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PRISM Summary Report User Instructions

e These instructions describe how to use PRISM summary reports for certified submissions

e Instructions for using summaries of test submissions are identical to those below, aside from selecting a
county. You can access county test submissions through your county dashboard.

e Each weeknight the PRISM database automatically removes test submissions that have been in the
database for over 24 hours

e Email PRISM.mdor@state.mn.us if you have questions

Getting Started

e Submit PRISM files through the Virtual Room, Compressed_PRISM room. Summaries are typically
available the following day after submission.
e You can access certified PRISM summaries here:

o  Mini o Abstract of Tax Lists
o Assessment Abstract o Exemptand PILT
o Manufactured Homes o TIF

e Test submissions are available only through county dashboards.

e Examples below show how to create a Mini and AA abstract, but analogous steps apply for other reports
including ATL, TIF, Exempt and PILT, and Manufactured Home.

e Estimated market values are rounded to the nearest $100 in PRISM, taxable market values to the
nearest dollar. Counties must report exact values in their submissions.
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mailto:PRISM.mdor@state.mn.us
https://www.mndor.state.mn.us/external/login?service=https%3A%2F%2Fwww.mndor.state.mn.us%2Fvirtual_room%2Flogin%2Fcas
https://www.mndor.state.mn.us/ReportServer/Pages/ReportViewer.aspx?%2fProperty+Tax%2fCert_County_Mini_Summary_Report%20&rs:Command=Render
https://www.mndor.state.mn.us/ReportServer/Pages/ReportViewer.aspx?%2fProperty+Tax%2fCert_County_AA_Summary_Report%20&rs:Command=Render
https://www.mndor.state.mn.us/ReportServer/Pages/ReportViewer.aspx?%2fProperty+Tax%2fCert_County_MH_Summary_Report%20&rs:Command=Render
https://www.mndor.state.mn.us/ReportServer/Pages/ReportViewer.aspx?%2fProperty+Tax%2fCert_County_ATL_Summary_Report%20&rs:Command=Render
https://www.mndor.state.mn.us/ReportServer/Pages/ReportViewer.aspx?/Property+Tax/Approved_County_Exempt_Summary_Report%20&rs:Command=Render
https://www.mndor.state.mn.us/ReportServer/Pages/ReportViewer.aspx?%2fProperty+Tax%2fCert_County_TIF_Summary_Report%20&rs:Command=Render

Mini

This example shows how to create a summary report by City/Town and County for three cities/towns in a
county, as well as a county total.

1. Select a county from the Select County menu

Select County:
Ancka ~
City: Becker Il Bluff, 1
Beltrami

Benton

Big Stone

Blue Earth

Brown

Carlton

Carver

Cass

Chippewa

Chisago

Clay

Clearwater

Cook

Cottonwood

Crow Wing

Dakota

Dodge

Douglas

Faribault

Fillmore

Freeborn

Goodhue

Grant

Hennepin

Houston

Hubbard Vv
Jackson

2. Next, select a Submission type and year

Submission: 2 - Adjusted Assessment hd Assessment Year: |EUT hd

3. Select one or several summarization levels from the Summarize By drop-down menu. The Joint
City/Town option will only show up for counties that have it. In this case, select City/Town and County.

Summarize by: | IV]
[l (select Al
Citw'T-:nwn
D:uunt",.-r
[ ITotal All Cities
[ |Total All Towns

4. Select cities/towns from the Jurisdiction menu. When multiple cities or townships are available, they
will be pre-selected. Uncheck the Select All option if you want to create a report for just one or a few of
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the jurisdictions. Note that Jurisdictions may not be in alphabetical order. Joint Cities, County Totals,
Total all Cities, and Total all Towns will show up at the bottom of the Jurisdiction drop-down menu.

Jurisdiction: |Ait|-s:ir1 TWF, Ball Bluff, Balsam, B|_V_
[ JURGFg. 22-27

[v] Aitkin ~
Hill City
McGrath

|:| McGregor

[ | palisade

[ |Tamarack
County Total

5. Select View Report

View Report

6. Oncethe report is created, it can be saved in different formats. For example, to save it as an Excel file,
click on the Export drop-down menu and select Excel. Follow the prompts to either open the file, or save
it to your computer.

v o& [
Word
Excel
PowerPoint
PDF
TIFF file
MHTML (web archive)
CSV (comma delimited)
HML file with report data

Data Feed
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If at any point during creating the report, the drop-down menus become unresponsive, select View

Report and then start over.

7) The Excel file will allow you to filter data with a few easy steps.
a) Save the Excel report to your computer and open the file

b) With the header row highlighted, select Data and then select Filter. This will turn on filtering

for the selected cells.

Home Insert Page Layout Formulas Review View Power Pivot Q Tell me what you want to do...
= [ show Oueries r Connections ,-.\l ¥ v
(= & 2 HE B -

@ i D -¢- El DFrom Table ’—"" Praperties e
From From From From Other Existing New Refresh ) Zl Sort Textto Flash  Remove Data
Access Web  Text Sources~  Connections  Cuery - [ Recent Sources All- Edit Links ' Columns  Fill  Duplicates Validation

Get External Data Get & Transform Connections Sort & Filter Dat:
Ad 7 fe || city/Township Code
A B D E F G | J
m‘ .. Aitkin
DEPARTMENT Count\[ Mlnl Summar\[ Report PRISM Submission 2 - Adjusted Assessment
OF REVENUE This data has been certified by the county but is subject to change following Assessment Year 2017
. reviews by the Minnesota Department of Revenue. Mini

Property Record Information Tracking ID: COASD1A20170901114327163

2 | System of Minnesota (PRISM)

4 I_Cit\r,"Townsnip Code | - | Jurisdiction Enem Eca‘negury lz‘ Description

[FILTE [-]

c) You will now be able to filter by City/Township Code, Item, Category, Description, and

Amount. For instance, clicking the arrow in the bottom right corner of the Category cell in

the header will give you the option to select all the items related to Green Acres values for

the jurisdictions on the report.
= e

8l SertAteZ

=]

Zl sertZton
Sort by Color

Text Filters

Search

W] [Select All)

-] Ag Homestead

-] Ag/Rural

] Green Acres

~[_]Mon Ag/Rural

[ 1Mon Ag/Rural Land and Building
] Rural Preserve

-] Special Program

~[] Totals

Cancel
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AA

This example shows how to create a summary report by Unique Taxing Area, City/Town for one city.

1. Select a county from the Select County menu.

T fels Ml <Select a Value> ~

City:

Aitkin
Becker
Beltrami
Benton
Big Stone
Blue Earth
Brown
Carlton
Carver
Cass
Chippewa
Chisago
City Total
Clay
Clearwater
Cook

Cottonwood
Crow Wing

Dakota
Dodge
Douglas
Faribault
Fillmore
Freeborn
Goodhue
Grant
Houston
Hubbard
Isanti

2. Next, select a Submission type and year

Submission:

2 - Adjusted Assessment

W

Assessment Year: ([l hd

3. Select a summarization level from the Summarize By drop-down menu. In this case, select UTA and
City/Town.
Summarize by: |Citw'“|’u:|wn, UTa

[ie]

T =EMEcT AT
Citw'T-:uwn
|:|l1:n:|un‘c',.-r

[ 11qint City/Town
[ | school District
[ Total All Cities
[ ITotal All Towns
Yuta
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4. Select cities/towns from the Jurisdiction menu. When multiple cities or townships are available, they
will be pre-selected. Uncheck the Select All option if you want to create a report for just one or a few of
the jurisdictions. Note that Jurisdictions may not be in alphabetical order. Joint Cities, County Totals,
Total all Cities, Total all Towns, and School Districts will show up at the bottom of the Jurisdiction drop-
down menu.

Jurisdiction: |An5e|, Barclay, Becker, Beulah, |.V.
[ (select All)
[+] Ansel
|:|B\E|r|:IE|1,,-r
[ | Becker
[ |Beulah
[ 1Birch Lake
[1Blind Lake v

[ o

e

5. Select View Report

View Report

6. Oncethereport is created, it can be saved in different formats. For example, to save it as an Excel file,
click on the Export drop-down menu and select Excel. Follow the prompts to either open the file, or save
it to your computer.

v & [
Word
Excel
PowerPoint
PDF
TIFF file
MHTML {(web archive)
CSV (comma delimited)
XML file with report data

Data Feed
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If at any point during creating the report, the drop-down menus become unresponsive, select View

Report and then start over.

7. The Excel file will allow you to filter data with a few easy steps.
a) Save the Excel report to your computer and open the file

b) With the header row highlighted, select Data and then select Filter. This will turn on filtering

for the selected cells.
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Home Insert Page Layout Formulas Review View Power Pivot Q Tell me what you want to do...
—1 DShow Queries [=] Connections Clear ¥ R +
f% I:; [IE' Di:)- D rEl EFromTable |—|r:£, Properties él Y Reappl ElEI E E S
From From From From Other Existing New resh o il Sort Filter S Textto Flash  Remove Data G
Access Web  Tet  Sources~  Connections  Query - D:“ Recent Sources All - Edit Links - l# Advanced  Colymns  Fill  Duplicates Validation -
Get External Data Get & Transform Connections Sort & Filter Data Too
Al - I UTA Code
A B £ D E F H 1
m1 CESS
COU nt\[ AA summary Report PRISM Submission 2 - Adjusted Assessment
DEPARTMENT This data has been certified by the county but is subject to change following Assessment Year 2017
OF REVENUE reviews by the Minnesota Department of Revenue, Assessment Abstract
Property Record Information Tracking ID: COAS11C20170831134332467
5 System of Minnesata (PRISM)
3
4 [TAcage |- |Jurisdiction [~ rem [+ category |+ | Description |~ | Amount [~]
c) You will now be able to filter by UTA Code, Item, Category, Description, and Amount. For
instance, clicking the arrow in the bottom right corner of the UTA Code cell will allow you to
view the City/Town total, or just a select UTA within the city/town.
4 |UTACode [+ |lurisdiction -1
8] SortAtoZ i
2] sotZtoa
Sort by Color r .-
Text Filters v
Search el
] [Select All) i
11-0001-2174-00 :

Cancel



