
HOW TO VIEW A SUMMARY RECORDS 
CARD AND TAX INFORMATION 

 
STEP 1: Click on the button that says Property Search on the left side of the screen.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 2: On the next page scroll over the words Property Search to access a drop-down   
menu that says Summary Record and Tax Information. Note: Your Summary 
Records Card contains your tax information. 
 

 
 
From STEP 2 click on Summary Record from the drop down menu. 
 
STEP 3: Searching options are organized by Owner’s Name, Address, or Tax Map 
Number. Click the corresponding circle to highlight the desired search method. (This can 
be found to the left of the searching method.) 
 

For searching by Owner’s Name refer to PART A 
For searching by Address refer to PART B 

For searching by Tax Map ID refer to PART C 
 

 
 
 
 



PART A: SEARCHING BY OWNER’S NAME 
TO SEARCH BY OWNERS NAME, SELECT OWNER’S NAME then click Next step.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 4: SEARCHING BY OWNER’S NAME 
On the next page there will be three boxes labeled LAST NAME (required), FIRST 
NAME, and FISCAL YEAR (required).  
 

 
 
Please enter your LAST NAME and the FISCAL YEAR in the corresponding boxes as 
these are (required) to access the database. You may also enter in the FIRST NAME to 
narrow your search but this is not required to view the SUMMARY RECORDS CARD. 
When you have completed entering your LAST NAME and the FISCAL YEAR, click 
on the box below that says SEARCH. 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 5: On the next page, you will see a similar page to the one you just viewed; 
however, there will be a box (below the search button) that has a parcel Id number, a 
year, and a name. Please click the box next to the Parcel Id number, year, and name 
that you want to view. This box can be found on the left underneath the word Select.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If your name is not listed on this page you must click the number 2 located in the lower 
right hand corner of the directory. This will bring you to the second page containing more 
name listings.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you have selected the property with the desired name, year, and Parcel Id, please 
click the To Continue button located on the bottom of the screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 6: The next page will have the following: 
 
The report you requested requires further information. 
 
Parameter Field(s) 
 
YEAR_ID Please Enter the Fiscal Year (required) 
Value  
 
In the box next to the word Value, again enter the fiscal year you wish to view.  
Example: 2007  
 

 
 
Then click Submit to view your Summary Records Card. 
 
 
 
 
 
 
 
 



The SUMMARY RECORDS CARD also contains your tax information. You may wish 
to view this information; however, it may be located on a different page than the first 
page. To change pages of the SUMMARY RECORDS CARD simply click the arrow to 
the left or right (depending on which page you wish to view). 
  

 
 

 
 
 
 
 
 
 
 
 
 



PART B: SEARCHING BY ADDRESS 
FROM STEP 3 SELECT ADDRESS then click Next Step. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 4: SEARCHING BY ADDRESS 
On the next page there will be two boxes labeled Street # and Street Name. 
Please enter the house number and the street name in the corresponding boxes. When this 
is completed please click the Search button located beneath the two boxes. Note: Do not 
enter the abbreviations or words for street, road, blvd, etc. as this is not needed in 
the search and will not allow you to search the database properly. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 5: On the next page, you will see a similar page to the one you just viewed; 
however, there will be a box (below the search button) that has a parcel Id number, a 
year, and a name. Please click the box next to the Parcel Id number, year, and name 
that you want to view. This box can be found on the left underneath the word Select.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you have selected the property with the desired name, year, and Parcel Id, please 
click the To Continue button located on the bottom of the screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 6: The next page will have the following: 
 
The report you requested requires further information. 
 
Parameter Field(s) 
 
YEAR_ID Please Enter the Fiscal Year (required) 
Value  
 
In the box next to the word Value, again enter the fiscal year you wish to view.  
Example: 2007  
 

 
 
Then click Submit to view your Summary Records Card. 
 
 
 
 
 
 
 
 



The SUMMARY RECORDS CARD also contains your tax information. You may wish 
to view this information; however, it may be located on a different page than the first 
page. To change pages of the SUMMARY RECORDS CARD simply click the arrow to 
the left or right (depending on which page you wish to view). 
 

 
 

 
 
 
 
 
 
 
 
 



PART C: SEARCHING BY TAX MAP 
IDENTFICATION 
FROM STEP 3 SELECT TAX MAP NUMBER then click Next Step. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 4: SEARCHING BY TAX MAP NUMBER 
 
On the next page there will be a box labeled TAX MAP NUMBER. Please enter the Tax 
Map Identification Number in the corresponding box and click Search.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 5: On the next page, you will see a similar page to the one you just viewed; 
however, there will be a box (below the search button) that has a parcel Id number, a 
year, and a name. Please click the box next to the Parcel Id number, year, and name 
that you want to view. This box can be found on the left underneath the word Select.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Once you have selected the property with the desired name, year, and Parcel Id, please 
click the To Continue button located on the bottom of the screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 6: The next page will have the following: 
 
The report you requested requires further information. 
 
Parameter Field(s) 
 
YEAR_ID Please Enter the Fiscal Year (required) 
Value  
 
In the box next to the word Value, again enter the fiscal year you wish to view.  
Example: 2007  
 

 
 
Then click Submit to view your Summary Records Card. 
 
 
 
 
 
 
 
 



The SUMMARY RECORDS CARD also contains your tax information. You may wish 
to view this information; however, it may be located on a different page than the first 
page. To change pages of the SUMMARY RECORDS CARD simply click the arrow to 
the left or right (depending on which page you wish to view). 
 

 
 
 


