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[bookmark: _Toc56669854][bookmark: _Toc66693603]INTRODUCTION

The Georgia Tax Collection System (hereafter in this manual referred to as G1) is a program used in Tax Commissioner Offices in the State of Georgia for the billing and collection of property taxes. It is currently in use in 4 counties, and more are expected to use it in the coming months and years. K&G Consulting LLC is the owner of GA1 software. K&G is a Georgia based company that specializes in providing services for Tax Commissioners and Tax appraisers in the State of Georgia and other states in the Southeast.


[bookmark: _Toc66693604]INTERFACE BASICS

LOGGING IN TO G1

When G1 is first initialized, the user must log in with a User ID and Password that is managed by the administrator in the Tax Commissioner’s (hereafter in this manual referred to as TC) office. The Guest option can be used by a computer used by the public, which does not require any ID or Password. Logging in as a User will allow all the rights associated with that User ID including all granted viewing and editing rights, while the Guest logon has restricted viewing rights and no editing rights.
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MAIN G1 SCREEN

After logging in, the user is taken to the Main Screen. All G1 operations originate at this screen, which defaults to a graduated blue color (which can be changed) and is similar to the primary screen in most Windows applications.
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MAIN WINDOW
The main G1 screen is a blue color when the user is in the default digest year. The screen is a red color when the user is in a previous digest year or logged in as Guest. The version of G1 will display in the center of the window, as seen below, along with the digest year in use. If Logins are enabled, the Login ID of the user will display below the WinGAP version. The Register Number assigned to this user, needed for audit trail and user accountability, displays to the right of the User ID.
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TITLE BAR
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[bookmark: _GoBack]The Title Bar at the top of the screen contains the Name of the program (GATCS), the Version Number of G1 (in this case, 1.14.9), the Appraisal Database that is currently being used, and the login id of the user. On the far left of the Title Bar is an icon that can be clicked to produce a Menu where the user can resize the main WinGAP screen or close the G1 application. On the far right of the Title Bar are the standard Windows buttons that can be used to Minimize, Maximize/Restore, and Close the Main G1 screen.

MENU BAR
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The Menu Bar contains pull-down menu options that allow the user to perform different functions within G1. These menus can be selected by either clicking on the menu word with the mouse (for instance by clicking the word "File"), or they can be selected with what is known as a “hot-key” combination. Hot key combinations are performed by holding down the Alt key and pressing the underlined letter for the menu item you want (for instance pressing ALT + F will pull down the File Menu). 

After a menu is activated, the user has several methods available in selecting the desired menu option. These methods are listed below and apply to all menus.

· Pointing at the desired menu option with the mouse and single clicking the left mouse button.
· Using the Up and Down directional arrow keys on the keyboard to navigate through the menu option and then press Enter when the desired option is highlighted.
· Using a hotkey combination. Menu options that have hotkey combinations have them displayed to the right of the option. Hotkeys can initiate a menu options without first activating the menu. For example, CTRL + N would display the Owner screen without the File menu being displayed or dropped down.

Each of these Menus will be discussed in more detail on the following pages.

TOOL BAR
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The WinGAP Tool Bar contains Buttons that can be clicked on to perform various tasks in G1. Many of these Forms can also be reached with the use of a “hot-key” combination. From left to right, clicking on the Buttons will produce the following items:
NOTE: Not updated yet.
· Property Search Form (CTRL + O)
· Multi-Owner Search Form (CTRL + M)
· Real Property Index Form (CTRL + V)
· Real Property Search Form (CTRL + R)
· Personal Property Search Form (CTRL + SHIFT + P)
· Prebill Mobile Home Search Form
· Property Transfer Form (CTRL + T)
· Timber Form
· Report Designer
· Wild Search
· Report Site
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