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Mission Statement, Harris County Appraisal District 

HCAD Mission 

We value our community. 

 

We serve the ci3zens of Harris County by accurately and uniformly determining a value for their 
property while providing easy access to every form of assistance we administer.   

	

HCAD Core Operating Values 

The following core opera:ng values influence the culture and public image of HCAD as an 
effec:ve local government organiza:on serving a wide variety of taxing en::es and property 
owners.  These values ar:culate ideals that the district  aspires to hold itself accountable for and 
offers guidance as to how HCAD will behave in carrying out its mission. 

	

Accountability: We accept responsibility for our ac:ons and their effect on those we serve.  We 
make and support business decisions through experience and good judgment. 

 

1st Class Customer Service: We are dedicated to improving our customer’s experience with the 
district by sa:sfying customer needs and honoring commitments we have made to them. 

 

Integrity: We commit to the highest ethical standards demonstra:ng honesty and integrity, not 
compromising the truth. 
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Respect: We treat team members, customers, jurisdic:ons, and other stakeholders with mutual 
respect and sensi:vity, recognizing the importance of diversity.  We respect all individuals and 
value their contribu:ons. 

 

CollaboraAon:  We build trus:ng rela:onships through open communica:on and produc:ve 
teamwork.  We promote and support a diverse, yet unified, team.  We work together to meet 
our common goals. 

 

InnovaAon: We believe in simplifying and improving our processes con:nuously. We create and 
embrace change, readily adap:ng to new situa:ons and encouraging all to be part of solu:ons. 
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Preface 
The GIS Parcel Fabric Implementa:on and User Guide is the result of the hard work of 
supervisors and technicians in the GIS Department. It is intended to help employees, both new 
and exis:ng, transi:on from the old ArcMap system to the new – and much more powerful – 
Parcel Fabric. 

 

This manual has been designed to be used both in electronic and paper copies. Using the PDF 
version allows users to take full advantage of the document hyperlinks as well as get a be\er 
view of the many screenshots provided in the instruc:onal sec:ons of the manual.  

 

It is strongly recommended that you link to the network and use the latest version.  

 

To avoid making unintended changes, always be sure to use the PDF version – NOT THE WORD 
DOCUMENT. You will need Adobe Acrobat Reader installed if you do not already have it. For 
assistance, contact IT technical support at extension x4772. 
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The Manual’s Purpose 
Insert the old introduc:on here, changing the reference to I&A, and replacing it with GIS 
Department. Then use the text below. 

 

The GIS department has launched its migra:on from the “old” ArcMap system to the newer, 
more effec:ve Parcel Fabric. The purpose of this manual is to provide instruc:on on how to 
perform some of the more common tasks like performing splits and combos as well as crea:ng 
new subdivisions. The goal is to show how these tasks are done and to illustrate best prac:ces. 

 

The manual also provides guidance on topics like conduc:ng research: the “philosophy” behind 
it and some of the more common tools like Courthouse Direct and Speedy. 

 

This Implementa:on and User Guide outlines only some of the more common and basic tasks. It 
does not, nor was it intended, to provide detailed instruc:ons about all of Parcel Fabric’s 
func:onality. If you need further informa:on, talk with your supervisor 
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1. Introduction to Parcel Fabric 

1.1 What is Parcel Fabric? 

Parcel Fabric is a new system implemented by the GIS department to maintain and update 
parcel informa:on throughout Harris County. It replaces the old ArcMap system. 

 

Why is it called parcel “fabric”? Fabric is flexible; one part of it can be stretched or bent or 
changed without affec:ng the rest of the swatch. Similarly, for this piece of so^ware. It allows 
changes to be made to one plot or subdivision without affec:ng the rest of the whole. 

 

Below are listed some of Parcel Fabric’s characteris:cs: 

 

1. Maps consist of a seamless, con:nuous network of parcels. 

2. The so^ware tracks the history of who, what, when, and where edits 
were made to all parcels. 

3. It eliminates large amounts of :me fixing topology errors. 

4. COGO dimensions are stored in the lines of the parcel polygon. 

5. The so^ware uses best prac:ces and workflows. 

1.2 Why Change? 

1. Since HCAD started using GIS, data has been converted 3 separate 
:mes over the years. Data has been  le^ in various eras. 

2. Data will be cleaned up and presented with the best quality. 
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1.3 Technical Notes 

The parcel fabric is designed for parcel maintenance and provides the following benefits: 

 
1. Data Integrity - the topological rela:onships between the parcel, lines 

and point are persisted as an inherit part of the data. This behavior 
does not exist with simple features and topologies. When you 
edit/interact with simple features in a topology, a user might perform 
an edit that breaks a rule and you must validate and fix the error to 
persist data integrity. When you edit/interact with a parcel fabric, the 
user does not have to worry about that since the fabric maintains 
those rela:onships and ensures data integrity. 

 

2. Historical Parcels  - Parcel history, or lineage, is a na:ve feature of the 
parcel fabric. Any transac:on, such as a split or a merge, re:res the 
parent parcel(s). The historic parcels are not deleted but marked 
historic automa:cally and can be viewed in any :me, even with a :me 
enabled layer. 

 

3. Legal Start/End Dates  - Each parcel has a legal start and legal end 
date that allows you to track the legal crea:on of that parcel. This is in 
addi:on to the system start and system end date.  

 

4. Record Measurements(COGO) - The record values or measurements 
on a line are never changed, even if the line geometry changes in the 
parcel fabric. Records values are used to calculate misclosures, legal 
area and other processes. Each parcel has its own set of lines. This 
allows 2 lines to be connected to the same start and end points yet 
have different records measurement. 
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5. Stacked parcel types - the fabric support stacked parcels that can 
connect to the same points. For example, a subdivision, lot, and tax 
parcel all use the same points on the subdivision boundary. If those 
points move, all the parcel types move. But more importantly, the tax 
parcel and lot corners don't break the subdivision boundary. 

 

6. Associated Feature Classes - any adjustment or movements you make 
to your parcels can be applied to other simple feature classes (e.g. tax 
districts, u:li:es, zoning, etc.) that are associated to the fabric. 

 

7. Backlots - The parcel fabric manages line points that connect a line to 
another line without breaking the other line (like a T junc:on). This 
helps users persist the record measurements of each parcel uniquely 
and avoid the classic backlot issues (single lines with ver:ces that 
compromise the record measurements) you would run into using 
simple features and a topology. 

 

8. Plans  - the parcel fabric has Plans that manage a group of parcels and 
can specify the accuracy level, unit of measure, how the curves are 
defined and other proper:es. A plan is o^en used to capture a 
document reference number and the legal descrip:on. 

 

9. Standards Based  -  the ArcGIS for Local Government solu:on extends 
the parcel fabric data model to include domain specific a\ributes and 
best prac:ces. The a\ributes and best prac:ces are based on the 
Na:onal Cadastral standard; and are encapsulated in the Local 
Government Informa:on Model and Tax Parcel Edi:ng Map. Users can 
easily adopt and start working with this data model and it is the basis 
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for all the Land Records maps and apps. And as many begin to adopt 
this approach, organiza:ons will be able to exchange data (county to 
county, county to state etc.) more easily. 

 

10. Accuracy  -  Each measurement has an associated accuracy. Survey 
control points can be improved over :me and used to run an 
adjustment (LSA) in order to improve overall accuracy and iden:fy 
blunders.  

  

11. Parcel Editor Toolbar - the parcel editor contain tools that are specific 
for parcel maintenance: merge, metes & bounds, area calcula:on 
based on records measurements, construct from parent and many 
more. It is a ready to use and fully supported part of ArcGIS Desktop. 
Many customers are gravita:ng to this supported and documented 
func:onality and moving away from custom tools they have to 
develop themselves and support in future releases of ArcGIS.  

 

12. Parcel Workflows: Beginning with version 10.1 SP1 of ArcGIS Desktop 
will include a new tool called Parcel Workflows that streamlines and 
improves edi:ng efficiency. This func:onality will only work with a 
parcel fabric data structure and will be op:mized for the ArcGIS for 
Local Government Tax Parcel Edi:ng map. Current users will be able 
to upgrade their parcel fabric and easily create the edi:ng map by 
dragging the fabric to the map.  It has been noted that many of the 
Parcel Fabric references that HCAD interviewed (Bexar CAD, Dallas 
CAD and Jefferson CAD) either just use the Parcel Editor Toolbar, or 
like Maricopa County customize Parcel Workflows for their own use 
cases.  Maricopa has volunteered to provide HCAD their customized 
Parcel Workflows. 
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13. AddiAonal Land Records Maps and Apps - All the maps and apps on 
the ArcGIS for Local Government Resource Center are freely available 
and designed to work together as a complete system. So as you begin 
to use the Tax Parcel Edi:ng Map and parcel fabric data structure, 
you'll be able to take advantage of other maps and apps that add 
value to you organiza:on. It could be a public access applica:on, a 
value dashboard for your assessor/treasurer, or a simple map book.  
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1.4 HCAD Specific Benefits of the Parcel Fabric Migration 

 
1. Convert exis:ng “ver:ces” curves/lines in the HCAD database, that 

are outdated and that bloat the database and impacts draw rates, to 
the latest true-curves type. 

 

2. Remove millions of nodes/ver:ces from boundaries that were 
digi:zed by Landata in the first conversion from paper maps to digital 
GIS, and that were created during the rubber-shee:ng effort in 
2004/2005. 

 

3. Create “Parcel Fabric Plans” and control points from COH, staging the 
ability of HCAD to be\er posi:on subdivisions/parcel boundaries by 
running least-squares adjustment. 

  

4. Convert from the using the unsustainable annota:on feature class to 
dynamic labelling.  Currently HCAD has over 7.5 million annota:on 
records, of that there are more than 4.5 million dimension 
annota:ons. 

 

5. Standardizing all of the data from three previous HCAD conversions 
(System 9, Early Esri and Current Esri) to a single data model. 
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2. Navigating and Using VisiFLOW 

2.1 Logging on to VisiFLOW 

To log on to VisiFLOW, perform the following steps: 

 

1. From the Windows desktop, double-click the VisiFLOW  icon. 

 

The Welcome to Exigen Workflow dialog box displays. 
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2. Type your login ID in the Login input box. 

3. Type your password in the Password input box. 

4. Click Connect or press Enter. 

 

The Exigen Workflow Explorer dialog box displays. 
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5. Click on Files Workflow on the le^ side of the screen. 
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Each employee has a series of repositories, or “queues”, containing files requiring work. There 
are many different types of files, each requiring their own unique form of changes, addi:ons, 
correc:ons, or maintenance. These are displayed on the right side of the screen.  

 

As men:oned at the start of the chapter, VisiFLOW is a document control tool designed to hold 
them all. The figure below illustrates a typical employee’s list of queues.  

 

 

 

 

 

Only the 5 queues in the center are used. The others are reserved for other purposes.  

 

NOTE: Each GIS technician has their own work queue. It will have a unique number and is 
accessible only to the technician and his/her supervisor. 
 

The 5 queues are as follows: 

 

a. 011-Map Work: Files that are being worked for the first :me. 
b. 014-Map 10 Work: Files that have been worked but that require 

correc:on. 
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c. 314-NS Map Work: Files pertaining to new subdivisions and that are 
being worked for the first :me. 

d. 334-NS Map 10 Work: Files related to new subdivisions that have already 
been worked and require correc:on. 

e. 334-Protest Map Work: Files used mostly during hearing season and 
which relate to protests. These files are a high priority when they exist.  

 

2.2 Opening a Queue and Preparing to Work a File 

To work the assigned files, the queues need first to be opened in VisiFLOW. The following 
sec:on provides step-by-step instruc:ons on how to do so. All the queues work the same way. 

 

For example, to open the Map Work queue, perform the following steps: 

 

1.  Double-click the 011-Map Work  icon. 

 

The following dialog box displays: 
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The top por:on of the screen displays files in the queue that require work. Each has been 
assigned from 1 to 5 indica:ng their priority, with 5 being the lowest and 1 the highest. 

 

 

 

As shown in the figure above, VisiFLOW iden:fies the Parcel #, Batch #,  Rec. Date, and a variety 
of other informa:on – including the file type. 

 

NOTE: A special code, called the Map Facet, is also shown. Simply put, the Map Facet helps 
iden:fy the geographic loca:on of an account within the county. For more informa:on about 
Map Facets, refer to the Glossary. (ADD A LINK) 
 

The MAPUSER column iden:fies the GIS Specialist assigned to a file using their ini:als. This 
allows QA/QC staff, and others, to iden:fy who worked the file. It is also how the supervisor 
assigns work to a par:cular employee. 
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1. The bo\om por:on of the screen lists documents associated with a 
file. See the figure below. 

 

 

Two typical documents included with a file include a property deed and a property owner 
request. There may also be notes from a GIS Specialist outlining what work he or she may have 
done on a file. 

 

2. Open documents using the toolbar at the top of the screen. There are 

3 op:ons: Le] Side , Right Side , and Modify . The 
first 2 icons specify which user monitor on which to open the 
document: le^ or right. These two are read only. The third op:on, 
Modify, allows the GIS Specialist to open and make changes to a 
document. This is par:cularly useful when upda:ng the notes.  

 

3. The a\ached documents should indicate what work needs to be done 
on the file. For instance, a property owner may be reques:ng a name 
change. Or a parcel of land may need to be split. There are many 
possibili:es. Read the documents (and notes if there are any) to get a 
clear idea of what needs to be done. 

 

Later sec:ons of the manual will outline how to perform specific tasks. See the Table of 
Contents for more informa:on. 
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Once work on a file is complete, it will next go to QA to ensure the work has been done 
correctly. If mistakes or omissions are found, the file will be sent back to the Specialist who will 
further work it. 

 

2.3 Documents Returned from QC 

To work files returned from QC, perform the following steps: 

 

1. The 014-Map 10 Work and 327-NS Map 10 Work queues contain files 
checked by QC and sent back for changes or correc:ons. To navigate 
into these queues, use the Switch to drop-down menu as shown 
below. 

 

 

 

4. Under the documents sec:on of the screen, look for and open the File 
Notes. The notes will outline what further changes need to be done to 
the file. 
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5. Once the work is complete, be sure to include: a Before Map, and 
A^er Map, and updated notes. 

6. To add a file, like a Before Map, click PDF Read . 

2.4 Manually Adding Files to a Queue 

Typically, files are added to each Specialist’s queue by his or her supervisor. However, there may 
be :mes when addi:onal files should be added. For example, if a queue is empty and the 
supervisor is not available. Or if someone in QC has asked him or her to review a specific file not 
already there. 

 

2.4.1. Add Random Unworked Files to the Queue 
 

To add an unworked file to a queue, perform the following steps: 

 

1. On the main toolbar at the top of the VisiFLOW screen, click Work. 

2. Click From Com. 

3. Click . 

VisiFLOW will retrieve a file and add it to the queue. Once work on the file is complete, click 
From Fix unless you want VisiFLOW to keep adding addi:onal files. From Fix limits it to only 
one. 

 

2.4.2. Retrieve Specific File ID 
 

To retrieve a specific file ID, perform the following steps: 
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1. Navigate to the VisiFLOW Grip window as shown below. 

 

 

 

2. Click Refresh. 
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3. Click Get File ID. 

 

The Get File ID dialog box displays. 

 

 

 

4. Type the File ID in the Enter File ID input box. 

5. Type the desired tax year in the Enter Tax Year input box. 

6. Click OK. 

7. Click Refresh . 

 

The file is now loaded in the queue. 
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3. New Subdivisions 

3.1 Creating Subdivisions Using Parcel Fabric 

Each year, new subdivisions are constructed throughout the county, some large and some small. 
Whatever the size, the maps in Parcel Fabric must be updated to include them. To add a 
subdivision, perform the following steps: 

 

1. Retrieve the file outlining the details of the sub from VisiFLOW. 

2. Look at the parent account in CAMA and see if the previous year has 
any notes about work done. Examples might include split outs, 
acreage correc:ons, or combo. 

IMPORTANT:  Work prior year files first before crea:ng the new subdivision. 
 

3. Confirm that the owner of the parcel account(s) matches the owner 
of the plat. If yes, then proceed. But if not, no:fy the subdivision 
department that there might be an error that either needs to be 
corrected or researched. 

 

To create the subdivision, perform the following steps. 

 

1. Open the sub header from VisiFLOW. 

2. Open the plat stored on the p: drive. (P://subd_info\2019_tax_year). 
Search the tax year folder you are working on. Just double-click. 
Windows will automa:cally open the :ff file. 

3. Open parcel workflow using the parcel editor drop-down menu. 
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4. The Parcel Workflow window opens and displays various op:ons. 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

28 | P a g e  

 

 

 

5. Double-click on New Subdivision. 

6. Once you do this, the workflow will display. Basically, the workflow is 
simply a series of steps that must be followed in order to create the 
subdivision. 

a. Click Search for work area 

b. Click Run at the bo\om of the workflow window. 

 

NOTE: Under the main workflow dialog box, there is a second, smaller one that gives brief 
descrip:ons about the tasks being completed in the workflow. It will explain and tell you what 
to do.  
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c. The Find dialog box opens. 

d. Enter the parent account number into the Find text box. 

e. Using the IN, drop-down menu, select tax parcel. 

f. Search In Field. 

g. Field should be Parcel ID number. 

h. Click Find. 
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i. Right-click on the search result and select Zoom To from the 
menu that displays. 
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j. Click Proceed in the Parcel Workflow windows (dialog box) The 
workflow will then automa:cally move on to the next step.  

 

7. Create New Subdivision por:on of the workflow displays. 
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a. The Plan Proper:es dialog box displays. 

b. Click General Tab if not clicked already 

c. Enter the name of the subdivision in the (plan) Name text box. 
The name, also callled a sub header, will always be the one 
selected by the subdivision department. 

d. Under Descrip:on, enter the name of the VisiFLOW file. This 
will make it easier to find informa:on later should it necessary. 
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8.  
a. Click A\ributes Tab 
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b. Enter the survey date and legal dates provided in the plat.  

c. Click Accuracy drop down menu and select 1-Highest. 

 

IMPORTANT: Accuracy is the most important in this plan. Parcel Fabric will not work property 
with a plan that has no accuracy. 
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d. Click OK on the Plan Property dialog box. 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

36 | P a g e  

 

e. The Parcel Detail dialog box displays. 
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3.1.1. Parcel Detail Portion of Create New Subdivision Step of the Workflow 
 

1. Click on the Lines tab. 

2. Enter the boundary coordinates for the subdivision by entering the 
metes and bounds. Keep in mind this is for only the ENTIRE 
subdivision. It is not being broken down into individual lots yet.  

3. Click Keep and Join Bu\on on the Parcel Detail toolbar.  

 

 

 

4. The Join Parcel Dialog box opens. This means the subdivision 
coordinates are being joined to the fabric.  
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5. A^er you have established all your points between the new 
subdivision and the current fabric, click Join. The workflow will 
automa:cally move on to the next step. In the case, it was Create 
Parcel remainders. No work was required by the user. The program 
did the work in the background for you. 

6. Next, the workflow moves on to Update A\ributes. 
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7. Click on Historic Parcel in the a\ributes window. 
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8. Update Reason Parcel ReAre. 

9. Select ReAre Tax Parcel. 

 

 

10. Select Subs and Condos. 

11. Fill in the a\ributes of the subdivision. 

12. Click Proceed in the Parcel Workflow dialog. 

 

3.1.2. Construct Lot Parcels 
 

This is where you construct, or define the individual lots within the subdivision. 
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1. Right-click on the subdivision line (boundary). A menu will display. 

2. Click Breakline. 

 

 

3. The Breakline dialog box displays. 

4. Enter the length for each individual lot being created from the main 
boundary as defined in the plat. 
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5. Connect the points created by the Breakline so that they match what 
is on the plat. 
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NOTE: Make sure you accurately recreate the lots so they match the plat. Use bearing and 
distance provided in the plat. 

 

6. Click Build Parcel op:on on the toolbar and select Build and Keep all 
Current. 

 

 

7. The Parcel Naming Tool is selected (will display) by the the workflow. 
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8. Move your cursor in the direc:on you want the Naming Tool to 
number the lots. You can set the ini:al star:ng number, the 
increment, prefixes, suffixes. 

9. Click OK once you have confirmed the numbers are correct. 

10. Repeat the naming tool as many :mes as you want un:l all the lots 
are named. 

11. Click Proceed on the Workflow window. 

 

3.1.3. Update Attributes and Parcel Types 
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The Naming tool men:oned above, only works with numbers. But there are :mes when a lot 
may need to have a different name and, poten:ally characteris:cs. Lot parcel type. For example, 
one lot may be designated as a public right of way. The naming tool isn’t capable of making that 
dis:nc:on so here is where you can change the a\ributes of the lot if necessary. 

 

1. Click Proceed in the Workflow window. 

2. Create the Tax Parcel is automa:cally performed by the workflow. 

3. Next, the tax parcels need to be named.  Use the naming tool the 
same way you did to number the lots. Prefixes, suffixes can be added 
so that the numbers generated by the naming tool correspond, for 
example, with HCAD account numbers. 

4. Normally, the account number including the Volume and Page are 
provided by the subdivision department. 

5. Check sub log sheet in VisiFLOW for sub volume page.. 

6. Click OK. 

7. Click Proceed in the Workflow window 

8. Update the a\ributes. If the plat provides lot size in acreage or square 
footage, you must ensure that the numbers in the a\ributes window 
match what’s on the plat, Add a site number (if any). Site number is 
another way of saying address number. 

9. If the lot is greater than one acre, then update that figure as well in 
the a\ributes window. (acreage field) 

10. Click the Home bu\on on the Workflow window to exit the workflow. 
HCAD does not use the two remaining steps below. 

11. Before saving, the workflow will provide a warning. It will ask if you 
are sure you want to save. Click OK.  

12. Click the Parcel toolbar, Save Edit. 
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13. Update the dimensions for new subs using the steps in the 
split/combo sec:on. 

 

In Parcel Fabric it is discouraged to have 2 layers stacked one on top of the other. So, for 
example, in the new sub just created, there is a layer containing the original sub underneath 
and a second containing the new sub. The goal here is to “cut a hole” so that the new sub’s layer 
fits inside the original sub. 

 

1. Under the Table of Contents, make sure sub and condo are selectable. 

2. Select the new sub just created. 

3. Right-click and select Parcel Remainder. 
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4. In the Remainder dialog box make sure the Plan has the same name 
as the parent subdivision 

5. Click Template, and then select subdivision.  
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6. Highlight the parent subdivision name in the Parcel Remaining dialog 
box. The program will copy all the a\ributes from the old layer and 
cut a hole in which to place the new subdivision just created. 

7. Click OK. 

8. Select Historic Parcel. 

9. In the a\ributes window select the new subdivision history just 
created. 
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10. Update Reason Parcel ReAred to ReAred Subdivision.  

11. Save your work. 

 

3.2 Copy and Paste 

Copy and Paste is a method of impor:ng informa:on about a new subdivision from ArcMap into 
the Parcel Fabric. Data is simply copied and pasted from one to the other. 
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Copy and paste can be useful when working with mul:ple tax years. It saves :me by not forcing 
the technician to start from scratch each year. Basically, informa:on from a previous tax year is 
being manually inserted. 

 

To copy and paste informa:on from outside the Parcel Fabric workflow (old system to new 
system), perform the following steps: 

 

NOTE: This presumes that the subdivision has already been created in ArcMap. 

 

1. Decide which boundary line is going to be used to create the 
subdivision. 

2. In most cases, it will be the subdivision boundary. 

3. A^er selec:ng the line, be sure to convert to COGO.  

4. From the Parcel Editor toolbar, click the Select Parcel Features 
bu\on. 

5. Select the line to be copied. 

6. In the map, right-click. A drop-down menu will display. 

7. Select Copy 
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NOTE: Remember that the old informa:on and the new informa:on in Parcel Fabric can be 
displayed simultaneously. For copy and paste purposes, the old informa:on is being pasted 
from the old system into Parcel Fabric.  

 

8. In the map, just as in step 6, right-click. The drop-down menu will 
once again. This :me, select paste. 

9. The Paste dialog box displays. 
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10. Click the Plan bu\on. 

11. The Plan Directory dialog box displays. 
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12. Click the Create Plan bu\on. 

13. The Plan ProperAes dialog box displays. 
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4. Map Work 

4.1 Combining Parcels 

“CO” files in VisiFLOW list accounts needing to be combined. In GIS parlance these are referred 
to as “Combos”. 

 

4.1.1. Confirming Account Number Accuracy 
 

To begin a combo, perform the following steps: 

 

1. First, confirm that the name on the combo request form matches the 
name associated with the account in HCAD’s CAMA system. Specialists 
must log in to CAMA and visually confirm the form’s accuracy. 

 

The following figure shows a blank combo form. 

 

ADD A PICTURE OF A BLANK FORM 

 

2. To confirm the file’s accuracy, first launch CAMA by clicking the CAMA 
icon. The login dialog box will display. 
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3. Type your username in the User Name input box. 

4. Type your password in the Password input box. 

 

NOTE: CAMA will, by default, use the current tax year. In the example above, 2018, is selected in 
the Database field. However, other tax years can also be accessed using the drop-down menu 
though this is rarely required in the case of a combo. 
 

5. Click . 

 

The main CAMA screen will display as shown in the figure below. 
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6. Click Find Account on the main toolbar. 

 

The Find Account dialog box displays. 
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7. Enter the account number in the input box. Use the number provided 
on the combo form. 

8. Confirm the names match the record in CAMA. 

9. Repeat steps 6-8 for each account to be combined. 

 

4.1.2. ArcMap and Spatial Development Engines 

4.1.2.1. ArcMap Overview 
 

ArcMap is a database applica:on containing records of all parcels of land in Harris County. The 
applica:on is used to view, draw, and manipulate maps and informa:on about those parcels. It 
is also linked to CAMA, the (C)omputer (A)ssisted (M)ass (A)ppraisal system, which records not 
only appraisal values but vast amounts of data about each individual property.  

 

Use ArcMap to perform the combo.  

 

4.1.2.2. ArcMap SDEs 
 

Before performing changes, each specialist is assigned a “snapshot” of the ArcMap master 
database called an SDE, or Spa:al Development Engine. Basically, it is a copy of the database 
made at a specific moment in :me allowing everyone on the team to work on different parcels 
simultaneously. Once their work is complete, the SDE is sent back, or reconciled, to the master 
database. Consequent snapshots will include the work each specialist has completed. 

 

Supervisors assign each specialist their own SDE. 
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4.1.3. Steps to Completing a Combo 
 

To implement a combo, perform the following steps: 

 

1. From the Windows taskbar, launch your SDE – your copy of the 
ArcMap database. 

 

 

 

 

The following dialog box displays: 
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2. Click Parcel Editor. 

3. Click Start EdiAng. 

 
The Start EdiAng dialog box displays. 
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4. Some specialists may have access to more than one database and not 
just the one associated with ArcMap. Select the database shown 
above. 

5. Click . 
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1. Click Query. 

2. Click Search by Account. 

 

The Search by Account dialog box displays. 
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3. Type a valid account number in the input text box. 

4. Click . 

 

ArcMap will then display a map of the parcel. 

 

 

 

5. Locate all the accounts to be combined using either Zoom or Pan to. 

 

NOTE: GIS Specialists must create both a “Before Map” and an “A^er Map”. The Before Map 
illustrates what the proper:es looked like before the combo was made. The A^er Map will be 
created once the process has been completed. Both maps are to be stored in VisiFLOW. 
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4.1.4. Creating and Saving a Before Map 
 

To create and save a map to VisiFLOW, perform the following steps: 

 

1. Click File. 

2. Click Export Map. 

 

The following dialog box displays. 

 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

65 | P a g e  
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3. Choose a name you will remember, and store it in an easily accessible 
loca:on – like the C:\ drive. 

4. Select PDF as the file format. 

5. Click . 

 

4.1.5. Combining the Parcels 
 

To combine the parcels, perform the following steps: 

 

1. On the right side of the screen, you will see a Table of Contents 
window. In that window, select the Tax Parcel Layer, and then Click to 
Toggle Selectable beside it. 

 

See the figure below. 
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2. Click View. 

3. Click Data View. 

4. Select the accounts to be combined. Right-click the mouse and draw a 
box around them. 

 

NOTE: Be careful to ONLY select the proper:es to be combined. Accidentally including another 
one could create serious errors in the ArcMap and CAMA databases. 
 

A number of rules have been established determining things like how to apply exemp:ons, how 
to number new (combined accounts), etc. These rules are listed below. 
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• If you have an account w/a vacant land & the 2nd account has an 
improvement (bldg. & no exemp:ons) keep the account w/the 
building or account that has the most buildings.  

 

• If you have two or more accounts to be combined and all are vacant 
land: Keep the account with the lowest number. 

 

• If you have two or more accounts but one has an exemp:on: Keep the 
account with the exemp:on. 

 

• If you have two or more accounts and all of the accounts have builds 
listed : Keep the account with the most buildings 

 

• If you have two or more accounts and each account has one building: 
Keep the account with the lowest number- appraisal will move the 
buildings.  

 

5. Right-click on the new, combined, parcel and click Merge. 
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The Merge dialog box displays. 
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6. Click . 

 

The Plan Directory dialog box displays. 
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A plan is typically a grouping into which a parcel is placed. For example, a subdivision. In the 
figure above, two op:ons exist: Kentshire Place and Oakland Acres. 

 

7. Select the correct plan. 

8. Click Set as AcAve Plan. 

 

IMPORTANT: If parcels overlap into two or more plans, select the plan used by the account 
number you are keeping. Highlight the account to keep, and click OK. 
 

9. Click Aeributes.  
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NOTE: If the new parcel is larger than 1 acre, then update the a\ributes. 
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4.1.6. Retiring Parcels 
 

To re:re a parcel, perform the following steps: 

 

1. Select Historic Parcel from the Table of Contents. 

 

 

 

2. Select the subject parcel. 

 

NOTE: Be careful to select only the subject parcel to avoid undoing any changes on any other 
accounts. 
 

The Choose Symbol Class dialog box displays. 
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3. Click ReAred Tax Parcel. 

4. Click OK. 

 

4.1.7. Creating an After Map 
 

Create an A]er Map using the same procedures used for the Before Map. 

4.2 Parcel Splits 

4.2.1. Lot Splits 
 

To create a lot split, perform the following steps: 

 

1. Retrieve the lot’s account number from VisiFLOW. See the dialog box 
below. 
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2. Cut and paste the account number into CAMA. 

3. Use CAMA to confirm that the property owner(s)’ name matches 
informa:on recorded on the split request or the property Warranty 
Deed. 
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The figure below illustrates the top por:on of the deed. 

 

 

 

4. If the names match, begin the process of performing the split. 

5. Launch ArcMap. The applica:on’s opening screen is displayed below. 

 

 

 

6. Make sure the Tax Parcel Layer is selectable in the Table of Contents 
window. 
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7. Click Query on the Geoeditor toolbar.  

8. Click Search by Account. 

 

 

 

The following dialog box displays. 
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9. Refer to the document request. In this case, the property owner is 
asking that the property be split by lot. 
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10. In the Table of Contents window, make the Lots and Unit layer 
selectable. 

 

 

 

11. Select the lot to be split into a new account. 
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12. Right-click, and select Duplicate. 
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The Duplicate a Parcel dialog box displays. 

 

 

 

13. Click Plan.  

 

A “plan” is a larger container of proper:es, consis:ng of more than one parcel. For example, a 
lot may be part of a subdivision that has hundreds of parcels grouped together into one 
iden:fiable name. In the figure above, the plan is Sunnyside Court – the name of the 
subdivision. When you split a parcel, the GIS Specialist must ensure the new one remains in the 
original plan. 

 

14. Click Template. 
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The Select Feature Template dialog box displays. 

 

 

 

15. Select Tax Parcels, and click OK. 

 

ArcMap returns to the Duplicate a Parcel dialog box. 
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16. Click OK. 

17. Make Tax Parcel selectable in the Table of Contents window. 

18. Select the new duplicate tax parcel you just created and update the 
a\ributes. 

19. Click Aeributes  on the Editor toolbar. 

20. Go to the HCAD account number website to determine the split’s 
account number. The numbers are generated sequen:ally by the site 
which shows the most recent account number used. The Specialist 
takes that number and adds “1” to it to create a new account number. 
In the example below, the new account number would be 064168031. 
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21. Place the account number into the Parcel IdenAficaAon Number field. 

 

 

 

NOTE: If the tax parcel is greater than one acre, then the acreage field must be updated. 
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22. Select the new account. 

23. Select the Parcel Remainder by right-clicking. 

 

The Remainder dialog box displays. 

 

 

 

24. Make sure the Plan listed in the dialog box is the same as the one on 
the parent account. 

25. Click Template. 

26. Make sure Tax Parcel is selected. 
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27. The lower por:on of the dialog box indicates the account number for 
the remainder of the original (parent) parcel. 

 

 

 

28. Click the account, and then click OK. 

 

NOTE: If the acreage for the remaining parent account exceeds one acre, update the value in 
the Aeributes dialog. 
 

29. In the Table of Contents window, make the Historic Parcels layer 
selectable. 
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30. Update the Recent Parcel ReAre field in the Aeributes window. 

 

The Choose Symbol Class dialog box displays. 
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31. Click OK. 

32. Update the dimensions for both accounts. 

33. Select Tax Parcel in the Table of Contents window. 

34. Right-click on the Tax Parcel layer in the Table of Contents window. 

35. Select the Open Aeributes Table. 

 

 

IMPORTANT: Make sure the selected record bu\on at the bo\om right is chosen. 
 

36. Click Related Tables at the top and choose lines. 
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37. Scroll right across the dialog box to find Dimensions. 

38. Highlight Dimensions. 

39. Right-click, and select Field Calculator. 

 

 

The Field Calculator dialog box displays. 
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40. Confirm the calculate dimension code is in the Pre-Logic Script Code 
box. 

41. Click OK. 
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42. On the Editor toolbar, click Query. 

43. Click Check Duplicate Account. 

44. Click OK. 

 

An email is sent to the GIS Specialist indica:ng whether the account is a duplicate or not. 

 

45. If the file is not a duplicate, reconcile and post in VisiFLOW. 

 

4.3 Metes and Bounds Splits 

At :mes, a property owner may request a split that does not simply follow the lot lines as 
shown in the procedure above. For example, he or she may ask that 5 feet be shaved off their 
lot, perhaps because they are selling it or – for some reason – they perceive a benefit to having 
the small por:on recorded as a separate account. Though rare, in extreme cases, the split may 
follow the coordinates of a jagged line. These more complex types of splits are called Metes and 
Bounds. 

 

4.3.1. Implementing the Split 
 

To split a parcel using metes and bounds, perform the following steps. 

 

1. Verify property ownership using deeds a\ached to the account in 
Visiflow. Also check CAMA to make sure the recorded name on the 
account matches the name on the request for the split. See Parcel 
Splits, for more detailed informa:on. 
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2. A^er checking the ownership, refer to the deed in Visiflow to confirm 
the property owner is reques:ng a metes and bounds split. 

3. Launch ArcMap. 

4. In the Table of Contents window, make Tax Parcels selectable. 

 

 

 

5. Click New Parcel on the Parcel Editor toolbar. 

 

 

 

The Parcel Details dialog box displays. 
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6. Click Plan. 

 

 

 

7. Confirm the plan on property is the same as the parent. In the 
example above, both parcels should be under the Intercon:nental 
Crossing Business Park Plan. 

8. Confirm the Template is Tax Parcels.  
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9. Click the Lines tab. 

 

The following dialog box displays. 

 

Get a picture of a blank “Lines” box. 

 

 

10. Enter the bearings and distance for each step of the metes and 
bounds.  

 

The bearings define the shape of the split. For example, the first bearing may say to move north 
20 feet. The second may say to then move southwest 5 feet. The bearings can literally go in 
nearly any direc:on as specified on the deed. 

 

11. A^er entering all the bearings make sure the first and last ones join, 
confirming that the shape is closed. 
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12. Click Keep and Join on the Parcel Details dialog box. (Where is it?) 
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The Join Parcel dialog box displays. 

 

 

 

13. Use the various naviga:on tools to adjust the posi:on (OF WHAT?) as 
necessary to make sure it is correct. (What does correct mean?) 

14. Make sure the lines on the new shape join correctly with the parent. 
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15. Make sure the lines match the descrip:on outlined by the metes and 
bounds in the deed. For example, if the parcel should be within a 
subdivision, make sure the change does not extend beyond those 
boundaries. 

 

See the figure below. 

 

 

 

16. Click Join. 
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17. Update the Aeributes window. 

18. Update the account number by gexng a new number from the HCAD 
account number website.  

19. If the parcel is larger than one acre, update the acreage. Otherwise, 
leave it blank. Acreage values should be recorded to 4 decimal places. 
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20. Update the site address if necessary. 

21. Select the new parcel account and right-click. 

22. Select Parcel Remainder. 

 

 

The Remainder dialog box displays. (Get picture) 

 

23. Make sure the plan is the same for both the parent and remainder. 

24. Confirm the template is Tax Parcel. 
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25. Select the parent account at the bo\om of the window. The account 
is used to: 

a. Copy a\ributes from the parent account to the new one. 

b. Puts the original parent account in the historical database. 

26.  

27. Update the acreage for the remaining account. If the acreage is less 
than 1, delete it from the a\ributes window. 

28. Update the dimensions for both accounts. 

29. Repeat the steps to split the lot out from the previous file.  

 

IMPORTANT: The remainder lot must have the same number as the original lot. 
 

30. The new lot must be assigned a number or le\er. Follow HCAD 
naming conven:ons. 

 

 

In the example above, the parent keeps the original name: RES A. The new tract must contain a 
number in it’s name, in this case RES A4. According to the HCAD website, RES A3 has already 
been used. 

 

31. Select Historic Parcel in the Table of Contents and update.  Click here 
for more details on how to perform this task. 
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32. Re:re the lot, subdivision, and tax parcel. 

33. Save the edit. 

34. Check for duplicates. 

35. If there are no duplicates, reconcile and post the data in VisiFLOW. 

36. Export work to an A^er Map and compile notes on what work was 
performed. Upload to VisiFLOW. 

 

4.4 Parallel Splits 

To conduct a parallel split, perform the following steps. 

 

1. Check the deed and CAMA to ensure the ownership is correct. 

2. Check the deed to learn the details of the proposed split. 

 

 

 

3. Search for the account using the same method used for other splits 
and combos. 

4. Make the Tax Parcel layer is selectable in the Table of Contents 
window. 

5. Select the subject tax parcel account. 
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6. Make a Before Map and upload it into VisiFLOW. 

7. Right-click and select Construct from Parent. 
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The Parcel Detail dialog box displays. 

 

NEED A PICTURE 
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8. Right-click on the boundary line of the account, the por:on that 
needs to be split. 

9. Right-click on Create Parallel Offset. The offset will be created along 
whichever line is checked. 

 

 

The Parallel dialog box displays. 
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10. Select the point on which to base or begin the split. ArcMap 
automa:cally numbers the points on a lot. 
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11. Fill in the value of the offset. The offset is the size of the split. 

12. Click OK. 

13. Check to confirm the plan is correct. 
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14. Confirm the Template reads Tax Parcel. 

15. Click the down arrow. 

16. Select Build and mark Historic. 

 

 

17. Make sure both the Tax Parcel and Historic are selectable in the Table 
of Contents. 
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18. Copy the historic informa:on to the remaining parcel. I.e. The por:on 
le^ a^er the split. 

19. In the Aeributes window: 

a. Select the historic parcel and copy the a\ributes from the 
parent and paste it into the a\ributes for the remaining 
parcel. 

b. Copy the account number. 

c. Copy the site number. 

d. If the parcel is more than one acre, record the value. 

20. Re:re the recent parcel on the historic parcel layer a\ribute. 

 

 

 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

110 | P a g e  

 

 

21.  

The Choose Symbol dialog box displays. 

 

NEED A PICTURE 

 

22. Select ReAre Tax Parcel. 

23. Click OK. 

24. Assign an account number for the new parcel using the HCAD account 
website. 
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25. Make the lot and unit layer selectable. 

26. Repeat steps XX to XX to split the lot. 

27. Click Template.  

 
The Select Feature Template dialog box displays. 

 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

112 | P a g e  

 

 

  

28. Click the down arrow at View Parcels. 

29. Click Build and mark Historic. 

30. Make the Historic Parcels as well as Lots and Unit layer selectable in 
the Table of Contents. 
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31. Copy the lot number into the remaining lot. 

32. On the Recent Parcel ReAred field, click the bu\on on the right. 

 

The Choose Symbol Class dialog box displays. 

 

 

 

33. Choose ReAred Lot. 

34. Click OK. 

35. Assign a new lot number following HCAD naming conven:ons. 

36. Click Save Edit. 

37. Check for duplicates. 
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38. Reconcile and post data in VisiFLOW. 

39. Add notes to VisiFLOW to explain what was done. 

40. Click Send Parcel . 

41. Select Normal RouAng. 

42. Click Select. 

43. Click OK. 

4.5 Acreage and Square Footage Accounts 

Property owners may, on occasion, dispute the acreage or square footage assigned to their 
accounts and request that correc:ons be made. Ensuring the size of the lot is correct is 
important since it affects the value of the property and, by extension, the amount of property 
tax collected. 

 

4.5.1. Finding the Account and Confirming the Details 
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Perform the following steps first to begin working an acreage or square footage account. 

 

1. Begin by looking in your VisiFLOW queue for accounts requiring an 
acreage or square footage change. Look at the deed or a\ached 
wri\en requests from property owners to gather all the required 
informa:on. Refer to the VisiFLOW chapter for more informa:on on 
how this is done. 

2. Launch ArcMap and search by account number to find the parcel. This 
can be accomplished by performing steps 3 through 6 below. 

3. Make sure the Tax Parcel Layer is selectable in the Table of Contents 
window. 

 

 

 

4. Click Query on the Geoeditor toolbar.  

5. Click Search by Account. 
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The following dialog box displays. 

 

 

 

6. Refer to the document request. In this case, the property owner is 
asking for an adjustment to the acreage or square footage value. 

7. Load the account in CAMA and check the notes. First be certain that 
the person reques:ng the change is the same person listed as the 
owner in CAMA. The system may also provide other informa:on 
promp:ng you to work the account differently or, perhaps, not at all. 

8. Read the deed and notes carefully, especially surveys. The informa:on 
provided by the property owner may not be accurate. For example, a 
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submi\ed survey may not be recorded or registered and therefore 
not a legal document. 

4.5.2. Preliminary Steps 
 

1. Determine what needs to be done. If errors exist, then make 
necessary adjustments. 

2. If necessary, purchase the deed and load it into VisiFLOW. This is part 
of the research process. The deed is a legal document, and if there are 
metes and bounds, they will be recorded on the deed. 

3. If the deed matches the survey provided by a property owner, then 
the size of the property will need to be changed. For the purpose of 
this manual, assume this is the case. 

4. Create a Before Map, and import it into VisiFlow. See the VisiFLOW 
chapter for more informa:on on how this is done. 

4.5.3. Construction Lines 
 

Basically a construc:on line is an imaginary line drawn to measure how much discrepancy there 
is between what’s in the old ArcMap system and what the actual dimensions should be 
according to the deed or recorded survey. 

 

1. Select the correct tax parcel on the Parcel toolbar. 
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2. Click the New Parcel icon. 

 

The Parcel Details dialog box opens. 
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GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

120 | P a g e  

 

3. Select a plan by clicking . 

 

The Plan ProperAes dialog box opens. 

 

 

 

4. Create a new plan by clicking . 

 

The Plan ProperAes dialog box displays. 

 

ADD A PICTURE 

 

5. Click the General tab. 
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6. Name the plan using the last two digits of the tax year, type of work, 
and file number. 

7. Provide details about the work being done in the DescripAon sec:on 

8. Click the Aeributes tab. 

9. Fill in any per:nent informa:on. 

10. Confirm all the informa:on is correct. 

11. Determine the Accuracy level. 
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BACKGROUND: Accuracy is determined by the surroundings. For example, if you are entering 
informa:on about a new subdivision, then you would set the accuracy to “perfect” because any 
changes you make will not affect surrounding parcels to a significant degree. If, however, the 
original survey is old and inaccurate, then it would be useful and beneficial to entering an 
accuracy level appropriate to the age bracket of the subdivision. This will decrease “ripple 
effects” – in other words, unan:cipated changes to other parcels. 
 

12. Click OK. 

 

ArcMap returns to the Plan Directory dialog box and highlights the newly created plan. 

 

 

13. Click . 

14. Click the Lines tab. 

15. Click ConstrucAon Tool on the Parcel Details toolbar. 
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16. Enter the metes and bounds coordinates in the Bearing and Distance 
columns. 

 

 

17. Confirm there are no closure errors by clicking the Closure tab. 

 

 

 

18. Click the Keep and Join icon  if you are confident the changes are 
correct. 

 

The Join Parcel dialog box displays. 

 

Add picture 

 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

124 | P a g e  

 

19. Choose the best method of linking. 

20. Click Create Join Link bu\on. 

21. Draw a box around the two points to be joined by le^-clicking the 
mouse and holding it down. Drag un:l a box has been drawn. 

22. Repeat the previous step for all the other points. 

 

NOTE: When you’re finished, all the points will be displayed in either red or green, indica:ng 
they have all been joined. 
 

23. Make a choice: 

a. Fabric points held fixed: move the en:re tax parcel to their 
loca:on 

b. Joining points held fixed: move all points to perfect accuracy, 
keeping in mind that other parcels will be affected. 

24. Click Join at the bo\om of the tax parcel. 

25. Make sure Tax Parcels are selectable in the Table of Contents. 

26. Click Select Parcel Features as shown in the figure below. 
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27. Keep the cursor in the tax parcel. 

28. Right-click and select Merge. 

 

The Merge dialog box displays. 

 

 

 

29. Confirm that you are working in the correct plan. 

30. Confirm the Preserve aeributes from op:on is selected. 

31. Select the original tax parcel number. This will pull all the informa:on 
from the original parcel and put the informa:on in the new one. 
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32. Always check to confirm the correct template is in use: in this case, 
tax parcels. 

33. Click OK. 

34. Change the area (square footage) or acreage to match the correct 
figure generated by the process above. 

35. Turn on Historic in the Table of Contents, and make it selectable. 

36. Re:re the original historic parcel. 

37. Turn historic parcels off. 

38. Right-click in the tax parcel, and select Duplicate. 

39. Change the template from tax parcels to lots. 

 

 

 

40. Click OK. 
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The lot is created. 

 

41. Unselect Tax Parcels in the Table of Contents and select Lots and 
Units. 

42. Select the lots. 

43. Right-click, and select Construct from Parent. 

 

The Parcel Details dialog box displays. 

 

Add picture 

 

44. Change the template from Tax Parcels to Lots and Units. 

45. The Select Feature Template dialog box displays as shown in the 
figure below. 

 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

128 | P a g e  

 

 

 

46. Click Lot. 

47. Click OK. 

48. Construct a new lot from the parent. (????) 
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The following figure shows all 4 lot points. 
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GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

132 | P a g e  

 

Click the points in the following order: 

 

A. Click point 1. 
B. Click point 2. 
C. Click point 2 again. 
D. Create a new point by clicking the mouse once. This will be called point 5 in 

this example. Points 3 and 4 are part of the original lot and will not be 
changed in this process. 

E. Create another point, point 6. 
F. Click point 6 back to point 1. 
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49. Return to the Parcel Details dialog box. (How?) 

50. Click Build. 

 

 

 

Parcel Fabric will create new lots. 

 

51. Delete the parent lot by following the steps below: 

a. Select all the lots. One is the parent. 

b. Highlight the parent lot in Aeributes. 

c. Right-click and select Only Select This. 

d. Return the cursor back to lot. 

e. Right-click, and select Delete. 

 

The parent lot has been deleted. 

 

52. Select the lot to be updated. 

53. In the Aeributes window go to the lot or unit number. See the figure 
below. 
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54. Clear the box, and enter the lot number. In this case, the old number. 

55. Select Lines in the Table of Contents, and make it selectable. 

56. Select the actual lines. Deselect anything that is not a tax line. 

57. Right-click, and open the Aeributes table. 

58. Highlight the Hide column as shown in the figure below. 

 

 

59. Right-click in the Hide column, and open the Field Calculator as 
shown in the figure below. 
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60. Load the Dimensional Calcula:on file. 
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61. Click Open. 

The query loads automa:cally into the dimension box. 

 

62. Click OK. 

The query process calculates the dimensions and loads them into the table. (What table?) 

 

63. Confirm the dimensions are correct. If they are different, go to the 
original document containing the request and type the correct values 
in the Aeributes box. 

64. Verify the line types in case they have changed during the acreage 
process. 

65. Reconcile and post. 

66. Create an A^er Map. 

67. Import into VisiFLOW. 

 

4.6 Undivided Interest Accounts 

Undivided Interest Accounts are accounts owned by more than one person, corpora:on, or 
en:ty. Each owns a percentage of the property parcel. Rather than crea:ng a single tax bill and 
leaving it to the par:es involved to divide it up among themselves, HCAD – at the instruc:on of 
the state – creates separate bills for each party who owns part of the land. 

 

Undivided Interest tax bills must be applied for using form 25.11. The form must be completely 
filled out and each owner listed as well as percentage of ownership. 
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In Houston, a good example of Undivided Interests accounts might be property once owned by 
prominent ci:zen Ben Taub. Rather than leaving en:re parcels to people or corpora:ons, he 
divided them up leaving part to one person and another to someone else. One person might 
own 50 percent of a parcel while another owns the other 50 percent. 

 

4.6.1. Working an Undivided Interest Account 
 

1. Locate and pull up the undivided interest account in VisiFLOW. 

2. Launch CAMA, HCAD’s “Computer Assisted Mass Appraisal” system. 

3. Open the folder in VisiFLOW, and examine any a\ached forms such as 
requests, deeds, wills. 

4. Determine what work on the account needs to be done. 

5. Confirm that all the paperwork is complete. The paperwork might be 
HCAD orms, deeds, or both. 

6. Iden:fy the people involved. There might be only one person on the 
original form, and the paperwork requests that it be split up into 
percentage ownership. 

7. Make a “Before Map”. Try to make it to scale, assuming it isn’t already. 

 

NOTE: In the event of an uneven split, for example one person gets half and 2 other people get 
smaller por:ons, then there will be math involved iden:fying the size of the actual percentages. 
 

8. Check for errors in the data or the on the map. Some of the most 
common changes are name changes (which entails no map work) or 
rejoining a subdivided interest. 
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9. If the parcel is being subdivided into mul:ple interests and there is 
only one account, then a new account must be added for each new 
interest. 

10. Search for new account numbers using the HCAD website as shown in 
the figure below. 

 

 

11. Add a number or numbers to the last account listed on the HCAD 
website. For example, if the account is 1234 then the new account 
would be 1235. 

12.  Verify that the tax parcel condo table is in your map. Does not just 
apply to condominium. (?) 
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See the figure below. 
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13.  The table can be found by clicking the List by Source bu\on in the 
ToC. Second bu\on on the le^. 

14. If the table isn’t present, it will need to be added to the map by 
performing the following steps: 

a. Click Add Data bu\on (plus sign) on the Standard Toolbar. 

 

 

 

b. The Add Data dialog displays. 

 

 

 

c. Locate your database connec:on. 
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d. Go to the specialists individual database connec:on – 
username@hcadgis@srvgeo.sde 

e. Look for table called tax parcel condo. 

mailto:username@hcadgis@srvgeo.sde
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f. Click Add. 

g. Make sure it is part of their version. 

h. Open the tax parcel condo table. By right clicking tax parcel 
condo table and then clicking open. 
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i. Move to the end of the table (bu\on) 8 

 

 

NOTE: Talk to Josh about versioning for appendix Discuss map documenta:on configura:on. 
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15.  On the table “Lowest Parcel Idenfica:on Number” enter the parent 
account number 

16. Tab over to the next column – parcel iden:fica:on number – enter 
the new, child account number. If more than one child, repeat steps 
19 and 20. 

17. Close the table and save. 

18. Verify the addi:on of the child accounts, select the tax parcel. 

19. Use the drop down to see both the parent and child accounts. 

 

 
 

20. Add nota:on on the map for the child accounts (Check to see if 
annota:on has been covered). 

21. Stacked accounts do not show on parcel fabric map. You must use the 
old nota:on technology to show the informa:on.  

22. Go to the Labeling toolbar. 
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23. Click Pause Labeling bu\on. This turns off Parcel Fabric’s built in label. 
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24. Using copy and paste, add the appropriate annota:on informa:on , 
adding both child accounts to the map. 

25.  Create an A^er Map showing the accounts. 

26. Export maps. 

27. Import A^er Map into Visiflow. Same with Before Map. 

28. Click Pause again to unpause the Parcel Fabric Update 

29. Reconcile and post. 

30. Create lots as necessary. 

4.6.2. Deleting a Child Account 
 

To delete a child account, perform the following steps: 

 

1. Select the tax parcel. 

2. GO to the A\ributes window and use the drop down. 

3. Select tax parcel condo. 

4. Right click on the account to be deleted and select delete from the 
drop-down menu. 

5. Save by going into Parcel Editor and select Save Edits. 
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6. Reconcile and Post. 

7. IM accounts, improvements only. 

8. Follow the same steps for recombina:on 

4.6.3. Reserving an Account Number so No One Else Can Use It 
 

1. Launch VisiFLOW. 

2. Press apply and refresh un:l the mul:ple accounts bu\on displays in 
the grip. 
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3. Select the MulAple Accounts bu\on. 

4. Click Add List. 

5. The Add List dialog box displays. 
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6. Type in the full account number and add as many as you need. 

7. The Create Files dialog box displays 15 (A^er the account numbers 
have been added) 
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8. Click Yes. 

9. VisiFLOW generates account numbers that match what was entered 
and places them in the HCAD database at the bo\om of the list 

10. Correctly route the accounts or accounts to their next des:na:on, in 
some cases QA QC some:mes tech, some:mes somewhere else 
completely. 
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5. Research 

5.1 Research Thought Process 

1. Open the file with the request and determine what they are asking 
and what informa:on did they provide? 

2. The ques:on or ques:ons drive the search for informa:on. 

3. Go to CAMA and check the Notes and Agents tab as well as 
A\achments, Account Detail, and Land Lines.  

4. Go to the digital map. Go to the given account number, if provided.  

5. Then if no precise account number has not been given, then begin the 
research process. 

5.2 Block Book Maps 

PURPOSE: Block Book Maps are used to check dimensional informa:on, legal informa:on, 
beginning acreage maps, right of way taking, among other things. The maps can be used in 
countless different situa:ons. They are perhaps one of the more useful tools in the research 
arsenal.  

 

Though impossible to explain each and every situa:on Block Book Maps could be used, a 
number of common scenarios are listed below. 

 

1. Verifying dimensions on a lot and block. 

2. Check legal descrip:on of the tract in ques:on. 
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3. Check beginning acreage of the parent track. (History acreage) 
Some:mes it is necessary to research the history of a tract of land 
because in many cases it changes over :me. 

4. Check the Block Book Maps for missed transac:ons, a split out for 
example, that did not carry over into the electronic version of the 
map. 

 

5.2.1. County Block Book v. City Block Book 
 

Defini:on: A paper representa:on of the tax parcels in both Harris County and the City of 
Houston. These are the base maps from which the later digital maps were created. Though they 
are legacy documents, they are s:ll used to this day for research purposes.  

 

County block book maps have already been scanned into the system however some of the 
paper maps s:ll exist in the 3rd floor map room and do not go past volume 120, page 109 (Harris 
County account numbers) because of HCAD took over the mapping process and no longer 
created Block Book pages.. The electronic copies are the P: drive/archive reference maps/HC 
Block Book Maps. The City of Houston are in the same place EXCEPT they are in the sub folder 
COH Block Book Maps. 

 

NOTE: City of Houston Block Book Maps carry more detail and tend to be more accurate simply 
because they are a smaller taxing jurisdic:on than the en:re county. 

 

City of Houston Block Book Maps are in the process of being scanned. Eventually, like Harris 
County’s maps, they will all be electronic. Indexing for City of Houston maps differ from the 
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county’s. They use city account numbers. In order to find the correct map, use the City of 
Houston index, also already scanned and stored in the same file as the Block Book pages.  

 

5.3 Subdivision Plat Maps (Current and Historic) 

5.3.1. Recorded 
 

A map that has, in most cases, has been recorded at the county clerk’s office making it a lot 
legal document. Some have not been recorded. Most have dimensions, direc:onal bearings, 
curvature informa:on, legal descrip:ons of lot and block, original right of way names, 
instrument of dedica:on for flood control and right of way. The roads in most cases are also 
dedicated but nota:on will tell whether it is a private road or not.  

 

5.3.2. Unrecorded Subdivision Plat Maps 
 

There are cases of unrecorded subdivisions that the county or city have received. Unrecorded 
subdivisions have been in the form of hand par::oned papers. For example, a farmer may have 
divided his property up into a smaller subdivision, leaving a por:on to each one of his heirs – 
one tract to his son and another to his daughter. In many such cases, he only makes a general 
drawing with no specific metes and bounds. 
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5.3.3. Historic Subdivision Plats 
 

Historic Subdivision Plats may be recorded in the deed records but not the map records. That 
informa:on may be on the county Block Book page as part of the header informa:on.  

 

When they would be used: 

 

1. Verifying dimensions on a lot and block. 

2. Check legal descrip:on of the tract in ques:on. 

3. Verify parent acreage (abstract informa:on, original ownership). 

4. Provides dates of crea:on including surveying and date of recording.  

 

5.4 Subdivision Plats 

Subdivision plats are filed by volume and page in numerical order.  These plats are located in the 
file room where the hard files are kept.  Some of the older plats are not to scale, but current 
plats are to scale.  The district has copies of all plats star:ng from 120-109. 

5.5 Courthouse Direct 

Courthouse Direct is a search engine to locate public records.  GIS uses this tool to locate deeds 
for current or prior year informa:on.  This search engine allows real :me deed garnishment and 
also keeps a limited amount of search results for reexamina:on.   

 

1. Open the Courthouse Direct website address at  
h\p://www.courthousedirect.com/.  

http://www.tax.co.harris.tx.us/
http://www.tax.co.harris.tx.us/
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2. Sign in to the website using the username and password issued by 
click the label “Sign in Here:” at the top right of the screen. 

  

 

3. A wide variety of States and Coun:es are available.  Select “Texas” for 
state and “Harris” for county. 
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4. Select the Grantor/Grantee Indexes in the top of the screen.   

 

5. NOTE: Other selec:on op:ons, such as historical deeds and historical 
plats, are available at this point. The technician should decide which Is 
most appropriate for the situa:on. 

 

6. A wide variety of States and Coun:es are available.  Select “Texas” for 
state and “Harris” for county. 

 

 

 

7. Search using Grantor (name of seller), Grantee (name of buyer), Party, 
Sub-Search, Document ID, Film Code, Document Type, Volume, Page, 
and/or Date.  Fill in as much informa:on as possible in your search to 
narrow results. 
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8. The results screen will list the available records for retrieval. 
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9. To order the informa:on, check the box located on the le^ of the 
name of the requested document.  Click Buy Selected Documents 
located at the le^ under all of the results.  
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10. Once the image is ready, click “Refresh List” in the center of the 
screen so the page will update to “View Image.”   
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11. Select “View Image.”   

12. A^er retrieval of deed(s), the deed should be saved for later use by: 

a. Print for hard file 

b. Print for scanning into Visiflow  

c. Save and import into Visiflow (See Ch. 8) 
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5.6 Property Info 

Property Info is another search engine to find public records.  It is the deed request site for 
Speedy, a :tle plant search engine.  Property Info should be used when ordering mul:ple deeds. 

1. Open the Property Info website address at 
h\ps://www.propertyinfo.com/Stewart.REI.Portal.PortalWebSite/.   

2. Log in to the website using the username and password issued. 

3. Might use image 6 

 

 

4. Select “PropertyInfo for TX” in the middle of the screen. 

   

https://www.propertyinfo.com/Stewart.REI.Portal.PortalWebSite/
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5. Select “Texas” for state and “Harris” for county.  Click “Submit.”  

 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

164 | P a g e  

 

 

 

6. Select the “County Clerk Index” in the middle le^ of the screen. 
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7. Search using Name, Land Descrip:on, or Document. 
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8. Select the search method.  Fill in as much informa:on as possible in 
your search to narrow results. 

a. Search by Name 

9.  
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a. Search by Land Descrip:on 
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b. Search by Document 

 



GIS Parcel Fabric 
Implementa2on/User Guide 2018                                           

  

 

169 | P a g e  

 

 

 

10. The results screen will list the available records for retrieval.   
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1. To order the informa:on, check the check box located on the le^ of 
the requested file number.  Click “Request Document” located at the 
right under all of the results. 

2. Enter in “HCAD” as the Account Number, the GIS user name in the 
Work Order Number, and the email address will be the supervisor’s 
email address.  Click “Request Documents.” 
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3. The document request will be processed and emailed to the 
supervisor when complete.  Once the supervisor receives the email, it 
will be forwarded to the user that requested the informa:on.   
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4. A^er retrieval of deed(s), the deed should be saved for later use by: 

a. Print for hard file. 

b. Print for scanning into VisiFLOW. 

c. Save and import into VisiFLOW. 

5.7 Speedy 

Speedy is a :tle plant for the web used to locate property records.  Speedy is now operated by 
Property Info which explains the website address.  This method is one of the easier search 
engines to use because it is not fixated on correct spelling and gives a good variety of choices.   

 

1. Open the Speedy website address at h\p://webtp.reidata.com. Open 
the Speedy website address at h\p://webtp.propertyinfo.com/hcad/.  

 

2. Select “Harris” in the middle of the screen. 

http://webtp.reidata.com/
http://webtp.propertyinfo.com/hcad/
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3. The following message will appear. Check the I accept the risk and 
want to run this applicaAon checkbox, and then select “Run.” 

4. Image 8 below 

 

 

5. Log in to the website using the username and password issued.  Do so 
quickly because the service is :me sensi:ve and will Timeout.  If a 
:meout occurs, close the applica:on and start again.   

6.  

7. Image 9 is below 
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8. The main search methods used in Speedy are Name (1), Property (2), 
and Document Number (4).  Enter the search method by number. 
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9. The next screen will ask for a work order number.  This method is just 
for the user.  A number or ini:als can be used here.   
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10. A series of ques:ons will appear and con:nue un:l a specific search is 
enabled.  Type in the requested le\er unless accep:ng the default 
op:on, which is shown in brackets.  By selec:ng the default, it will 
show up blank. 
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11. To accept the search, press Enter. 

12. A^er the search list is enabled, con:nue using the enter key un:l the 
ques:on of (T)erminal, (A)\ached or (S)pooled printer is asked.  Pick 
“T” for Terminal because this allows viewing of the results on the 
monitor.   
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13. Scan through using the (B)ackward, [F]orward or (E)xit choices.  If a 
deed is desired, write down the deed le\er and number (prior to 
2006) or the full deed number (example: 2007003070).  Then use 
Courthouse Direct or Property Info to pull the deeds. 
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5.8 Miscellaneous Research Tools 

The following tools are for more in depth research. They should be used in conjunc:on with a 
senior research partner. 

1. Zingery Maps: Zingery maps were last updated in the 1980’s.  They 
contain historical jurisdic:on informa:on and are used for name 
recogni:on and acreages :ed to history deeds. 

2. Cy-fair Independent School District Maps:  The Cy-Fair ISD maps are 
used for dimension, distance and acreage research. They were last 
updated in the 1980s. 
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3. Miscellaneous Maps:  Fort Bend County maps, Montgomery County 
maps, City of Baytown in Chambers County maps, City of Bellaire 
maps & Tomball Independent School District maps are located in the 
warehouse. They contain historical informa:on only. 

4. Tax Roll Microfiche:  This is how the County stored old informa:on. It 
has maps, tax rolls, name changes and research informa:on star:ng 
in the year 1981 through 1991.  There is also subdivision plat 
microfiche from 1993 – 1994.  They are located in the file room 
behind the counter on the third floor. 

5. Harris County Map Record Microfilm:  These reel-to-reel microfilms 
are in numerical order by county clerk map record numbers.  These 
are listed under map record volume and page, which should not to be 
confused with the assessor block book volume and page.  The map 
record number can be found by looking up the subdivision-recorded 
name through Speedy or the Harris County Clerk Website..  Landata 
provided these reels as reference materials. 

6. Subdivision Index Cards:  The subdivision index cards contain parent 
account history, acreage, and regional informa:on from 1982-1999.  
They are located in the file room behind the front counter on the third 
floor. These are in alphabe:cal order by year the subdivision was set 
up.  For example, if the subdivision was filed in 1981, then it was set 
up in 1982. 
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6. File Type Codes 
Files are created using various sources of informa:on from Landata, property owners, :tle 
companies, tax agents, jurisdic:ons, appraisers and support staff.  The type of file that will be 
created is determined from this informa:on.  The following list shows the different types of files 
that can be found.  The most common files that will come through GIS to be worked are split-
outs, combina:ons, split-out and combina:on, acreage correc:ons, government, agriculture, 
research, cosme:c correc:ons, map correc:ons, new subdivisions, and re-pla\ed subdivisions.   

AC Acreage Correc:on 

AG Agriculture Use Account 

AN Account Number Maintenance 

CC Cosme:c Change 

CO Combina:on 

DA Double Assessment 

DD Same Year Split-out 

FC Field Check 

GO Governmental Sale/Acquisi:on 

IM Improvement Maintenance 

IO Improvement Only 

MP Map Correc:on 

NS New Subdivision 

OP Omi\ed Property 

OR Ownership Research 
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PC Pollu:on Control 

RE General Research 

RS Re-pla\ed Subdivision 

SC Spilt-out and Combina:on 

SO Split-out 

TA Tax Abatement 

TU Taxing Unit Boundary 

UD Undivided Interest 

X1 Governmental Exemp:on 

X2 Charitable Exemp:ons 

X3 Religious Exemp:ons 

X4 Cemetery 

X5 Private Schools 

X6 Youth Development 

X7 Historic Sites 

X8 Miscellaneous 

X0 Exempt to Taxable 

XP Personal Property 

XL Late Religious Applica:on 


