ACRIS Re-write
NYC.ID

NYC.ID Overview

External

Office of the City Register

NYC.ID Overview

ACRIS now uses NYC.ID, the city-wide identity management system, for logging in.
Existing NYC.ID accounts can be used to associate to existing ACRIS Customer
Profiles. All Cover Pages, eTax transactions, EDS subscriptions and eUCC submissions
are created at the Customer Profile level.

If a NYC.ID account doesn't already exist, a new NYC.ID account must be set up.

(Internal DOF staff uses their email addresses as NYC.ID accounts. If the staff needs to
create Cover Pages, or eTax transactions, they would need to associate their email
address to an ACRIS Customer Profile.)

The following applications have been modified to use NYC.ID for logging in:
1) Cover Page

a)Log in Screen
b) New Account Creation Screen
c) Profile Selection Screen
d) Tax Forms / Cover Page Screen
e)Modify ACRIS / NYC.ID Profile
i)  Edit Profile Information
i) Edit NYC.ID Account Information
iii) Change NYC.ID Password
iv) Edit NYC.ID Security Questions
2) EDS

a)Log in Screen
b)EDS Home Screen

1. Cover Page

This section addresses the changes in the Cover Page application.

A. Log In

Office of the City Register _

ACRIS Tax Forms/Cover Pages
Login
Registered Users Unregistered Users
It you have an austing NYC 1D account, pleasa log in Yo misst establesh on NYC 10 account it you pon 10 use creat aTas Fomms o recond
Enter Email 1
C: nabe & NYC 1D ac
Enter Password: ! oniig 1:._-\:2—:.
(ORI 81 0Ny STiNG) oninring Hoquenty wsed informabon. Thay can edl tha account profile information
| sccot o] Y To eroats your own NYC 1D account, ploass chck bekow
Eormot my passwoed
MAIN OPTIONS

smse Plage | 1IYC gow Heme Page | Contact MYC gow | FAQH | Prooscy Stabernt | Sta s

The ACRIS Tax Forms/Cover Page Log in screen will now require that the NYC.ID email
(address) is entered. The Password is the NYC.ID password.

1. Enter a verified NYC.ID Email address and password.

2. Click on Account Log In to log into Cover Page.

Result: The Profile Selection screen opens.

3. Ifanew NYC.ID account needs to be created, click on the Create an Account button.

Result: The New Account screen opens.

Note: If an ACRIS Customer ID and Keyword is entered, the following page is
displayed.
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What happened to my ACRIS Customer Account

Your AGRIS Cuslomer Accounts, now known a5 Profila 105, and al your Cover Pages, aTax transachons, EDS subscriphons and eUICC submissions have
been copied 10 the new system and can b knked 1o your new account ACRIS s now using NYC 1D, Me city-wide identity management system for login. You
should 156 your axisting NYC 10 account if you have ona of of not creals a new NYC 10 account 1o logn 1o ACRIS. Once you've ingged in, you can associate
one of more of your exshing Profile 1D's, and conbinue ko create / subwmil eTax Forms, Cover Pages, ACRIS Dafta subscriphons and elecirome UCC's

GeTu Finance Hame Page | 1Y gov Home Page | Contact HYC gov | FAQS | Pesacy Sttemant | Sae Map

B. New Account

e ew Vork iy Depariment ot fnanee
Office of the City Register
|___voe

Create Account
Account Information
Emal il - 1
s Your passwor| j rursrum length
Password | of eight (8) cha TSP il must contain at
o It one lofier (upper of kawer cise) and at
Conien Passwoid | st onet rumber of Special characier
Security Questions

Securily Queshon &1

Answer #1

Securty Question £2

Answor #2

1. Click on the Back button to return to the ACRIS Tax Forms/Cover Page Log In
screen.

Security Cueston 3

Answer £3

GaTo Fimance Home Fage | 11

| Contact WYC gav) Falln | Posacy Stasemvent| St Akag

1. Enter a valid email address, password (using criteria on screen), and confirm
password

2. Select three Security Questions and enter an Answer for each Security Question.
3. Click on Create Account button.

Result: The Email Verification screen opens.
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y C. Profile Selection

Emall Verification Wolcome, ACRISTEST 1 G8GMAIL COM
PR |

Emad Sant Succassiuly. Please chok tha lnk within the Venfication emad

sant b your email address. Chek the Procesd bution 1o return & the kgin Select ACRIS Profile

o

-ﬂ 1 Select ACRIS Profie. DAMIELD - 1
m O e L]
e profie wil be changed to the NYG 10
Legacy ACRIS Customer |01
Legacy ACRIS Keyword
|
G To e Hore Page | 11 go e g | Crcact NYC v FAGE | Prvacy Saamar | Son g [ assocere | 4

Forgot my keyword

1. Click on the Proceed button to return to the ACRIS Tax Forms/ Cover Page Login
page.
Once the email link within the Verification email sent to the customer’s email address is

Go T Finance Hams: Page | YT gov Home Page | Contact IVC gov] FAQS | Pracy Ststemart | Sta Mip

clicked, the account has been verified.

Result: The Cover Page Log In screen opens. Once the NYC,ID email has been verified, the customer can log in using the email address.
1. Select an ACRIS Profile from the dropdown and click on Continue to log in.

NOTE: The Profile dropdown will display all ACRIS Profiles associated in
steps 3 and 4 below.

Result: The Tax Forms / Cover Page Screen opens.
2. Click on Create a New ACRIS Profile.

Result: The New ACRIS Profile screen opens (there is no change in how this existing
screen is completed).

3. Click on Associate an Existing ACRIS Profile to open the legacy ACRIS Customer
ID and Keyword fields

4. Enter in the Legacy ACRIS Customer ID and Keyword and click on Associate
Result: The legacy ACRIS profile is now associated to this NYC.ID email address
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D. Tax Forms / Cover Page Screen E. Modify ACRIS / NYC.ID Profile Screens
i. Edit Profile

Yok Sty Oopartman of fiue
ACRIS TAX FORMS [/ COVER PAGE

ey YOl iy S per— -
Office of the City Register

New Tax FOrms - crests 2 batch of Tax Forms

Modify ACRIS / NYC.ID Profile
Retrieve Tax Transaction - Rstrave tansaction in progress
Edé Prothe Infarmaboe Edit NYC.ID Account Infoemation Changs NYC 1D Password Edi NYC. 1D Secuirity Questons
New COVer PAQE - Craste & new cover page
Log in Information: Fieids indicatec by an astarisk {* ] are required.
Retriove Cover Page Transaction - Astreve transacton oY

Prepay Transfer Tax - Prepay City Real Progarty Transfer Tax (RFTT) andfor State Aeal Estats Transter Tau [TPS84) Your Account Information;

Aot fame

Pay Tax for Cooperative Unit - eay taues fer cooperaiive unt saies Address 1

Address 2 1
Pay Tax for Unrecorded Transfer - eay v for that will it b recorded Contry o
cay » [Tt
st = PENNSYLVANA
Modify ACRIS / NYC.ID Profile - st account mdoemation and changs passward 2 % R
Create New / Associate Existing ACRIS Profile - crests s new or sssocute an sxeting ACRIS profie ‘Contact information
tame
Fhane
| win ornices | Fax

1. To change the profile that is already associated to this NYC.ID email address, click
on the desired profile in the Switch Profile dropdown.

] To modify the profile that is already associated to this NYC.ID email address,
Result: The Tax Forms / Cover Page Screen remains open but all new Cover Page and

eTax actions will be filtered using the new Profile. 1. Edit the Account Name, Address, and Contact Information
2. To modify the ACRIS / NYC.ID profile, click on Modify ACRIS / NYC.ID Profile. 2. Click on the Save button
Result: The Modify ACRIS/NYC.ID Profile screen opens. Result: The Tax Forms / Cover Page Screen is displayed and the Customer Profile

information is changed.
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ii. Edit NYC.ID Account Information
e iii. Change NYC.ID Password
iy IO _Office of the City Register _
Modify ACRIS / NYC.ID Profile T e |
Eddt Profile informaton Edt NYC 1D Account Infarmabon Cwmlbpmu Ede NYC 1D Sncurﬂyum e e Rt S
Modify ACRIS / NYC.ID Profile
e 1 it Profils Information [Edit NYC ID Account informalion Changa NYC 1D Password Edit NYC 1D Security Cuastons

Em-n-

To change the NYC.ID email address used for logging in to ACRIS, click on Modify

ACRIS / NYC.ID Profile and select Edit NYC.ID Account Information. - ] ]
To change the NYC.ID password used for logging in to ACRIS, click on Modify ACRIS

1. Enter and confirm the new email address. / NYC.ID Profile and select Change NYC.ID Password.
2. Enter the password to confirm the change 1. Enter the old password.

3. Click on the Save button 2. Enter and confirm the new password.

Result: The Tax Forms / Cover Page Screen is displayed and the NYC.ID email 3. Click on the Save button

address used to log in is changed. o
Result: The Tax Forms / Cover Page Screen is displayed and the NYC.ID password

used to log in is changed.
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iv. Edit NYC.ID Security

Questions

- Maw York City Dapuarimant o
Office of the City Reg
TR
‘Modify ACRIS  NYC.ID Profile —
Ea Profée Indormation Edé NYC ID Account Information  Change NYC ID Password Edit NYC 1D Security Quastions

2. EDS

This section addresses the changes in the EDS application.

A. Log In

To change the NYC.ID security questions used for logging in to ACRIS, click on Modify
ACRIS / NYC.ID Profile and select Edit NYC.ID Questions.

1. Select new Security Questions and Answers.
2. Enter the password to confirm the change.

3. Click on the Save button

Result: The Tax Forms / Cover Page Screen is displayed and the NYC.ID security
questions are changed.

ACRIS Tax Forms/Cover Pages
Login

Registered Users

Unregistered Users
1 you have an austing NYC 1D accoun, pleasa log in

You must establesh an NYC. 1D account if you plan 10 use create aTax Fomes or ecord
documents
Enter Email 1
- an create 8 NYC ID accourt 1o associabe with one of more ACRIS
!-infgr _PlasswPr'dl. o Wi 5 Clrstomar sccounts. Usors
(FUSENOIUS 810 CR30 SINSEIN) used informaton. They can edit the account profile informaton
| sccot o] Y To croats your own HYC,ID account, pleass cick below
Forgot my password

TR o

MAIN OPTIONS

3 To Fruance Has Page | IYC gor Harme Page | Contict NYC gow | FADH | Procy Statersart | Ste bl

The ACRIS Tax Forms / Cover Pages Log in screen (also used for EDS Log in) will now

require that the NYC.ID email address is entered. The Password is the NYC.ID
password.

1. Enter a validated NYC.ID Email address and password
2. Click on Account Log In to log into Cover Page.
Result: The EDS Home Screen remains open

3. Ifanew NYC.ID account needs to be created, click on the Create an Account
button.

Result: The New Account screen opens.
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Automated City Register Information System

Electronic Data Services

Submit WCCs Electronically - Fis uccs onine using v

Retrieve Index/Image - vew s o dewnioad your ACRIS data ()

1. To change the profile that is already associated to this NYC.ID email address, click
on the desired profile in the Switch Profile dropdown.

Result: The EDS Home Screen remains open but all new EDS actions will be filtered
using the new Profile.

End of NYC.ID.
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Cover Page Overview

There are 5 cover page enhancements for ACRIS. These enhancements are:

A. Cover Page Property Type Validation.

B. Cover Page Popup Reminder When Modifying.
C. Cover Page Mortgage Refinance Indicator.

D. Cover Page MRT EIN.

E. Cover Page for Co-ops.

This process card will address enhancements A thru D above, which can be addressed
with a single property example.

Note: For Cover Page Enhancements, the following steps that start the general ACRIS
Cover Page process are not captured in these process card steps:

1. From the ACRIS Main Options page, select the Create Tax Forms/Create Cover
Page option.

2. Log in and select the Profile ID.

A. Cover Page Property Type Validation Overview

This cover page enhancement enables ACRIS to validate the property type selected on
the Property tab against the RPAD Building Class database and thus reduce errors
made in selecting the Property Type. A mapping table stores the ACRIS Property Type
to RPAD Building Class mapping. If the property type does not match the property type
associated to the Building Class, the Property Type dropdown changes to the value that
has been mapped. The customer can change the Property Type dropdown again to
another value, if so desired.

The Cover Page Property Type Validation process consists of 2 steps:
1. Onthe Property tab select the Property Type.

2. Click Find BBL or Find address and the Property Type may be changed to the
property type mapped to the Building Class of the address.

(1) Complete the Property Tab

Public user selects the Create New Cover Page and creates a new cover page form.
Public user completes the Document tab, and clicks Next when complete.

Document ID:2013011400019001
IIf Document | Propety | Paties | Cross Ref. | Fees & Tanes | Supporing Doca | Print |
Docaument being creste by Click bars 0 acceus NV Fropeety Asvavement Roll in 3 i window i g b L
WG

My 3w nok WG, glema

;'! detion Checklist
i Proporty Attributes:

Property Type * RELIGIOUS STRUCTURE - Partisl Lot * Entre Lot ~

liv Document nfo — Air Rights Subtamanean Fights 1

il Proparty Selct aither BorsughBlockiLet o Address

i & Property Address:

il Parties
BoroughiCounty: * BROCKLYN | KNGS
Streot Numbor:  * [36 2
SueetName:  * [IRA COURT|
Unit: I |

\lp' Cross Reference

T

|l Fees & Taxes
i Property Borough/BlockiLot:
| Supporting Docs: 3

| Print

Fields mdicated by an e 208
asterisk (*) ane required 3

Add Progery

Cancal | | Claar HNaxt

€ Local intranet | Pretected Mode: OfFf v Rams -

1. Complete Property Attributes section.
Note: Select Property Type = Religious Structure.
2. Complete Property Address section.

Note: Use Instructor provided address for a property known to be Property Type <>
Religious Structure.

3. Click “Find BBL" and review Property Type
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Document ID:2013011400019001
Document | Procerty | Partias | Cross Ref. | Fass & Taxes | Supporting Docs | Print |
ik howe o azeess NV Property Avveviment 1t Rioll i 1 m windhioow o b

Document baing assed by

i i ot WD, plunsn

-;;i-mmim Chachiist;
Propery Atributes:
W . | Propeny Type ® SINGLE RESIDENTIAL CONDG UNIT - Partisl Lot * Eetire Lot~
|l Document info m— it Pights Sublamannsn Rights
||| Proparty { setect sither BormughBlockiLot or Address
1 Pares % Property Address: End of Cover Page Property Type Validation Enhancement.
1B Borough/County: ®  BROCKLYN / KINGS
i 1 Sweet Humber:  * [
jr Cross Refersnce StrogtName:  * [IRA COURT
Unit: [
|l Fees & Taxes |
i
—i- 1 Property Borough/BlockiLot:
i Supporting Docs, BoroughCount 2 1
i Block T
i Print | Lot
- [ Finags ]

Fiehds indicated by an
astarisk {*] are mquired

Cancel | [ Clear Mot

R Local mbramet | Protected Mode: OIf fa = RN

Results: The Property Type is updated to display what has been mapped to the Building
Class of the address. The customer can change the Property Type dropdown again to
another value, if so desired but Find BBL or Find address should not be clicked again.

Note: Find Address also performs the same check for the Property
Type mapped.
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B. Cover Page MRT EIN Overview

This cover page enhancement enables a public user to enter the optional Employer
Identification Number (EIN) for a cover page that has a Mortgage Recording Tax

(MRT).

The Cover Page MRT EIN process consists of 2 steps
1. Select a Document Type that has the Mortgage Recording Tax tab enabled

2. Inthe Parties tab, under the Party 1 or Party 2 or Party 3 sub-tab, select the
Business radio button

(1) Complete the Party Tab

Public user selects the Create New Cover Page option and creates a new cover page
form. Public user is in the Parties tab.

Document ID:2013012400007001

Document being oeated by

If you sre not MJG, please

Document | Property | Parties | Cross Ref | Fees & Taxes | Supporting Docs | Print |

HELP

Selecting = help option will cpen

The Department of Finance (DOF) sends the Statement of Account and all other comrespondence to the grantee mailing
new window

address. The Department of Environmental Protection (DEP) sends all Water/Sewer billing and correspondence to the

property address. I you desire that both DOF and DEP billing and correspondence be sent to the same address. please
indicate here: [ Update Billing Address lini ]. The form on this link needs to be completed only if both DOF and DEP

are to be sent to the same address. Whatever address is entered will update both the grantee mailing

G letion Checklist:

i Document Info

i Property

Parties

i Cross Reference|

Fees & Taxes

i~ Supporting Docs.

Print

Fields indicated by an
asterisk (* Jare required

address used by DOF and the property address used by DEP. For alternate DEP delivery arrangements, please contact DEP

at (718) 595-7000.

MORTGAGOR/BORROWER MORTGAGEE/LENDER 5

Dla=ca select Individual or Business and fill in the name

FIRST M SUFFIX.

Individual- [
or BUSINESS NAME 3
Business: © [GALLAGHER CONSULTING B [123465789

Address:  * [210 JORALEMON

Country:  * UNITED STATES - 2

City: * |BROOKLYN

State: * NEW YORK - Zip: * [[EE

N

Parties

1. Click Business radio button in Name section of Mortgagor/Borrower sub-tab of

tab and enter business information.

Note: New optional EIN field is displayed.

2. Enter required information for business address.
3. Optionally enter the EIN.

4. Click “Add name”.

Result: The business information loads in the table.

5. Click “Mortgagee/Lender” sub-tab and follow the same steps.

Mortgage

Note: This field is enabled for all Business Parties if the document has the

Recording Tax sub-tab enabled.
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C. Cover Page Mortgage Refinance Indicator Overview

This cover page enhancement enables a public user to optionally designate if the

mortgage being recorded is a refinance.

The Cover Page Mortgage Refinance Indicator process consists of 1 step

1. Review/complete Fees & Taxes sub-tab.

(1) Complete “Fees & Taxes” sub-tab

Public user completes the “Fees and Taxes”.

Document ID: 201301 1400022001

] Document | Propeny | Parties | Cross Ref. | Fees & Tawes | Supgoding Docs | Prim |
Decurmant bang tasted Balwdiry & heip oplren wmb
o oA n winw
MG 1
"’“"m"m""" Tams | RecordingFees |
- 5 Mortgage Recording Tax
pletlon Checkllst:)
Is this & morigage rofnance? -l 2
i A Apporticnement Marigage HO -
Proparty Typa 1.2 FAM WITH ATTCH GAR &/0K VACANT LAND
It the privcipal ameunt of this meigage to be inchided in a wiaparound medgage? -
—sPrapedy | rthis is @ Spreader or Additional Collateral Mongage, chick bt
L Framptinng
Parties Ta Law Section 253 - .25% Exemption
i l Tax Law Section 253 - Full Exeenption (Exernpt Enity)
| diecoss Reierence Tax Law Section 255 - Supplemental Morgage
Tax Law Section 280 - Reverss Morgage Examption
Tax Law Section JI9EE - First Sabis of Condorminiumn Unitls)
Fess & Taves |
Principal Dbt cr Obligation 520,000 00
| Morgage Taxable Amount | Maximum Secured Amourt 520,000 00
Dacs
Has the martgagor recorded an o mare othar mortgages that remain open agsinst this proparty in the past 12 manths that
i N together with this mortgage cumulatively total 5500000 or morm? Note:  one or more of the mongages has been satisfed, bul [
not recomad raducing tha teksl below $500,000, phaass sebact "HO™ and aitach the spproprste st
= Taxes due on this mogage
Fielcs incicated by an | son (Rasie)
anterisk (* ) ae
mquired City
SAT
TASF
MTA
NYETA
Taxes Due
Calculate Tanes Clear Freids
Cancel | [ Clear Hext
" Done L Lol intranet | Protected Meds 0FF o 100%

1. Click “Fees & Taxes” tab.

2. Optionally select Yes / No to identify if the mortgage is a refinance.

End of Cover Page Mortgage Refinance Indicator Enhancement.
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D. Cover Page Popup Reminder When Modifying Overview

This cover page enhancement reminds a public user when they are about to modify an
existing cover page that has been saved to reprint the Cover Page. The existing
message for Cover Pages associated to RPTT or RETT is modified as well.

The “Cover Page Popup Reminder” process consists of 1 step:

1. After completing the “ACRIS Cover Page” process, edit a saved cover page.

(1) Edit a Saved Cover Page

Public user clicks “Edit” on the last Cover Page screen. Public user may or may not

complete the Cover Page.

Transaction:

HELP

Selecting s help option will open
new window
The printed cover pages along with all of the documents in a transaction must be mailed or brought to the City Register.

on mailing addi and office locations are ilable by pressing HELP.
Edit Delete Change Doc.
Doc. ID Doc. ID ID Sequence Document ID Document Type Status
L DELETE P I 2013011400022001 MORTGAGE COMPLETED
1

Print Payment Detail for Transaction(opens in new window) |

Print Payment Detail

Add a New Document to the Current Transaction |

MNew Document

Finish the Current Transaction and I
Print Payment Cover Page for Tr

Finish and Print Payment Cover Page

l

i0N {opens in new window!
Finish the Current Transaction and Message from webpage
Submit Electronic Payment e

=)

0‘ You are about to edit a document.

and print a new Cover Page.
Click OK if you wish to proceed.

"Y' ou will need to verify that sll information is complete

l 2 o

1. Click “Edit”.

2. Popup message appears indicating that public user will need to verify that all

information is complete and print a new cover page.

Result: The public user can click “OK” to proceed with cover page edits or “Cancel” to

return to existing cover page transaction screen.

Note: The existing RPTT/RETT associated Cover Page message is changed

with additional wording.

Message from webpage

B

You are about to edit a document that may have
affiliated Tax Return data. Doing so will re-populate
the Cover Page with all affiliated tax data.

You will need to verify that the Party Names are
correct before completing the Cover Page. :

You will need to verify that all information is complete
and print a new Cover Page.

Click OK if you wish to proceed.

OK l | Cancel

End of Cover Page Popup Reminder When Modifying Enhancement.
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Cover Page Overview

There are 5 cover page enhancements for ACRIS. This process card will address the
following cover page enhancement (designated E based on Cover Page Process Card
#1):

E. Cover Page for Co-ops.

Note: For all Cover Page Enhancements, the following steps that start the general
ACRIS Cover Page process are not captured in these process card steps:

1. From the ACRIS Main Options Page, select the Create Tax Forms/Create Cover

Page option.

2. Log in and select the Profile ID.

E. Cover Page for Co-ops Overview

This cover page enhancement enables ACRIS to restrict the document types if the
eTax transaction associated with the cover page has co-op properties only.

The Cover Page for Co-ops process consists of 3 steps:

1. Create an eTax transaction with only co-op properties.
2. Onthe ACRIS Tax Forms/Cover Page, select New Cover Page.
3. Complete the top portion of the Document Tab for an existing Co-op eTax

Transaction ID.

(1) Complete the Document Tab

Public user creates and completes a new tax form with only co-op properties. Public user

selects the Create New Cover Page.

HELP

‘Selecting 2 el option will open new Window

Document \ Property | Parties | CrossRef | Fees&Taxes | SupportingDocs | Print |

1

Select a Document Class Select a Document Type

¥ TR TS it
Document Type: IDEEDS AND OTHER CONVEYANCES JEgiiv=a] Document Type Descriptions

Document Date: Profile ID: MJG1

(mmiddiyyyy)

= (Bema) oz 0 cocunent)

2

Customer Name: MGALLAGHER465
*

Document Page Count: 0 o page)

(Check all that 2pply)

Document Style Format 4
Non-Standard Form Size

| Point Size Less than 8 Points.

1. Select Document Class and Document Type.

Note: Select Document Class = “Deeds and Other Conveyances” and Document Type
“Deed”.

2. Click on screen (or in another text box).

Result: Screen refreshes with Tax Transaction ID option available.

D ID: 2013022 1

Document Property | Parties | CrossRef | Fees&Taxes | SupportingDocs | Print |

HELP

‘Seteomg 2 e optin Wil apen ne WIioN

Select a Document Class Select a Document Type

«  NYS REAL ESTATE TRANSFER TAX +

Document Type:

Document Type Descriptions
MIGH

Co&glel\on Checklist{|

Document Info

Profile ID:

Tax Transaction ID: (2013022000001

Customer Name: MGALLAGHER465
#  BROOKLYN /KNGS
987

11

Refrieve/Release Data

Borough/County:
Block:

+|Property Lot

4

Dot

3. Enter Tax Transaction ID and corresponding Borough/Block/Lot information.

4. Click “Retrieve/Release Data”.

Result: After agreeing that all previously entered data will be overwritten, the user
receives a message that the eTax Transaction ID is for a co-op RETT, and that only
certain document types will be available (only a single document type can be created) .
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Document ID: 2013022100009001

Document | Property | Parties | CrossRef. | Fees&Taxes | SupportingDocs | Print |

HELP

‘SEIECING 3 2D GETon Wil OPEN MW RGO

Select a Document Class Select a Document Type
. * X
Document Type: DEEDS AND OTHER CONVEYANCES =  DEED - e TR e e e
Profile ID:  MJG1
Tax Transaction ID: 2013022000001
Customer Name: MGALLAGHER465
Borough/County: #  BROOKLYN/KINGS -
Block: *® |og7
o8 Message from webpage @
Lot: 11
RefrieveRsicase Dala The e-Tax transaction ID entered is for a co-op RETT and only certain
I . document types can be created for the e-Tax transaction ID
Document Date: -
R (3cu31 0= on cocumeny)
Document Page Count: *® 0 (Does nat nclue cover page) 5

{Check all that apply}

Document Style Format; = 5 e [
Non-Standard Form Size || Point Size Less than & Points ||

5. Click “OK”.

D ID: 20130 1

I Document | Property | Parties | CrossRef. | Fees&Taxes | SupportngDocs | Print |

HELP

‘Sevecang 2 nep optan il ogen W W

Document Type Descriptions

‘Commen being oree
MIG1
1300 e not MIG1, piezse
6 Select a Document Class Select a Document Type
i Document Type: [OTHER DOCUMENTS. ~|  NY5REAL ESTATE TRANSFER TAX ~
(:oHEg\euon Checklistif
Tax Transaction ID: 2013022000001
Document Info Borough/County: *  BROOKLYN /KNGS hd
Block: ® a7
[Property Lot *
Retrieve/Release Data
Dot

Profiie D:  MJG1

Customer Name: MGALLAGHER465

6. Document Class is automatically set to Other Documents.

7. Document Type is automatically set to the configured value. No other options are

available.

Result: The Document Class and Document Type have automatically updated to the

appropriate values.

Note: To restore the dropdowns, clear the Tax Transaction ID
Retrieve/Release Data.

, and click on

The following message is displayed if the Tax Transaction is a Co-op RPTT (only a single
document type can be created):

Message from webpage @

The e-Tax transaction ID entered is for a co-op RPTT and only certain
! . document types can be created for the e-Tax transaction ID

The following message is displayed if the Tax Transaction is a Co-op RPTT & RETT (only
a single document type can be created):

Message from webpage @

The e-Tax transaction ID entered is for a co-op RPTT&RETT and only
l \ certain docurment types can be created for the e-Tax transaction ID

End of Cover Page for Co-op Enhancement.
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eTax Enhancement Overview
There is 1 eTax form enhancement for ACRIS. This enhancement is:
A. HPD Affidavit in Lieu of Registration Form

This enhancement includes actions being taken in Cover Page/Property Type
Validation which is not covered in this process card. Any functionality outside of this
specific eTax enhancement is presented as existing functionality.

Note: For eTax Enhancements, the following steps that start the general ACRIS Cover
Page process are not captured in these process card steps:

1. From the ACRIS Main Options Page, select the Create Tax Forms/Create Cover
Page option.

2. Log in and select the Profile ID.

A. HPD Affidavit in Lieu of Registration Form Overview

This eTax enhancement enables customers to create the HPD Affidavit in Lieu of
Registration Form directly in eTax without retrieving the form elsewhere, manually
completing it, and attaching it to the eTax form. The Affidavit in Lieu of Registration tab
is available and required if the property transfer involves an HPD eligible property.

The HPD Affidavit in Lieu of Registration Form consists of 4 steps:

1. Complete the Property Information Tab.
2. Complete the “Affidavit in Lieu of Registration Form” Tab.

3. Print the tax forms.

(1) Complete the Property Information Section

Public user selects the Create Tax Forms option and creates a new RPTT tax form.
Public user completes the Grantor and Grantee information sections, and clicks Next
when complete.

Form ID: 2013021100007104
Real Property Transfer Tax Resurn (NYC-RPT)

Ganwrs ity | AlphaSchedules | Scheaule 1 | ScosdieR | Schedde? | Momeyid | Madeg Addwas |

T GRANTOR GHANTEE PROPERTY INFORMATION | EONDIMION OF TRANSFES
| | Proparry Anvitates

Eraparty Type ® 1~ 2 FAM WITH ATTCH GAR
Emspment

Flaass seiect the appicabie
| deserisnion ter the propmey *

| A COMMERCIAL BULCI
Select sther Bormughiiccul ot 05 1
AL
«  Propenty Addre
A SRALAR RIGHTS
Horosy LE COMUERCIAL 5P MULTIPLE DWELLING
TLAD
SEM | hE OF THE ABCVE

Praperty Berouph BlockLor

Additional Property Information:
# of Floors:
Square Fast
Assansod Valua:

1. Select Property Type.
2. Select description for the property.

Note: The HPD Affidavit tab will be triggered for any description other
than “NONE OF THE ABOVE".

3. Complete property information section (Borough/Block/Lot and Address).
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A Pragent

[ W Lol e | ot st O

4. Click Add Property button.

)

Complete the HPD Affidavit Information Section

Form ID: 2013021100007101
Real Property Transfer Tax Retum (NYC-RPT)

Form ID: 2013021100007101
Real Property Tranafer Tax Renam (NYC-RPT)

repsenmtre || G | AphaBchedden | Schede | SchedieR | Schedie? | eyl | M | HPOASdna
WG Basamog b e Gnos et Goee ee
e e | GRANTOR GRANTEE PROPERTY INFORMATION [ CORDTION OF TRatarER. 5
1 Prisprety Aibutun
Clmpletion Cheekis: Praperty Type * I - Patiallor® Evows Lot
1 [i— o Roghtn Sttemanesn gt
Plaane select e spohe able
Sescaghion o e property ®
Satect b BrroughBioch Lot o Addresn
¥ [Pipha Schediles Property Address:
| | Borugh'C ounty:
Hchodue 12 Sueel Humber
Suvet Hama:
Sichedue 2 * i

Cnamars baing mesmd oy
WG

s o it MSG, plasns
o0 o

HPD Affidavit in Lieu of Registration Form

General Inf | Alpha Schedules | Schedule 1 | SchedueR | Schedule2 | Attomey it | Madng Address | HPD ASdaa

Salucting & Ralp ootion will soan e window

mpletion Checklist:

[, Afidat-EligibleProperty: SEQ#1: BORDUGH: BRODKLYN, BLOCK: 8831, LOT 544 1
o o *
Heeral ol Al must be complated for every property in this dropdawn
¥ lkpha Schedules ]
M = Select Party 1o Copy, GRANTOR 1: JOHN GALLAGHER, 210 JORALEMOHN. BROCKLYN , NEW YORK , 11201
B 2
»?Lhtuuk i TEIRTYPL  LAST FIRST - SuFrx
= INDAVIDUAL - [GALLAGHER JOHN
Tpcteduie 2 —
=i Tale: * [GRANTOR
o -
[ oy Inlo - * [210 JORALEMON
‘,r.':aullng Address |
e Country: * UNITED STATES -
I-iPD Affidavit * City: * [BROOKLYN
State % NEW YORK - g *[11201

Telephoma #:  * 2125551212

5. Complete the remaining RPTT tabs and click new HPD Affidavit tab.
Result: The HPD Affidavit tab loads.

Fiekds ndicated by an
asteriak (*) are required

Add HPD Affidarat.

Adbdarat i connection
with:

* I -

4

[Cancel ] | Crear [Hext]

1.

2.

Select Affidavit-Eligible Property from drop-down list

Note: This lists all properties from the Property Information tab that are
HPD-elicible properties.

Select Party to Copy from drop-down list

Note: This list will be populated based on Grantors/Grantees entered
in corresponding section of “General Info”).If a party is selected,
information entered in the Grantor/Grantee section is copied to the
contact information and can be edited. Any changes made in this tab
does not affect the contact information elsewhere in eTax

connection with dropdown and click Add HPD Affidavit Button.

Result: Information is loaded to the table.

3. Enter the Party title and select the applicable Document Type from the Affidavit in
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(3) Display the HPD Affidavit in Lieu of Registration The Affidavit in Lieu of Registration Statement is generated as part of the ACRIS tax

documents.
On the eTax transaction screen, click Draft / Final / Print All Forms button.
9 THE CITY OF NEW YORK

m DEPARTMENT OF HOUSING P RVATION AND DEVELOPMENT
Deparimentof AFFIDAVIT IN LIEU OF REGISTRATION STATEM . - . . .
S g End of eTax HPD Affidavit in Lieu of Registration Statement Enhancement.
nyc.gov’hpd

Commly of = oovwnsno. ) 8S.:

State of New York )

JOHN GALLAGHER , being duly sworn, deposes and says:

1} Iam personally familiar with the real property known by the street address of (insert street address):

38 IRA COURT Block seot . Lot 844
and make this Affidavit as (describe capacity in which affidavit is made) PAPA JOHN
in connection with a deed!lease/memorandum oflease (delete inapplicable description) which transfers an
interest in the above real property, thatisdated ____v12013 andis
between GALLAGHER and, GALLAGHER
2) The statements made in the Affidavit are true of my own knowledge, and I submit this Affidavit in order

that this Instrument be accepted for recording without being accompanied by a registration statement, as
such is defined by Article 2 of Subchapter 4 of Chapter 2 of Title 27 of the Administrative Code of the
City of New York.

3) Exemption from registration is claimed because the Instrument affects neither (a) an entire multiple
dwelling as such is defined by §27-2004(a)(7) of Article 1 of Subchapter 1, of Chapter 2 of Title 27 of the
Administrative Code of the City of New York and New York State Multiple Dwelling Law §4(7) nor (b)
a private dwelling as such is defined by §27-2004 (a) (4) of Article | of Subchapter 1 of Chapter 2 of
Title 27 of the Administrative Code of the City of New York and of the New York State Multiple
Dwelling Law §4(6) that is required to register pursuant to, Article 2 of Subchapter 4 of Chapter 2 of Title
27 of the Administrative Code of the City of New York. The Instrument does not affect a multiple
dwelling because it affects the following (check applicable item):

[ a commercial building

a one-or two family dwelling whose owner or a family member resides in the dwelling
[ a condominium unit in a multiple dwelling

m| cooperative corporation shares relating to a single residential unit in a multiple dwelling
[ mineral, gas, water, air or other similar rights not affecting a multiple dwelling

[ lease of commercial space in a multiple dwelling

[ vacant land

4) T am aware that this Affidavit is required by law to be submitted in order that the Instrument be recorded

or accepted for recording without being accompanied by a registration statement. I am aware that any

false statements made in this Affidavit may be punishable as a felony or misdemeanor under Penal Law

Article 210 or as an offense under Administrative Code of the City of New York §10-154.
Sworn To Before Me This Signature
PPN L\ R

Address 210 JORALEMON BROOKLYN MY 11201
Notary Public Telephone # 212-655-1212
{:1 Printed un paper containing 30% posi-consumer material. 2013021100007101
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Document Search Overview
There are 3 document search enhancements for ACRIS. These enhancements are:

A. Document Search for Document Type by Date Range and All Boroughs.
B. Document Search for Co-op Units.

C. Document Search: Search Results to display Document Date.

A. Document Search for Document Type by Date Range and
All Boroughs Overview

This search enhancement enables search for documents by date range of the last 31
days, and to search across all boroughs.

The “Document Search for Document Type by Date Range and All Boroughs” process
consists of 5 steps:

1. Select the Search Property Records option.
2. Select Document Type option.

3. Enter the search criteria.

4. Review Search Results.

(1) Select the Search Property Records Option

- Home

@& MAIN OFTIONS

[Click help for additional instructions]
Seleding 8 help option will open new window

For optimal viewing, plesse set your soeen display to st least 1024 x 768

Search Property Records

Find Addresses and Parcels

Apply for Personal Exemptions

Create Tax Forms [/ Create Cover Pages

Calculate Taxes

Electronic Data Services

Go To: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

1. Click “Search Property Records”.

Result: The “Document Search Option” page opens.

Page 1 of 12




ACRIS Re-write Document Search

Phase 1 Enhancements

Finance

Office of the City Register

(2) Select Document Type Search (3) Select Search Criteria

-

ffice of the City ro .
DOCUMENT SEARCH OPTIONS k Cit ari
Office of the City Register
o wwlial "1 wud e nan e A J 2]
[Click help for additional instructions]
Selecting & help option will open new window
Party Name - seach by pary rame Search By Document Type
Parcel Identifier (Borough, Block, Lot) - search by praperty identifier of borough, black and lot. Recorded documents only.
Document Type - search by type of document. 1
Select Document Class: Select Document Type:
Document ID/City Register File Number - search by Document ID ar CRFN assigned to documants recorded on or after January 2, 2003, All Document Classes 1 [DEED s e | 2
Transaction Number - search by Transaction Number assigned to cover pages on of after January 2, 2003. Select Date Range: Please enter date as: MWDDNYYYY
Last 31 days - 3 From: ! ! Through: I !
Reel and Page - search by microfim real/paga assigned to documents pros to January 2, 2003
Select Borough/County:
ALL BOROUGHS -
UCC/Federal Lien File Number - szarch by file number assigned te UCC/Fedaral Lisns prics to January 2, 2003. 4
o s
o 1o Finance Mome Fage | HYC gov Mome Fage | Contact NYC.gov | FAGS | Frivacy Jutement | e Map
H " ”
1. Click “Document Type . MAIN OPTIONS SEARCH OPTIONS.
Results: The search screen opens.
Go To: Finance Home Page | HYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

Select Document Class.
Select Document Type
Choose “Select Date Range” option of “Last 31 days”.

Choose “Select Borough/County” option of “ALL BOROUGHS".

P w0 DD PR

Note: Select Date Range now includes “Last 31 days”, and Select
Borough/County now includes “ALL BOROUGHS".

5. Click Search button.

Results: The search is performed and results presented.
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(4) Review Search Results

i OIIl:I'.i'u;:"o} thc City R(;g' ister e

Current Search Criteria:

Search Results By Document Type Doso Rome L35t 31 days

Borough/County: ALL BORDUGHS

Earyz ¥
_ Lo
EITH

0 CEi oG
3143039 Bmt CORPORATION

BNTIRE [13/31/3003 /273083 E
Lot 2142128 PM

DELTA FUREING 5,000,001
CORBORATION

EYSTEME, INC

012000289668, BITIRE [12/102013 1DI0/2012 HORTGAGE FEMONT TIVESTMENT 3,300,000)
LEAN
pEr| Mg Lt
e FOIZ000ZUARGE 3 | DNTIRE R TOAD REMONT TRVEBTMENT 3,500,00
ELECTRONIC LOAN
DET| MG s REGIETRATION
SYSTEMg, INC
Saarch Options Hew Document Type Search Edit Curant Saarch

G Te Finance Hams Paga | NYC.gov Homs Pags | Contset NVE.gow | FAGS | Privaty Statement | Bits Msp

1. Results are returned for a date range of last 31 days.
2. Results are returned for multiple boroughs.

3. Document Date is displayed in results window.

Note: Search Results display of Document Date is a separate enhancement,
but is noted here since it is included in the results window. A later section of
this training material will present the display Document Date for all searches.

End of Document Search for Document Type by Date Range and All Boroughs
Enhancement.
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B. Document Search for Co-op Units Overview

This search enhancement enables search for documents by individual Co-op Apartment
based on unit number.

The “Document Search for Co-op Units” process consists of 5 or 4 steps, but can be
accessed via multiple pathways as noted below:

1. Select the Find Addresses and Parcels option.
2. Enter the search criteria for property address (including unit) and find BBL.

3. Click Document Search by BBL to load Search by Parcel Identifier page with Parcel
Identifier (Borough, Block, Lot, Unit) populated.

4. Search by Parcel Identifier.

5. Review Search Results.

- OR Alternate Process -

1. Select the Search Property Records option.
2. Select Parcel Identifier (Borough, Block, Lot) option.

3. Enter the search criteria on the Search by Parcel Identifier page and perform
search.

4. Review Search Results.

Note: Both pathways access and utilize the same pages, but depending on the
option selected in step 2 the order of page presentation will be altered as noted
above.

(1) Select the Find Addresses and Parcels Option

- Home

gy MAIN OPTIONS

For optimal viewing, pleass sst your soreen display to at lsast 1024 x 788

Search Property Records

1 | Find Addresses and Parcels

Apply for Personal Exemptions

Create Tax Forms / Create Cover Pages

Calculate Taxes

Electronic Data Services

Go To: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

HELP

[Click help for sdditional instructions]
Selecting a help optian will apen new window

1. Click Find Addresses and Parcels.

Result: The property information “Lookup” page opens.
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(2) Enter Property Address Information

Office of the City Register

Click help for additional instructions]

LOOkUp Selecting a help eption will open new

window

@ Property Address:

If you know the property address, complete the fields below and press "Find BBL" to find the Borough/Block/Lot of the
property. Address fields indicated by an asterisk (*) are required. If an address is found. the fields in the Property
Borough/Block/Lot section will be populated.

Borough/County: * MANHATTAN / NEW YORK -
Street Number: ¥ ’5757

Street Name: i ’W

Unit: 9

Property Borough/Block/Lot:

If you know the Borough, Block and Lot of the property, complete the fields below and press the "Find Address” button
to find the address of the property. Fislds indicated by an asterisk (* ) are required. If the BBL is found. the fislds in
the Property Address section will be populated.

Borough/County:
Blogk:
Lot

Find BBL 2

MAIN OPTIONS

Go To: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

1. Enter Property Address, including Unit.
2. Click Find BBL.

Results: The property information “Lookup” page refreshes with Property
Borough/Block/Lot information populated.

(3) Select Lookup Criteria

" Office of the City Register.

Click help for additional instructions]

Lookup Selecting = help option will pen new

windaw

@ Property Address:

If you know the property address, complete the fields below and press "Find BBL" to find the Borough/Block/Lot of the
property. Address fields indicated by an asterisk (*) are required. If an address is found. the fields in the Property
Borough/Block/Lot section will be populated.

Borough/County: * MANHATTAN / NEW YORK v
Street Number: * ’5757

Street Mame: ¥ ’W

Unit: 09

Property Borough/Block/Lot:

If you know the Borough, Block and Lot of the property, complete the fields below and press the "Find Address” button
to find the address of the property. Fields indicated by an asterisk (* ) are required. If the BBL is found. the fields in
the Property Address section will be populated.

Borough/County MANHATTAN / NEW YORK

1 Block:
Lot

Find BBL

[ Document Search by BBL

MAIN OPTIONS

Go To: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAGs | Privacy Statement | Site Map

1. Property Borough/Block/Lot information is populated.
2. Click “Document Search by BBL".
Results: The “Search by Property Identifier” page loads with BBL and Unit # populated.

Page 5 of 12




ACRIS Re-write

Phase 1 Enhancements

Finance

Document Search

Office of the City Register

(4) Search by Parcel Identifier

Office of the City Register

[Click help for additional instructions]
Selecting a help option will open new
window

Search By Parcel Identifier

Recorded documents only.

Enter Lot: {Entry of 0000 and no unit number indicates all lots}

Select Borough/County: Enter Block:

- |o1397 0069

Enter Unit: {Co-op Only}
409

Select Date Range: Flease enter date as: MM/DD/YYYY

To Current Date - From: ‘ .l"l fl Through: | fl .l"l

All Document Classes -

Select Document Class:

Gar
MAIN OPTIONS SEARCH OPTIONS ADDRESS AND PARCEL LOOKUP

Go Te: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

(5) Review Search Results

Office of the City Register

[Click help for additional instructions
Selecting a help option will open new window

ICurrent Search Criteria:

Borough: MANHATTAN / NEW YORK
Block: 01397

Lot: 0069 Unit: 409

Date Range: To Current Date
Document Class: All Document Classes

Search Results By Parcel
Identifiel

[ Search Options ] [ New BBL Search] [Edit Current Search] [View Tax

More

Doc . [Recorded /|pocument] Party| party [carrected/] Doc
View Reel/Pg/File| CRFN 3 ial Date ¥ Filed Trs [Pages| Partyl Party2 th._{g Tiot [ Anaad
Names|
[2012000104441] RE[2/2/2012|3/14/2012] BOTH 2 |OTT, DAVID| COUTURE, o 580,000
EM LoT 4:03:22 [RPTT AND A MICHEL
pM RETT
| Search Options ‘ | MNew Parcel Identifier Search ‘ | Edit Current Search ‘ | View Tax Map ‘

Go To: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

1. The unit number is listed in the “Current Search Criteria” window.
2. Results are returned for the specific co-op unit.

3. Document Date is displayed in results window.

1. The Borough, Block, Lot, and Unit values are populated from previous search. Note: Search Results display of Document Date is a separate enhancement,

but is noted here since it is included in the results window. A later section of
this training material will present the Document Date display for all searches.

2. Enter additional document search criteria.
3. Click “Search”.

Results: The Search Results By Parcel Identifier screen is displayed.

Note: Clicking the “ADDRESS AND PARCEL LOOKUP” button at this point will
open a blank property information “Lookup” page (see previous). This would be
process step 3 if the Search Property Records option was selected using
alternate process step 2.
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Alternate method to search by unit (2) Search by Parcel Identifier

(1) Select the Search Property Records Option Office of the City Register

DOCUMENT SEARCH OPTIONS

HELP
- Home [Click help for additional instructicns]

For optimal viewing, please set your sceen display to st least 1024 x 768
- ) o) HELP Seledting = help option will open new window
@iy MAIN OPTIONS | _____HELP |

Click help for additional instructions]
Selecting s help optien will pen new window

For optimal viewing, please set your soreen display to st least 1024 x TES.
Party Name - search by party name.

Parcel Identifier (Borough, Block, Lot) - search by property identifier of borough, block and lot

1| Search Property Records

Document Type - search by type of document.

Document ID/C\'ty Reg\'ster File Number - search by Document ID or CRFN assigned to documents recorded on
or after January 2, 2003.

Find Addresses and Parcels

Transaction Number - search by Transaction Number assigned to cover pages on or after January 2, 2003.

Apply for Personal Exem pthﬂS Reel and Page - Search by microfilm reel/page assigned to documents prior to January 2, 2003

UCC/Federal Lien File Number - search by file number assigned to UCC/Federal Liens prior to January 2, 2003.

Create Tax Forms / Create Cover Pages

Ge Te: Finance Home Page | NYC.gow Home Page | Contact NYC.gov | FAGs | Privacy Statement | Site Map

Calculate Taxes

1. Select the Parcel Identifier search option.

Electronic Data Services

Go To: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement| Site Map

1. Click on Search Property Records.
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(3) Search by Parcel Identifier

Office of the City Register

[Click help for additional instructions]
Selecting a help option will open new

window
Search By Parcel Identifier
Recorded documents only.
Select Borough/County: Enter Block: Enter Lot: {Entry of 0000 and no unit number indicates all lots}

- |o1397 0069

Enter Unit: {Co-op Only}

409

Select Date Range: Flease enter date as: MM/DD/YYYY
To Current Date - From: \ f| f|
Select Document Class: All Document Classes

Gar

Through: | 1] /]

MAIN OPTIONS SEARCH OPTIONS

ADDRESS AND PARCEL LOOKUP

Go Te: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

Office of the City Register

Search Results By Parcel
Identifier

Click help for additionsl instructions]
Selecting a help option will open new windew

ICurrent Search Criteria:

Borough: MANHATTAN / NEW YORK
Block: 01397

Lot: 0069 Unit: 409

Date Range: To Current Date
Document Class: All Document Classes

R 1- tions | [ New BBL Search] [Edit Current Search] [View Tax
Map] [Print Index]
= Party| Mor=
y OC 4 [Recorded /|Document] Party [Corrected/| Doc
View  |[Reel/Pg/File] CRFN Lot | Partial | % | Fied Tipe |Pages  Partyi Party2 m::‘ e il i
*Inames]|
[2012000104441] 69 |ENTIRE|3/2/2012|3/14/2012] BOTH 2 |OTT, DAVID| COUTURE, d 580,000
EM LoT 4:03:22 [RPTT AND| A MICHEL
PM RETT
| Search Options | [ Mew Parcel Identifier Search | ‘ Edit Current Search | ‘ View Tax Map |

Go To: Finance Home Page | NYC.gow Home Page | Contact NYC.gov | FAQGs | Privacy Statement | Site Map

1.
2.
3.

Enter Borough, Block, Lot, and Unit values.

Enter additional document search criteria.

Click “Search”.

Results: The Search Results By Parcel Identifier screen is displayed as above.

End of Document Search for Co-op Units Enhancement.

Page 8 of 12




ACRIS Re-write
Phase 1 Enhancements

Finance

Document Search

Office of the City Register

C. Document Search: Search Results to display Document
Date Overview

This search enhancement enables search returns to display Document Date for all
ACRIS document searches.

The “Search Results to display Document Date” process consists of 2 steps:

1. Select and execute the appropriate search (applies to the searches noted in the
following step).

2. Review search results. The following search results screens are modified for this
enhancement.

Party Name

Parcel Identifier
Document Type
Transaction Number

coop

Since these are existing ACRIS document searches, the entire search process will not
be presented for each individual search. Only the updated search results page will be
presented to illustrate the document date enhancement.

(1) Select the Search Property Records Option

- Home

HELP

[Click help for additional instructions]
Seleding 8 help option will open new window

@iy MAIN OPTIONS

For optimal viewing, plesse set your soeen display to st least 1024 x 768

1 |Search Property Records

Find Addresses and Parcels

Apply for Personal Exemptions

Create Tax Forms [/ Create Cover Pages

Calculate Taxes

Electronic Data Services

Go To: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

1. Click “Search Property Records”.

Result: The Document Search Option page opens.
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(2) Select Search Type (3a) Party Name Search Results

Office of the City Register
DOCUMENT SEARCH OPTIONS

ork City Departme Finance
Office of the City Register

HELP
o [Click help for additional instructions]
For optimal viewing, plesse set your soreen display to t least 1024 x 768 [Chck Pk for adatonal nstrucsons]
1 Selecting = help option will open new windaw Seleciing & Il option wil open now widow
Current Search Criteria:

Name: TITLE

Party Name - search by party name a SearCh Resu Its By Party E:Ir.; T;;E:UEH;B:::
BoroughiCounty: All Borougha/Counties

Na m e Document Class: Al Document Classes

Parcel Identifier (Borough, Block, Lot) - search by property identifier of borough, block and lot. b

Print Index|

Document Type - search b e of document Cc Party Type/| % rected/] Doc
Yp Y typ View iy Party Name Barough e g Pl
z = = 2 TITLE GUARANTY & | QUEENS 3116/1156) 2 o
Document ID/‘C\ty Reglster File Number - search by Document ID or CRFN assigned te documents recorded on _El,ﬁj TRUST_ 3 i S By
_— 1 TITLE & GUARANTY CO 21 | 206674 G197 1 3 o
or after January 2, 2003. MORTGAGE
— pet| mic Fl 21 [ 206/1133 /771971 aﬂ:&i&i Fl o
Transaction Number - search by Transaction Number assigned to cover pages on or after January 2, 2003 d pET| MG E THTLE ABRAHAM D 30 | 875966 10/1/1576] 10/1/1576 | MORTGAGE | 4 E
DET| MG 1 TITLE ABRAHAM D 30 | 875964 [ENTHE LOT| 10/1/1576|  10/1/1976 DEED 2 o
1 TITLE AGENCY 15 PARTIAL [11/28/20100  11/30/2010 [Te=] 3 o
Reel and Page - Search by microfilm reel/page assigned to documents prior to January 2, 2003 EJE‘G-J HEADQUARTERS LLC = LOT 9:23:52 AM__ ICONTIRUATION
oeT| mic 0! TITLE AGENCY ™ PARTIAL | 1/18/2006| 1/20/2006 [ INITIALUCEL | 3
DET| ms| HEADQUARTERS LLC Lot 9:12:56 AM
1 TITLE AGENCY 18 [ENTHE LOT| 1/14/2003 INITIAL UCCL | 4
5 . DET| MG 00300001529,
UCC/Federal Lien File Number - search by file number assigned to UCC/Federal Liens prior to January 2, 2003. | B e MEAOQUARTERSME | Sl T
1 TITLE AGENCY 16 00300001529 ENTIRE 1 1472003 NITIAL UCCT | 4 o
bET| W] HEADQUARTERS LLC
1 TITLE AGENCY FPQHWJ B/27/1999 | INALUCCL | 2
DET| G| uc I I
MAIN OPTIONS -
Search Opticns | NewName Search | Edit Current Seanch

Go Te: Finance Home Page | NYC.gov Home Page | ContactNYC.gov | FAQs | Privacy Statement| Site Map

Go To: Finance Home Page | HYC gov Home Page | Contact WYC gov | FACS | Provacy Statement | Ste lag

1. Click one of the following searches.
1. Document Date is displayed in results window.
a) Party Name

b) Parcel Identifier

¢) Document Type

d) Transaction Number

Results: The appropriate search is performed and results presented.
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ACRIS Re-write

Phase 1 Enhancements

Finance

Document Search

Office of the City Register

(3b) Parcel Identifier Search Results

Office of the City Register

Search Results By Parcel
Identifier

[Click help for sdditional instructions
Selecting a help option will apen new window

Current Search Criteria:

Borough: MANHATTAN / NEW YORK
Block: 01397

Lot: 0069 Unit: 409

Date Range: To Current Date
Document Class: All Document Classes

More
: Dot . [Recorded /|Document] Party| barty [correcteds|  Doc
view  [Reel/Pg/File] CRFN o] 1 Dot | Filed Tyme | [PRoee|  Partyi Party2 3
Ot liames]
201200010444 1| 65 |ENTIRE[2/2/2012]3/14/2012] BOTH 2z |OTT, DAVID| COUTURE, + 580,000]
EM LoT 4:03:22 |RPTT AND A MICHEL
BM RETT
‘ Search Options | I New Parcel Identifier Search I I Edit Current Search | | View Tax Map |

Go To: Finance Home Page | NYC.gov Home Page | Contact HYC.gov | FAQs | Privacy Statement | Site Map

1. Document Date is displayed in results window.

(3c) Document Type Search Results

Search Results By Document Type Pociéian Ty

Current Search Criteria:

DEED
Date Range

1 days
: ALL BOROUGHS

_ Office of the C_hx' Réglsl(:r

REGISTRATION
SYSTEMS, INC

Farty
Mare Party Dot
viem | worough o Lot 3
= [|Oiar} 117 Srien Famavey | Aepmi
QuEen | 277 7
DET] MG
JARHATTA 204 TTE 4| EmRe TETETTES 7 CELTA FURGTNG {43,000 004
per| g | Lot 3142128 PM SRR
AHATTAN 304 Bo12000289468 4 FREMCHT TvESTMENT & 3,500,000
LOAN
per| | REG
SYsT)
pRasATTAN 708 Eoizocoraeesl 1 | BNTIRE ioi@eoid iwenieois | 1 MONTOADE REMOHNT IRVEETMINT 500,00
. BECTRONIC oaN
pET| Mg o 23727 L

Saarch Options.

teew Document Type Saarch Ednt Current Saarch

De To: Finance Mome Pags | TC.gov Home Page | ContsceNYC gav | FAGE | Privesy Statement | Sae Map

1. Document Date is displayed in results window.
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ACRIS Re-write

w Phase 1 Enhancements

Finance

Document Search

Office of the City Register

(3d) Transaction Number Search Results

Office of the City Register

Click help for additional instructions]
Selecting & help option will open new window

Current Search Criteria:

Search Results By Transaction
Number

[Transaction Number: 2012030100005*

Records 1-1 <<

Max Rows [Search Options | [New Transaction Number Search] [Edit Current Search] [Print Index]

1 Doc a |Recorded /| Document k=l

Party [Corrected/| Doc
ey DoctiESateD, Bz B pste | Filed Tos e EEE Betbi DE;: o | e e
*names|
2012030100005001MANHAT TAN1337| 63 |[ENTIRE[3/2/2012|3/14/2012|BOTH RPTT| 2 | OTT, DAVID A |COUTURE, MICHEL] v 580,000
pET| MG LoT 4:03:22 | AND RETT
BM
| Search Options ‘ ‘ New Transaction Number Search | ‘ Edit Current Search

Go To: Finance Home Page | NYC.gov Home Page | Contact NYC.gov | FAQs | Privacy Statement | Site Map

1. Document Date is displayed in results window.

End of Document Date Search Results Enhancement.

Page 12 of 12




Finance

ACRIS Re-write

Phase 1 Enhancements

TP-584
Process Card #1 of 1

Office of the City Register

NYS TP-584 Overview

Following are changes to the NYS TP-584 eTax form for ACRIS reflecting the 4/13
version of the form:

A.

B.

F.

A new choice in the Grantor & Grantee type of 'Single Member LLC'

New text and EIN/SSN fields to capture single member details when Grantor or
Grantee is a 'Single Member LLC'

A new choice 'R’ for Condition of Conveyance; the choice for 'Other' becomes
letter 'S’

Choice 'L' is removed from Schedule B, Part Il

Schedule B Part 1 line 5 — added ‘for tax previously paid’ after ‘Amount of credit
claimed.’

New field for the 'SWIS code'

This process card addresses changes A through F above. The detailed steps to start the
general Tax Form process and complete eTax forms are not captured in these process
card steps as they have not changed.

A.
B.

The Grantor & Grantee type of 'Single Member LLC'

New text and EIN/SSN fields to capture single member details when
Grantor or Grantee is a 'Single Member LLC'

1. |If creating the RPTT first, if applicable select 'Single Member LLC' for the
Grantor/Grantee party type.

2. If'Single Member LLC' is selected as the party type, complete the Single
Member fields: select the Single Member Type (INDIVIDUAL or BUSINESS)
and enter the single member name and SSN or EIN (as applicable) of the single
member.

3. The PDF for the RPTT will show “Other” as the party type and will not display
the Single Member name and SSN/EIN.

4. The grantor/grantee information from the NYC RPTT eTax form auto-populates
the 'Single Member LLC' to the RETT / NYS TP-584 eTax Grantor/Grantee
screen. If not creating the RPTT first, complete the RETT Grantor/Grantee

screens as in #1 and # 2 above. The PDF for the TP-584 will show ‘Single
Member LLC’ as the party type and will display the Single Member name and
SSN/EIN.

< S e

/msswvw-acrwww.csc.nycnet/CP/RETT/RETTSchedulel P~ @ X || @ ACRIS Tax Forms - TP584

Form ID: 2013051000003301
Real Estate Transfer Tax Retur (TP-384)

Document being created by:

MATT12341

I you are not MATT12341,

HELP

Seleciing  help aption will cpen new window|

Schedule A | Schedule B I Schedule C I Schedule D I Schedule E | Schedule F I Schedule G I

GRANTOR GRANTEE PROPERTY INFORMATION — COMDITION OF CONVEYANCE

pless= [EERY
¢ let Checklist —
Ax
Grantor * Name: Please select Party Type, fill in the name and enter the permanent mailing address after transfer
Grantee * GRANTOR IS A(l) BUSIESS
Propery SINGLE MEMBER LLC -
Information * INDIVIDUAL
Condition of CORPORATION
€ e THERSHIP
ESTATE/TRUST
cneaves| A OTHER
try: 7 UNITED STATES -
+Echedde C City: =
State * NEW YORK v Zip *
7 |[Fehedie D Add Name
Primary [ Business T To see privacy disclaimer,
Phane #: Telephone #: click here.
[Single member's name if grantor is a single member LLC.
SINGLE MEMBER TYPE LAST FIRST m SUFFIX B
B |"ovioual - SSN* T disclaimer, click here. W
Fields indicate

asterisk (*) are

Telephone #

Essh Country

o
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Finance

ACRIS Re-write
Phase 1 Enhancements

TP-584
Process Card #1 of 1

Office of the City Register

ACRIS Tax Forms - TPS84

Form ID: 2013051000003301
Real Estate Transfer Tax Return (TP-584)

Document being reated by:
MATT12341

1 you are not MATT12341

Grantor *

Grantee *

Property
| Informatio

Condition|
comveyar} A

Bchedule B *

¥|[Schedule G

¥ [[Bchedule D

B
G

Fields indica
asterisk (*) a

Schedule A | Schedule B I Schedule G I Schedule D I Schedule E I Schedule F | Schedule G I

GRANTOR GRANTEE PROPERTY INFORMATION ~ CONDITION OF CONVEYANCE

Please select Party Type, fill in the name and enter the permanent mailing address AFTER transfer

GRANTEE IS A(H) BUSINESS
SINGLE MEMBER LLC ~ ‘
INDIVIDUAL
CORPORATION

HELP

Selecting a help option will cpen new window|

PARTNERSHIP
ESTATE/TRUST

OTHER
ountry TATES -

City: =
State: * NEW YORK

- Zip *
Primary T To see privacy disclaimer, click

Phone # here.

[Single membar's name if grantes is a single member LLC
SINGLE MEMBER TYPE LAST FIRST M SUFFIX

INDIVIDUAL -

disclaimer, click here. W

Address city

EINISSH

Telephane #

C. New choice 'R' for Condition of Conveyance. The choice for 'Other’
becomes letter 'S’

1. Click the 'Condition of Conveyance' tab

2. The new choice ‘R’ is the next to last checkbox.

eall © hitps://msswww-acrwww.cse.nyenet/CP/RETT/RETTSchedules

PO~ @0 X|| @ ACRS TaxForms - TP584
Form ID: 2013051000003301 o

Real Estate Transfer Tax Retmm (TP-384)

SeneduleB | ScheaueC | ScheauleD | ScheauieE | Scheawer | Scneduec |
S e mm o

Il Schedule A

Document being areated by.

MATT12341 GRANTOR GRANTEE PROPERTY INFORMATION CONDITION OF CONVEYANCE
you are not * Check all that apply:

please [RpY

a C of fee interest {L0| | i conveyance of air rights or development rights ]
£ Chieskisl: Acquisition of a controlling interest (state percentage acquired
A* b. - ) [1'] | & Contract assignment I
Grantor * )
Grantee * . Transfer of a centrolling interest (state percentage transferred ) LI| |1 Option assignment or surender B
Property dc to housing m. Leasehald assignment or surrender Il
Information
Condition of Canveyance pursuant to or in lieu of foreclosure or enforcement of security
Comveyancs* © interest. (Complete Schedule E) 1| | n- Leasehold grant J
Conveyance which consists of a mere change of identity or form of ownership
*
Schedule B [ (Complete Schecule F) 1| | o. Comeyance of an easement Tl
7 Conveyance for which credit for tax previously paid wil be claimed (Complete Conveyance for which exemption from transfer tax is claimed (complete
poliemicly 9 Schedule G) EH1 | P Schedule B, Pant iy J
vi5cheddle D h. C of q. Conveyance of property partly within and partly without the state o
i Syndication 1| | r. Conveyance pursuant to divorce or separation [
s. Other (describs)- C 0
" I
Fields indicated by an Date of Conveyance (mm/dd/yyyy):
*
asterisk () are required || | percentage of real property conveyed which is residential real property: * 100%
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ACRIS Re-write

Phase 1 Enhancements

TP-584
Process Card #1 of 1

Office of the City Register

D. Choice'L' was removed from Schedule B, Part Ill

1. Click on 'Schedule B' tab.

2. The last choice is now ‘K’

Form ID:2013050200003301
Real Estate Transfer Tax Return (TP-584)

[I
Document being crested by:
TP58A1

I you are not TP5841, plesse

ScheduleA | SchedueB | ScheduleC | ScheduleD | ScheduleE | ScheduleF | Schedues | HELP

Selecting & help option will open new window|

PARTI& I | PARTIIl

* Part Ill - Explaination of Exemption Claimed in Part 1, line 1 (check any boxes that apply)

Completion Checklist: The conveyance of real property is exempt form the real estate transfer tax for the following reason:
Ichedue A * Conveyance is to the United Nations, the United States of America, the state of New York or any of their instrumentalities, agencies or political subdivisions r
cHedule 2 (or any public corporation, including a public corporation created pursuant to agreement or compact with other state or Canada)
= ﬁ b. Conveyance is to secure a debt or other obligation v
ST c. Conveyance is without additional consideration to confirm, correct. modify or supplement a prior conveyance |
art
Bt d. Conveyance of real property is without consideration and not in connection with a sale. including conveyances conveying realty as bona fide gifts |
e Conveyance is given in connection with a tax sale r
¥ co* ; Comeyance s a mere change of identty or form of awnership of organization where there is no change in benefiial ownership. (This exemption cannot be
claimed for a toa housing of real property comprising the cooperative dwelling or dwellings). (Complete Schedule F)
: 3|
v|l5chedule D g. Conveyance consists of deed of partition
h. Conveyance is given pursuant to the federal bankruptcy act |
Echedule E * i Conveyance consists of the execution of a contract to sell real property without the use or occupancy of such property or the granting of an option to r
" purchase real property without the use or occupancy of such property
Conveyance of an option or contract to purchase real property with the use or occupancy of such property where the consideration is less than $200,000,
¥|[Schedule F . and such property was used solely by the grantor as the grantor's personal residence and consists of 1-, 2-, 3-family house, an individual residential r
! unit, or the sale of stock in a cooperative housing corporation in connection with the grant or transfer of a proprietary leasehold covering an
. individual residential cooperative apartment
Vi
k. Conveyance is not a conveyance within the meaning of section 1401(e) of Article 31 of the Tax Law (Attach documents supporting such claim) Al

Fields indicated by an

asterisk (*) are required

E. Schedule B Part 1 line 5 — added ‘for tax previously paid’ after ‘Amount of
credit claimed.’

The wording has been revised to indicate that the ‘Amount of Credit Claimed’ is ‘for
tax previously paid’

F. New field for the 'SWIS code'
The six digit SWIS code will display on the PDF for each property. Since the City of

New York has a single code (650000) the user does not enter the code on the
property screen.

End of NYS TP-584 eTax enhancements and changes.
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