Demonstration Topic Topic in the Assessor User Guide Page #s in the User Guide
Assessor Dashboard Assessor Dashboard 30
Title Bar Assessor Dashboard / Title Bar 30
Navigation Bar Assessor Dashboard / 

Navigation Bar
30

Tiles Assessor Dashboard / Tiles 31
Buttons Assessor Dashboard / Buttons 31-32

Presenter
Presentation Notes
Instructor Notes: 
State: I will be demonstrating basic navigation in the Assessor pages of PPOP-IN, including the Dashboard, the title bar, the blue navigation bar, the blue tiles, and the dashboard buttons.

You can find these topics in the Assessor Dashboard section of the Assessor User Guide. 

Explain: Let the class know you will be demonstrating the portal in PPOP-IN “Training Environment,” which is a training site where they can practice without affecting any actual data. These topics are in the User Guide in the page numbers listed on the slide.

Demonstrate the five topics listed on the slide, using the page numbers referenced to guide you.



Practice – Navigating PPOP-IN
• Access the Assessor Dashboard
• Explore the links on the dark 

blue Title Bar.
• Click on the PPOP-IN link.

• Where does it take you when you 
click the link on the left side of the 
Title Bar?

• Once on the PPOP-IN landing page, 
what button must you click to get back 
to your Dashboard?

• Click on the DLGF link.
• Which column includes a link for 

Assessors on the DLGF homepage?
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• Explore the links on the blue 
Navigation Bar.

• Write down an answer you found 
in the FAQs.

• What resources did you find in 
Help? 

• View your profile and update, if 
necessary.

• Locate how to log out of PPOP-
IN

Practice what you have learned:

Presenter
Presentation Notes
Instructor Notes:
State: Now, it is your turn to practice what you have learned about logging in to and navigating within PPOP-IN.

Do: Ensure each participant has a user ID and password to access PPOP-IN in the Training environment. 

Ask the class to perform the activities listed. Tell them to refer to the Assessor Dashboard section of their User Guide for guidance (pages 30–32). Tell  participants to use the Chat section of the webinar platform to ask any questions as they practice. Answer Chat questions, as necessary.

Allow 30 minutes for practice. 

Bring the class back together, and ask if there are any other questions.

Question Answers: 
Q: Which column includes a link for Assessors on the DLGF homepage? 
A: Local Officials column

Q: Where does it take you when you click the link on the left side of the Title Bar?
A: PPOP-IN landing page

Q: Once on the PPOP-IN landing page, what button must you click to get back to your Dashboard?
A: Access Site



Accessing Online Help

Presenter
Presentation Notes
Instructor Notes:
State: PPOP-IN includes several ways to obtain online help.




Access Online Help
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Presenter
Presentation Notes
Instructor Notes: 

Tell participants that Online Help is available in the FAQ and Help links on the blue Navigation Bar from any page in PPOP-IN.

Refer them to the “Access Online Help” section in their Assessor User Guide (pages 65-72) for more information as you go through its features.



Demonstration – Access Online Help
Demonstration Topic Section in User Guide Page #s in the User Guide

FAQs Access Online Help > FAQ Page 65
Help Page Access Online Help > Help Page 66

Help Documents Access Online Help > Help Page > 
Help Documents

67 - 71

Help Text – Taxpayer Only Access Online Help > Help Page > 
Online Help Text

72
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Presenter
Presentation Notes
Instructor Notes: 

State: “Now, I will be demonstrating how to use online help in PPOP-IN. You can find these topics in the Access Online Help section of the user guide.“

Demonstrate the first three topics listed on the slide, using the page numbers referenced to guide you. Explain that Online Help Text provides helpful instructions for taxpayers/agents who are filling out their forms online. This functionality may not be available for assessors.

[Trainer may choose to log in as a taxpayer to show assessors how this functionality works for taxpayers and agents.]













Practice – Accessing Online Help
Practice what you have learned:
• FAQs – read FAQs
• Help Link – Job Aids, User Guide, 

Tutorials
• View Job Aids, User Guides, Tutorials
• Practice using the Search function

• Onscreen Help Text (Assessors)
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Presenter
Presentation Notes
Instructor Notes:

State: “Now, it is your turn to practice what you have learned about accessing online help in PPOP-IN.”

Ask the class to perform the activities listed. Tell them to refer to the Access Online Help section of their User Guide for guidance.

Answer Chat questions as needed.

Allow 15 minutes for practice. 

Bring the class back together. 

Ask if there are any questions.





Wrap-up

Presenter
Presentation Notes
Instructor Notes:

State: Let’s take a few minutes to review what you learned today and then we will have time for questions and answers.









Review
• State the purpose of PPOP-IN.
• Describe how to access PPOP-IN.
• Describe the basic features of PPOP-IN.
• Explain how to navigate PPOP-IN.
• Describe how to access Online Help.
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Presenter
Presentation Notes
Instructor Notes:

State: Let’s review what you learned in this course:

Review the learning objectives.

Discuss any specific areas where they struggled or ran into difficulties.





Q & A
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Presenter
Presentation Notes
Instructor Notes:

Ask for any remaining questions. Respond as needed. 




Thank you!
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Presenter
Presentation Notes
Instructor Notes:

State: Congratulations on completing the Module 1: PPOP-IN Overview class. We’ll look forward to seeing you in the Module 2: Managing Submissions class to finish out your Assessor training!





State of Indiana Personal 
Property Online Portal 
(PPOP-IN) Training

Assessors Virtual Class

Presenter
Presentation Notes
Instructor Preparation:
Prior to the first day of class, do the following:
Check to make sure your computer has the necessary virtual training platform you will need to train the class virtually.
Familiarize yourself with the virtual platform you will be using with the class, considering ways to keep the learners engaged in a virtual environment.
Review the Indiana Personal Property Online Portal (PPOP-IN) Assessor User Guide.
Ensure that participants have access to the PPOP-IN Assessor User Guide.
Ensure that participants have access to the required job aids.
Ensure that all participants have a User ID and the password for the Training environment.
NOTE: If a participant did not receive a User ID via email prior to class, have them check their email again. If they still didn’t receive one, assign one to them.
Equipment needed:
Computer with internet access to demonstrate PPOP-IN



Welcome and Overview

Assessors PPOP-IN Training
Module 2: Managing Submissions

Presenter
Presentation Notes
Instructor Notes:
Welcome participants to the second part of their assessor training and remind them that for the purposes of this training, “assessor” refers to all assessor roles: elected county and township assessors and their designated deputy assessors.

State: “This class is the second of the two virtual classes you are attending for assessor training. You should have already completed the first class, Module 1: PPOP-IN Overview that introduced you to PPOP-IN and prompted you to practice navigating and familiarizing yourself with basic PPOP-IN functionality for assessors. 

“The purpose of the second session of the PPOP-IN training for assessors is to show you how to manage annual business personal property tax submissions from taxpayers and agents. We will spend most of this class time in PPOP-IN and working out of the PPOP-IN Assessor User Guide.

“This class, Module 2: Managing Submissions, is scheduled for two hours. It delves more deeply into how you will use PPOP-IN to perform your reviews on taxpayer annual business personal property filings, including accessing, accepting, rejecting, or pending the filings.

“Before we get started in earnest again, let’s review some housekeeping items to help your learning experience be the best it can be.”



Class Instructions
• Class materials

• Assessor User Guide
• Running Reports Job Aid

• Virtual classroom features
• Microphones
• Chat feature
• Other features

Remember: Please use Google Chrome or Microsoft Edge Web browsers when accessing 
PPOP-IN. Other browsers are not supported at this time.
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Presenter
Presentation Notes
Instructor Notes:
Review the class instructions with participants: 
You will need the following course materials during today’s session:
Assessor User Guide
Running Reports Job Aids

State: “To help you get the most out of this virtual classroom experience, we want to remind you of the features you can use during the class to make it more engaging for all of us.”

Remind participants how to do the following:
Mute/unmute microphones
Use the chat feature
Other features (like hand-raising, participating in activities, etc.)

Remind participants to use Google Chrome or Microsoft Edge Web browsers when accessing PPOP‑IN. Other browsers are not supported at this time. 

State: “We will start with an overview of managing submissions in PPOP-IN. I will demonstrate how to access, accept, and reject tax submissions from taxpayers and agents, and then you will get an opportunity to practice what we have reviewed. Let’s first take a look at our agenda before we dive into the content.”



Module 02 Agenda
• Welcome and Overview
• Accessing Submissions
• Reviewing Filings
• Accepting/Rejecting/Pending Filings
• Viewing Reports
• Searching Filings
• Exporting Data
• Wrap-up
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Presenter
Presentation Notes
Instructor Notes:
Review the agenda with participants.



Learning Objectives
By the end of this training, you should be able to do the following:
• List the types of Personal Property Forms in PPOP-IN. 
• Explain the process to access submitted forms.
• Explain the process to review submitted filings.
• Describe how to accept/reject filings.
• Describe how to notify taxpayers of an accepted/rejected filing.
• Describe how to access reports in PPOP-IN.
• Describe how to search taxpayer filings.
• Explain the process to export PPOP-IN data into CAMA systems.

29

Presenter
Presentation Notes
Instructor Notes:
Briefly review the objectives.



Accessing Submissions

Presenter
Presentation Notes
Instructor Notes:
State: Let’s begin by looking at how to access taxpayer submissions that are ready for your review in PPOP-IN.



Seven Types of Tax Forms in PPOP-IN

31

Tax Form Title Tax Form Number
Farmer's Tangible Personal Property Assessment Return Form 102 (State Form 50006)
Business Tangible Personal Property Return Form 103-Short (State Form 11274)
Business Tangible Personal Property Assessment Return Form 103-Long (State Form 11405)
Information Return of Not Owned Personal Property Form 103-N (State Form 23000)
Information Return of Owned Personal Property Form 103-O (State Form 24057)
Business Tangible Personal Property Return Form 104 (State Form 10068)
Schedule of Adjustments to Business Personal Property Return Form 106 (State Form 12980)

Presenter
Presentation Notes
Instructor Notes: 

Remind participants that PPOP-IN provides taxpayers seven types of tax forms to fill out and submit their annual business personal property taxes. Taxpayers can either choose their forms manually in the system if they already know which forms to use, or they can use guided questions from the system to help them choose the correct forms. As they fill out the tax forms, the system also adds other tax forms they need to complete based on the information they provide as they go. 

Remind participants that they can find this list of tax forms on PDF page 8 in the Assessor User Guide.



Assessor Process Flowchart
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Presenter
Presentation Notes
Instructor Notes:
Briefly review the Assessor Process Flowchart, and explain that you will dive into the important specifics for assessors as you go. 

Tell participants they can see the flowchart on PDF page 33 if they have trouble seeing it on the PowerPoint.




Email Notification Process
• Taxpayer submits filing in PPOP-

IN.
• PPOP-IN routes the filing to 

appropriate assessor.
• Assessor(s) notified of 

submission via daily email.
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Presenter
Presentation Notes
Instructor Notes: 

Refer participants to PDF page 34 in their user guides to review how the PPOP-IN email notification process works.

Explain the email notification process to participants. 

When a taxpayer presses the Submit button to file their submissions in PPOP-IN, PPOP-IN adds the filing to the appropriate assessor to review. PPOP-IN generates a summary email for all 92 county assessors each day (seven days a week) at 6 PM Eastern Standard Time, summarizing the filings that were submitted that day. For counties that have more than one registered assessor in an office with their own authorized email accounts (e.g., a Deputy Assessor), PPOP-IN notifies both assessors of submissions. PPOP-IN sends notifications to any registered and authorized email account, including Township Assessors, for the specified office. Depending on the size of the office, some counties may have one authorized email that they allow multiple assessors/staff to check. 

The summary email includes the county name, property address, taxpayer name, type of filing, original submission date, and current filing date. Authorized assessors can check the summary email to see how many filings were submitted in their county for that day.

State: “Now that you know how the email notification process works, let’s see how to access taxpayer submissions.”



Reviewing Filings

Presenter
Presentation Notes
Instructor Notes:
State: Now that you know how you will be notified of new taxpayer filings, let’s look at how to review the filings you are eligible to review.

Explain that assessors will check the submissions for the same information as they do when they review hard-copy submissions. For filings submitted through PPOP-IN, however, they will not have hard-copy documents and do not have to enter the information into the system themselves: the taxpayer will have already entered the information. Assessors can review the filings in PPOP-IN and then export the filings into their CAMA systems when they are ready to do so.

State: “Now, let’s review how to use PPOP-IN to check for the normal things you check for in a filing: timely filing, correct forms submitted, accurate information, correct attachments, etc.” 



Review Process in PPOP-IN
• Select taxpayer from the general 

Filings page.
• Review submitted tax forms from 

the Review Filing page.
• Leave notes, as necessary.
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Presenter
Presentation Notes
Instructor Notes: 
Refer participants to PDF pages 35-52 in their user guides to see how to review taxpayer filings in PPOP-IN.

Review the points on the slide for a high-level overview of what’s coming.

Tell participants that PPOP-IN moves them through various pages, depending on what they click in the system. After they click the Submissions button on their Dashboard to see the list of current taxpayers they are eligible to review, they will select the specific taxpayer they want to review, review the submitted filings, leave notes, as necessary, and accept, reject, or pend the filing. 



Demonstration – Review Property Tax 
Submissions
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Demonstration Topic Topic in the Assessor User Guide Page #s in the User Guide
Review Taxpayer Filings Review Property Tax Submissions < 

Review Process
35 - 45

Add Notes Review Property Tax Submissions < 
Review Process < Assessor Notes 
Page

46 - 48

Presenter
Presentation Notes
Instructor Notes: 
State: “Now, I will demonstrate how to use PPOP-IN to review taxpayer submissions as well as how to add notes.”

Demonstrate the two topics listed on the slide, using the page numbers referenced to guide you.



Accepting/Rejecting/Pending 
Filings

Presenter
Presentation Notes
Instructor Notes:

State: “Let’s continue by looking at how to accept, reject, or pend the taxpayer filings you have reviewed in PPOP-IN.”



Demonstration – Accepting, Rejecting, or 
Pending Filings
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Demonstration Topic Topic in the Assessor User Guide Page #s in the User Guide
Change File Status Review Property Tax Submissions < 

Change File Status
49-52

Presenter
Presentation Notes
Instructor Notes: 
State: “Once you finish your review of the taxpayer submission, you can change the status of the filing to the appropriate status: Accepted, Rejected, or Pending.”

Demonstrate the topic listed on the slide, using the page numbers referenced to guide you.



Practice – Reviewing Taxpayer Filings in 
PPOP-IN
Practice what you have learned:
• Review taxpayer filings
• Add notes
• Change the status of a file
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Presenter
Presentation Notes
Instructor Notes:
State: Now, it is your turn to practice what you have learned about reviewing filings in PPOP-in.

Ask the class to perform the activities listed. Tell them to refer to the “Review Property Tax Submissions” (pages 35–52) section of their user guide for guidance. Allow 50 minutes for practice. 

Remind participants they can use the Chat section of the webinar platform to ask any questions as they practice. Answer questions, as necessary.

Bring the class back together. 

Ask if there are any other questions.



Viewing Reports

Presenter
Presentation Notes
Instructor Notes:
State: Now that you have reviewed and practiced how to use PPOP-IN as assessors, let’s take a look at reports you might need to access in PPOP-IN.



Demonstration – View Reports
Demonstration Topic Topic in the Assessor User Guide Page #s in the User Guide

View Reports in PPOP-IN View Reports in PPOP-IN 53-54
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Presenter
Presentation Notes
Instructor Notes: 

Explain that PPOP-IN includes two reports that assessors might currently need to use: Current Rejected Filings and Assessor Data Export Log.

Demonstrate the topic listed on the slide, using the page numbers referenced to guide you.



Practice – View Reports
Practice what you have learned:
• View Reports in PPOP-IN 
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Presenter
Presentation Notes
Instructor Notes:

State: “Now, it is your turn to practice what you have learned about viewing reports in PPOP-IN.”

Ask the class to perform the activities listed. Tell them to refer to the View Reports section of their User Guide for guidance.

Answer Chat questions as needed.

Allow 10 minutes for practice. 

Bring the class back together. 

Ask if there are any questions.





Searching Filings

Presenter
Presentation Notes
Instructor Notes:
State: Finally, let’s look at how to search previously accepted filings.



Demonstration – Searching for and 
Reviewing Previously-Accepted Filings
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Demonstration Topic Topic in the Assessor User Guide Page #s in the User Guide
Search Previously-Accepted 
Filings

Search Filings 55 - 58

Presenter
Presentation Notes
Instructor Notes: 

State: “As you know, sometimes taxpayers call with questions about their previous filings or you may want to look up a previous filing when working with a current one. The Search Filings section of your user guide takes you through the steps on how to search for previously accepted filings.”

Tell participants that once they get past the View County/Township Taxpayers page Notice: Confirm Action popup window, the process to review a previously-accepted filing is the same as when they reviewed the current taxpayer filing.

Demonstrate the topic listed on the slide, using the page numbers referenced to guide you.



Exporting Data

Presenter
Presentation Notes
Instructor Notes:
Explain that PPOP-IN includes an export function that allows assessors to create exports for select returns that the assessor has accepted. Once the assessor creates the exports, they can download the resulting .csv to import into their local CAMA system. 

Note: The Export Data functionality is available to county assessors only; the functionality is not available to township assessors. Therefore, the exported data includes all records in the county, including township records. 



Demonstration – Export Data
Demonstration Topic Topic in the Assessor User Guide Page #s in the User Guide

Exporting PPOP-IN Data Exporting PPOP-IN Data 59 - 64
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Presenter
Presentation Notes
Instructor Notes: 

Review the topic listed on the slide, using the page numbers referenced to guide you.

Remind participants that the Assessor Dashboard screenshot in the Assessor User Guide and the one on this slide have one extra tile on the right, titled ‘Export,’ that they will not see on their Assessor Dashboard in the Training site. The Export functionality will be coming with a future release, at which time they will see the Export Data tile in their Dashboard. They can refer to the Export Data section in the User Guide to walk through the Export Data steps at any time. Also, remind them that Township Assessors will not see the Export Data tile when released: only County Assessors will be able to export data.



Practice – Export Data
Practice what you have learned:
• Exporting PPOP-IN Data
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Presenter
Presentation Notes
Instructor Notes:

State: “Now, it is your turn to practice what you have learned about exporting data in PPOP-IN.”

Ask the class to perform the activities listed. Tell them to refer to the Exporting PPOP-IN Data section of their User Guide for guidance.

Answer Chat questions as needed.

Allow 20 minutes for practice. 

Bring the class back together. 

Ask if there are any questions.





Wrap-up

Presenter
Presentation Notes
Instructor Notes:

State: Let’s take a few minutes to review what you learned today and then we will have time for questions and answers.








Review
• List the types of Personal Property Forms in PPOP-IN. 
• Explain the process to access submitted forms.
• Explain the process to review submitted filings.
• Describe how to accept/reject filings.
• Describe how to notify taxpayers of an accepted/rejected filing.
• Describe how to search taxpayer filings.
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Presenter
Presentation Notes
Instructor Notes:

State: Let’s review what you learned in this course:

Review the learning objectives.

Discuss any specific areas where they struggled or ran into difficulties.




Q & A
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Presenter
Presentation Notes
Instructor Notes:

Ask for any remaining questions. Respond as needed. 




Thank you!
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Presenter
Presentation Notes
Instructor Notes:

State: Congratulations on completing the Module 1: PPOP-IN Overview class. We’ll look forward to seeing you in the Module 2: Managing Submissions class to finish out your Assessor training!
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