P
i

County Clerk’s Guide to
Sharepoint

for

Public Service and Centrally Assessed (Franchise) Certifications

Office of Property Valuation

September 2026



Contents

[T oo Te [¥ ot a (o] o PO PP R UP TP 3
ACCESSING SNArEPOINT ... nnan 3
Navigating SharepPoint Site/LIDIary .......ueeeeei it e e e e e eeetaaareeeeeeeeeennnens 4
Viewing, Downloading, & Printing FileS.......ccuuuiiiiiiiiiiiiiiiiiieee et ivrree e e e e e s e 6
VIBWING FIlES oo 6
DOWNIOAAING FIlES ..vvviiieiiiiiiiiittee et e e e e s st e e e e e s s bbb e eeeeeeessenaabnaneeeas 8
AT ol uTaY=d o (=T PP PP P PP PPPPPPPPPPRt 9
FIOWS <.ttt et e e et e e et b e e e s e b e e e e e bt e e e b bt e e e e b e e e e e anreeens 10



Introduction

This guide has been prepared by the Office of Property Valuation, Division of State Valuation to
serve as a guide for County Clerk offices regarding their usage of the Sharepoint site to
download and manage certifications from the Public Service and Centrally Assessed Branches,
also known as Franchise Certifications. County clerk offices are responsible for providing
independent schools, cities, or any other taxing jurisdiction that manages their own billing a
copy of the certification. This guide will explain how to access and navigate the Sharepoint site.

Accessing Sharepoint

Only approved local employees and state personnel are granted access. An Active Directory (AD)
account and ky.gov email address is required for access. The device used to access the
Sharepoint site must be logged into the state network, otherwise the user will not be granted
access. To request access for staff please contact Ashley Sheeks at ashley.sheeks@ky.gov.

When access is granted, the user will receive an automated email from the site administrator,
like the one below. The email will contain a link to the Sharepoint site.

Sheeks, Ashley (DOR) is inviting you to collaborate on PSC Tax Roll Certifications

Sheeks, Ashley (DOR)
To @ Koeller, Jordan (DOR)
Cc # Sheeks, Ashley (DOR)

Here's the site that Sheeks, Ashley (DOR) shared with you.

Go to PSC Tax Roll Certifications

Follow this site to get updates in your newsfeed.


mailto:ashley.sheeks@ky.gov

The Sharepoint site is web based, giving users the option to save the link as an html file or add it
to their browser favorites for quick access. The link for the Sharepoint site can be found on the
Clerk Network https://revenue.ky.gov/ClerkNetwork.

TaxCalendar @3 W T§ Car

KENTUCKY DEPARTMENT OF

REVENUE

Individual -  Business ~  Tax Professionals ~  Property - Collectjghs ~ GetHelp ~  MNews -

Administrative Writings ~ MyTaxes

Clerk Network

# / Clerk Network

Delinquent Property Tax E :) PSC Tax Roll

Certifications

« Form - Sample Half Page Ad for Newspaper

Navigating Sharepoint Site/Library

The link on the Clerk Network is directed to the main PSC Tax Roll Certifications page. Various
types of settings are located on the top of the page, while the left panel contains the libraries
(each county is considered a library). State Valuation staff will have access to view all county
libraries, the administrator will have the ability to view/edit/remove from libraries and
add/remove users, and County Clerk offices will have access to view their county’s library.

Below is an example of how the PSC Tax Roll Certifications page will appear.

i1 sharePoint O Search this site & 2 o

BROWSE  PAGE ) sHaRE Yy FOLOW & BT I
PSC Tax Roll Certifications # EDITLINKS 1

_ PSC Tax Roll Certifications

Adair The site includes tax roll certifications for public service and centrally assessed companies completed by Kentucky Department of Revenue in accordance with KRS 136.180.

i:;m Uploads occur twice a month, except during the months of October, Novemnber, and December when uploads will occur weekly.

For questions or issues about DSP or TEL companies please contact the Centrally Assessed Branch at 502-564-2889, for all other companies please contact the Public Service Branch at 502-564-8175.

Breathitt
Breckinridge
Bulitt
Butler
Caldwell
Calloway
Campbell

Carlisle


https://revenue.ky.gov/ClerkNetwork

Clicking on your county’s name will open its library. The command bar will vary depending on

the user’s rights.

i SharePoint £ Search this library a9 B2 @
® o

PSC Tax Roll Certifications 9% Notfollowing & Site access
@

°|

Adair 7T Upload v (B Editingridview <@ Sync (3 Add shortcut to OneDrive [l Pin to Quick access @ Exportto Excel $f Automate v -+ = PDF Tax Roll Certifications* v Details ¥
Ales
And Adair [y v
(Clear fiters <) 8

Ballard Type:  PDF (Clearfiters )
. O D Neme - Created ¢ ~ Created By ~ REMINDER! 4 Add column

B 01- June2 heeks, Ashley (DOR) Pl
Bath I3 ADAIR 06-01-25.pdf s y (DOR)
gell [ ADAIR 04-16-25.pdf April 16 Sheeks, Ashiey (DOR) Ple
Boor

Clicking on the ellipsis (...) will show the user any other additional menu items that do not

it _sharePoint O Search this ibrary a & 2 @
A
PT PSC Tax Roll Certifications £r Notfollowing & Site access
@
® | Adair T Upload v (B Editingridview Zg Sync (@) Add shortcutto OneDrive Egl Pinto Quickaccess @8 Exportto Excel §J Automate v === = PDF Tax Roll Certifications* v Details ¥
D Alles P Integrate
e Anderson Adair [y ~ Q Aertme
B Manage my alerts ) %
Type: PDF X (Clear fiters_x)
Ballard C D
®
Barren O O Name - Created + Created By REMINDER! - + Add column
Bath 3} ADAIR 06-01-25.pdf June 2 Sheeks, Ashley (DOR) Please do not forget to provide to your independent schools and

File names will typically be in the format of COUNTY NAME DATE, only under special

circumstances will a file name change. While rare, State Valuation may use the Sharepoint site

to upload any memos or instructions pertaining to certifications.

Users can sort and filter categories, this can be helpful when trying to locate a specific file. It’s
easiest to sort/filter by date. By clicking on the caron (V) next to Created the user can choose to

sort by age or Filter By.

Adair [y ~

Type: PDF X
O D Name Created 1 ~ Created By ~
[} ADAIR 06-01-25.pdf Older to newer | Ashley (DOR)

~ Newer to older

ADAIR 04-16-25.pdf « Ashley (DOR)

@ Filter by
Group by Created

|2} Sharepeint Enabling Alerts Guide - April 20.., i Ashley (DOR)
Column settings >

@ Sharepoint Site Update - April 2025.pdf Totals > | Ashley (DOR}



Viewing, Downloading, & Printing Files

You can view, download, or print files directly from the Sharepoint Library.

Viewing Files

To view either click the file name or click the ellipses and select Open this allows the choice to

open in browser or app if you have a PDF Reader installed on your computer.

B Editingrid view & Open ¥ [ Share €2 Copylink Ti] Delete <P Pintotop - — PDF Tax Roll Certifications* ~
Adair [y ~
D Name ~ Created | ~ Created By ~ REMINDER! -~ + Adde

®

o ¢ ADAIR 01-16-25.pdf

[ ADAIR 01-07-25.pdf

January 16, 2025 Sheeks, Ashley (DOR) Please do not forget to provide to your independent schools and
cities, that do their own billing, a copy of these certifications.

January 7, 2025 Sheeks, Ashley (DOR) Please do not forget to provide to your independent schoals and

cities, that do their own billing, a copy of these certifications.

B Editingrid view & Open ~¥ [ Share & Copylink T Delete s Pintotop

Adair [y -~

D Name ~

& [z ADAIRO01-16-25.pdf

=] ADAIR 01-07-25pdf

5 Open & Open in browser
r - .
L Preview €1 Openinapp
. ER!
[# Share
= Copy link Sheeks, Ashley (DOR) Please do not

cities, that do

&, Manage access

Sheeks, Ashley (DOR) Please do not
1] Delete cities, that do

-



The image below is an example of a file opened in the browser.

The menu bar
options will vary

/ based on user access.

B ADAIR 01-07-25.pdf

COMMONWEALTH OF KENTUCKY
DEPARTMENT OF REVENUE
OFFICE OF PROPERTY VALUATION
PUBLIC SERVICE BRANCH
STATION 32 4TH FL_ 501 HIGH STREET
FRANKFORT, KY 408012103
Phone Fax (502) 564-8152

CERTIFICATION OF PROPERTY ASSESSMENT
TAX YEAR 2024

GNC _—
Teeco: W
Taxtvee: I
TAXID:

print DaTe: [

‘The Department of Revenue certifies this assessment to the County Clerk in accordance with KRS138.180. This
i tax lovi ined below.

Original Certification Date: [N

REAL TANGIBLE
ESTATE PERSONAL

ADAIR COUNTY GENERAL
ciry
coLUMEIA

CERTIFICATION WiLL BjllssUS

The Previous (left) and Next (right)
buttons allow the user to move to

the next or previous file from the

The bar on the bottom includes a main list of files.

page count for the file.



Downloading Files

Files can be downloaded from either the library or from the file itself.

From the library, select the file(s) to download, if download is not visible in the command bar

click on the ellipses and select download.

If Download appears in the command bar.

B3 Editin grid view T Delete <% Favorite | . Download 8 Moveto  ---

Adair [y -

D Mame -~

& = ADAIRO01-16-25.pdf

& 2| ADAIR01-07-25.pdf

& [ ADAIR12-16-2024.pdf

Created | ~ Created By ~
[ January 16, 2025 Sheeks, Ashley (DOR)
@ January 7, 2025 Sheeks, Ashley (DOR)
[  December 16, 2024 Sheeks, Ashley (DOR)

If Download is not visible but within the additional commands.

(B8 Editingridview & Open ~ [® Share @ Copylink T[] Deletn

Adair [y ~

B Mame -

& 2 ADAIRO1-16-25.pdf

(= ADAIR 01-07-25.pdf

s Pinto top

<7 Favorite

Add shortcut

J- Download

= January 1 fs Move to JOR)

(@0 Copyto
January i MOR)

=) Rename



When the file is open the menu bar on the top left has a download icon.

B ADAIR 01-07-25.pdf

COMMONWEALTH OF KENTUCKY
DEPARTMENT OF REVENUE
OFFICE OF PROPERTY VALUATION
PUBLIC SERVICE BRANCH
STATION 32 4TH FL, 501 HIGH STREET
FRANKFORT, KY 40801-2103
Phone Fax (502) 564-8192

CERTIFICATION OF PROPERTY ASSESSMENT
TAX YEAR 2024

The Department of Revenue certifies this assessment to the County Clerk in accordanc:
assessment is subject to all tax levies as explained balow.

Files downloaded will go to the Downloads folder on your computer.

Printing Files

Only one file can be printed at a time. Open the file you wish to print, the print icon should
appear in the menu on the upper left; however, depending on browser size or user options it

may be accessed through the ellipses.

COMMONWEALTH 1

(0 Copyto DEPARTMENT O
OFFICE OF PROFER
) Print PUBLIC SERVIC

STATION 32 4THFL. £

FRANKFORT, KY
¢/> Embed . Fo (502

CERTIFICATION OF PROF

2y Version history o

(%) Help
]

The Department of Revenue certifies this assessment to the Cou
assessment is subject to all tax levies as explained below.




Flows

Creating a Flow

Microsoft is retiring the Enabling Alerts feature in July 2026. In lieu of Alerts, users can use the
Flow feature to set up automated emails to notify them of uploads to the Sharepoint library.

Open the Sharepoint Library and select Integrate in the menu bar, you may need to click the
ellipses first to show the Integrate option.

-
Woodford ~ (@ Add shortcut to OneDrive v FH Editin gridview 3 Pin to Quick access @) Exportto Excel  §f Automate v
More commands
- a & 8 @& = 2| & oetals
-
M  Name v Created | ~ Created Bv v REMINDER! ~ a

a
I Woodford ~ Add shortcut to OneDrive v [5 Editin grid view &3 Pinto Quick access  (f] Exportto Excel ~ $f Automate v
o Power Apps > [P Integrate @ >
02 Power Automate > g Sync
0 Name v Created L ~ Created By v REMINDER! ~ 0 et me

Click Create a Flow

Woodford v Add shortcut to OneDrive v [ Editin grid view B3 Pin to Quick access ] Exportto Excel 3 Automate v

o Power Apps > P integrate
= Default = & @ & [
£@ Power Automate > Crea@a flow

0O Name v Created | ~ Created By ~ REMINDER! ~ See your flows

- Select the option to Send a customized email when a

“ new file is added
Create a flow

Start with a template and create automated
tasks between your SharePoint data and other
apps. Choosing a template will open the Power

T e
o, Send a customized email when a new

file is added
i
* Send a customized email when a
g new file Is added

oyl Save my email attachments to a
”~ SharePoint document library



A new screen will appear,
scroll down to confirm and

This flow will connect to:

click Create Flow

a Office 365 Outlook Ashley.Sheeks@ky.gov @

Permissions

Q SharePoint Ashley.Sheeks@ky.gov @
Permissions

g Office 365 Users

Bermissions

Ashley.Sheeks@ky.gov @

Create Flo

Once the Flow is created, the Power Automate screen will open; from here a Flow can be
managed.

Environments

i Power Automate Commonwealth of Kent... @7
= & Edit () Share B Save As [i] Delete [ Sendacopy — Export v | Analytics () Tumoff () Repair tips off s Flow chi
) Home . . N
Flows > Send a customized email when a new file is added
+ Create
4 Details Edit Connections Edit
1 Templates
Flow Status Office 365 Outlos
Le
@ team Send a customized email when 2 new file is added on E Permissions Ashley:Sheeks
4 »
o My flows Description Created
Send yourself or someone else a customized email Sep 28, 2026, 03:52 PM
Ea Approvals whenever a new file is added to a selected SharePoint o Co-owner Set primary owner  Share
document library. Modified
8 ol Sep 28, 2026, 03:52 PM
olutions
Primary owner @ Sheeks, Ashley (DOR)
Sheeks, Ashley (DOR) Type
[~ Automation center Automated
[ Process mining Plan Process mining
This flow runs on owner's (preview)
(& Alhub plan (O]
Mare Improve your flow with
Original template ©F process mining
& Power Platform Import your flow's run history to

28-day run history ()

When your flow runs, you'll see its histary here.

(D All runs

create a process map, then learn
how to make your flow even
better with automated
suggestions.

Associated apps and flows () Edit

You don't have any apps associated with
this flow. Learn more
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