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INTRODUCTION

DAWeb was created to support the high volume of Direct Assessments (DA)
during the annual roll build-up process. In the past, agencies saved DA files on
diskettes or compact disks and sent them through the mail to the Auditor-
Controller to process. A lot of time was spent waiting for the files to arrive,
loading and processing each diskette or CD and sending reports to the agencies.

DAWeb is a web-based application that enables the agencies to submit DA,
Public Utility (PU), Correction files, and corresponding legal documents via the
web and retrieve Parcel Change, History/Detail and Data Transmittal reports
immediately after the files are uploaded and validated. The new application
eliminates the time that it takes to create and mail CDs to the Auditor and receive
reports from the Auditor. The new application improves accuracy, privacy and
security since the information is prepared and submitted by each agency. It will
provide a faster turnaround and will make the Roll Build-up process more
efficient.

DAWeb is to be used only during the Roll Build-up process and should not
be used to submit corrections during the rest of the year.
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RETRIEVING THE PARCEL CHANGE REPORT

**|MPORTANT MESSAGE***

New agencies can not retrieve the Parcel Change report in this section until the current year
transaction file is uploaded to DAWeb. Please proceed to section 2 (CREATING THE EXCEL FILE
INPUT TO DAWEB, P. 10) or section 3 (CREATING THE TEXT FILE INPUT TO DAWEB, P. 20).

Only returning agencies can retrieve the Parcel Change Report in this section.

1A. Open Internet Explorer

e

|rteriet
E=plorer

1B. Log onto DAWeb: http://daweb.auditor.lacounty.gov/

Auditor Controller Welcome, User

User Mame

|auser1

Passward

¥ Remember me | Forgot Password

Page 3 of 109



NOTE: Always check for new messages from the Auditor in the blue message area in the Inbox. The

Message Box (highlighted in blue) will display important announcements regarding DA Processing. Click
anywhere on the blue highlighted area to expand the message box.

Options | Log Out | Help

Welcome, Agency User

Inbox Upload File Document Management Upload Document
| A AR 20 DA PRO PRO ¥ 0 0 ) 1 ¥
I Open Search Panel Submit ]
Fiscal Year Agency # File Type THN Count Total DA AMT Valid Status Upload Date Docs Report Action
There are no records available.
Records per page: | 100 | % Records: 0- 0 of 0 - Pages: 4 4 1

NOTE: Click anywhere on the blue highlighted area to collapse the message box.

MW I Options | Log Out | Help

Auditor Controller V1912 Welcome, Agency User

Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCES SING - PROCE S SING BEGINS ON 8/01/2012... (Hide Details...)

FISCAL YEAR 2012-13 DAPROCESSING
- PROCESSING BEGINS ON 8/01/2012
TAX EXTENSION WILL BE ON 942212012

I Open Search Panel Submit ]
Fiscal ¥ear Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
There are no records available.
Records per page: |100 | ¥ Recards: 0- 0 of 0 - Pages: 4 & 1
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1C. The Parcel Change file for the new fiscal year becomes available at the end of June. Returning
Agencies will retrieve the new Parcel Change Report by locating the previous year’s Direct
Assessment and Public Utility files by clicking on the Open Search Panel tab in the Inbox.

Options | Log Out | Help

Auditor Controller Welcome, Agency User

Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCE S SING BEGINS ON 8101/2012... (Show Details...)

Inbox

I‘ Open Search Panel |I Submit ‘

Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
There are no records available.

Records per page: | 100 |3 Records: 0 - 0 of O - Pages: 4 44 1

1D. Enter the previous Fiscal Year (enter 2011 in FY 2012) and click on the Search button to retrieve all
of your previous year files.

Options | Log Qut | Help

Welcome, Agency User

Inbox Upload File Document Management Uplead Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

Inbox

Search Panel ®

Fiscal Year Im

unt Total DA AMT Valid Status Upload Date Docs Report Action
Agency Number | There are no records available.
File Type IA” j Records: 0 - 0 of O - Pages: o T Y I
valid [l |
Status |AII j
Upload Date
Froml ElTUI B

Search Close Search Panel
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NOTE: More specific searches can be done by entering any combination of the Fiscal Year, Agency
Number, File Type, Valid, Status and Upload Date ranges.

HW II Options | Log Out | Help

Auditor Controller V1912 Welcome, Agency User
Inbox Upload File Document Management Upload Document
Inbox
[ Open Search Panel Submit ‘
Search Panel ot Total DA AMT valid Status Upload Date Docs Report Action
Fiscal Year |2E|']2 | There are no records available.
e Records: 0 - 0 of O - Pages: ik
Agency Mumber I999.99 |
File Type |Direct As_szessment File VE
valid | Al v|
Status I_S__e_ﬁtp_!-ﬂg_inframe VE
Unpload Date
From |7/1/2011 | ET 8312011 |
l Search | Close Search Panel |
SEARCH FEATURES
1 | Fiscal Year Fiscal Year that the Agency Number was processed.
2 | Agency # Direct Assessment Agency Number assigned to each agency by the Auditor-
Controller.
3 | File Type File Type submitted for STR processing. The three file types are as follows:
o Direct Assessment
e Public Utility
e Correction
4 | Valid Indicates if the file submitted is valid (Valid = ‘yes’) or invalid (Valid = ‘no’).
5 | Status Tracks the progress of the agency number throughout the DA process. The
status options are as follows:
e Work In Progress (Agency)
e Work In Progress (Auditor User)
e Pending Review
e Pending Approval
e Supervisor Approved
e Batched
e Sent to Mainframe
e Failed in Batching
6 Upload Date - Indicates the date the file was uploaded to DAWeb.
From: & To: - Date Range of when the file was uploaded.
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1E. Click on the PCL CHG RPT link under the Report column for each of your previous year’'s DA and
PU files. The current Parcel Change file will be run against the previous year’s files to produce the
Parcel Change Report. NOTE: It is not needed to run parcel change for correction files.

l Open Search Panel Submit l

Fiscal Year Agency # ~ File Type TXHN Count Total DA AMT Valid Status Upload Date Docs I Report I Action

- PCL CHG RPT Edit
W 2011 999,99 DA 6,115 $2,329.208.608 YES 08/30/2011 0 Data Transmittal Check Out
History / Detail Report Delete

_ PCL CHG RPT Edit
s 2011 959,55 COR w2 7 £6,100.00 Yes 08/30/2011 0 Data Transmittal Check Out
History [ Detail Report Dealeta

. PCL CHG RPT Edit
- 2011 599.93 COR w1 5 £3,628.37 yes 08/25/2011 0 Data Transmittal Check Out
History/Detail Report Delete

= PCL CHG RPT Edit
W 2011 999.90 DA 1,120 £74,760.00 yes 08/0%/2011 0 Data Transmittal Check Out
History [ Detail Report Delete

= PCL CHG RPT Edit
m 2011 888.88 [ 5,988 £151,.062,450.01 YES 08/0%/2011 0 Data Transmittal Check Out
History f Detail Report Delata

= PCL CHG RPT Edit
W 2011 099.99 DA 5,387 £51,062,900.00 yes 08/08/2011 0 Data Transmittal Check Out
History [ Detail Report Dealeta

- PCL CHG RPT Edit
e 2011 009.90 CA 5,986 £912,750.00 yes 08/04,/2011 0 Data Transmittal Check Out
History/Detail Report Delete

Records per page: | 100 || Records: 1 - 7 of 7 - Pages: i

1F. Blank Parcel Change Report means that there are no parcel changes from the previous year.
This is normal and should not be a concern. Close the document and continue checking other
agency numbers for parcel changes.

Zh &2 | [Find.. an [y a1 or - [100% |-

Main Report

2012  PARCEL CHANGE FILE PARCEL CHANGE REPORT RUN DATE 05/08/2012

AGEMNCY NUMBER 999 99 UPLOAD DATE 08/25/2011 =
TOTAL OLD PARCEL CNT: 4
TOTAL NEW PARCEL CNT: 5

FILE TYPE: Direct Assessment File
FILE NAME: DA_2012_99999 xIs

ID PCL FORMAT STATUS AGENCY NUMBER DA AMOUNT

|£

Done o Trusted sites - 100,
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1G. Export or Print the Parcel Change report for your reference. The file can be exported to PDF or
Excel format. The report will be used in the following section: Creating the Excel Input to DAWeb
(P. 10) or Creating the Text File Input to DAWeb (P. 20)

IS http:{fga4.auditor. lacounty.govidawebacpt/Rpt_PCLCHG.aspx?FilelD=16&DocumentID=1180 - Microsoft Internet Explorer prowi... [Z”E|g|
Y

= £ Find... % % 3 10f1 - [100% |~
Main Report
2012 PARCEL CHAMGE FILE PARCEL CHANGE REFPCRT ° RUM DATE 05/07/2012
AGENCY NUMBER 99999 ° UPLOAD DATE 08/25/2011
9 TOTAL OLD PARCEL CHMT: 4
TOTAL NEW PARCEL CNT: 5

D>
FILE TYPE: Direct Assessment File

FILE NAME: DA 2012 99999 xls

OB OENOREONENNONENC

>

9

PCL FORMAT STATUS AGENCY NUMBER DA AMOUNT
211020202002003 5308032028 1 o 999.99 604.8
211020202002003 5308032040 1 M 0
211062802011001 5314020012 M 0 999.99 288
211062802011001 5314020013 1M T 0
211062802011001 5314020014 1M M 0
211062802011002 5314020008 11 o 999.99 604.8
211062802011002 5314020013 11 T 0
211062802011002 5314020015 111 i 0

NOTE: Listed below are the fields on the Parcel Change Report.

1 | YYYY Parcel Change File | YYYY = year of the Parcel Change File used in generating this report
2 | Parcel Change Report Report Heading
3 | Agency Number Displays the Agency Number used in generating this report
4 | Run Date Date the report was generated
5 | Upload Date Date that the file was uploaded onto DAWeb
6 | Total Old Parcel Count Total count of parcels with status = O (Old)
7 | Total New Parcel Count Total count of parcels with status = N (New)
8 | File Type Direct Assessment File, Public Utility File or Correction File
9 | File Name File name uploaded by agency
10 | ID Assessor ID number used to track parcel changes
11 | Parcel No Property identification number
Indicates how many parcels were affected during the parcel change
e M1 (many to one) — two or more (old + temp) parcels got converted into one
new parcel.
12 | Format
¢ 1M (one to many) — one old parcel got converted to two or more (temp + new)
parcels.
e 11 (one to one) — one old parcel got converted to one new parcel.
Indicates the status of the parcel: N (New), O (Old) or T (Temporary)
¢ Add parcels with ‘N’ status to the new roll and assign assessment amount
13 | Status S Ay
¢ Delete parcels with ‘O’ status for the new roll.
e Do Not Add parcels with ‘T’ status to the new roll
14 | Agency Number Agency number associated with the Parcel Change Report.
Assessment Amount listed on the input file. New and temporary parcels have
15 | DA Amount $0.00 assessments since they were not assessed on the previous year’s input
file.

Page 8 of 109



1K. Proceed to the next step once all of the Parcel Change Reports have been retrieved:

e Creating the Excel File Input to DAWeb (P. 10)
e Creating the Text File Input to DAWeb (P. 20)
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CREATING THE EXCEL FILE INPUT TO DAWEB

2A. Open Microsoft Excel

Microsoft
Office Excel

2B. Enter the fields in the following format:
e Column A — Parcel Number — 10 digits only (no spaces, dashes or letters)
e Column B — Assessment Amount — maximum amount is 99,999,999.99
e Column C — Agency Number — enter one occurrence in cell C1 only

F o |
|ﬁ'1 H9-¢¢-5&0 )+ Bookl - Microsoft Excel - x
S Home Insert Page Layout  Formulas Data Review  View '@J - B X
“"“j .Jd, Arial v 12‘ = % bl A b .E - &
FTEStE o |B =i THA A Alignment Number | Styles | Cells ET %'
- F ||| A - . > - | 2~
Clipboard = Font M Editing
C2 - L ¥
A | o e D | E -
1| 86762432100 1000, 99999
N 8762432101 1000} !
3 6753432102 1000 4
4 6765432103 1000
2 6755432104 1000
B 8765432105 1000
f 8765432106 1000
8 8765432107 1000
9 6760432108 10000.2
10 8765432109 10000 25
M4 4 » »| Sheetl ~Sheet2 ~Sheet3 %3 T m
L Ready
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NOTE: For Agency Numbers with leading or ending zeros, cell C1 must be set to Text format before

entering the agency number. This will ensure that leading and ending zeros are displayed and
not cut off by Excel auto formatting. Agency Numbers with leading or ending zeros must make
sure that the Agency number is 5 digits and in 2 decimal format.

For example, agency number 009.90 should not be displayed on the Excel file as 9.9 or 9.90
as it will result in an invalid agency number.

Follow the steps below to format cell C1 to Text format:

e Right click on cell C1 and select Format Cells... from the pop-up menu.

EE,“ bl - -5 & ] |+ Bookl - Microsoft Excel - = x|
o

e

Home Insert Page Layout Formulas Data Review View 'ﬁ"} - X

=1 & || Arial ~112 - |[|[S - =y General g A K 3 -5
jﬂ B I U~ A EE=EEH|$ % *| 9]~ &~
g E oA (=] [ i | 1028
Clipboard T« Font F] Alignment P Mumber s Editing A
C1 £ £ 990 Arial (12 ~IA & B~ % » <F
A B C BJIEH -~ D-A-M85
1 8765432100 1000 g 9l m
2 87/65432101 1000 b | Cut
3 6760432102 1000 53 Copy
4 68760432103 1000 i3 | Paste
5 8765432104 1000 Paste Special...
6 | 8765432105 1000 T
7 8765432106 1000 .
8 8765432107 1000 EIEE” i
9 8760432108 100002 —
10 8765432109 1000025 s '
11 Sort F
12 | Insert Comment
13 Ilﬁ"' Format Cells...
14 Pick From Drop-down List..,
19 Mame a Range...
TR Sheetl - Sheet? - Sheet3 ¥ & ., Hyperlink..
| Ready P e BTN - i
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On the Number tab under Category, select Text format and click the OK button.

Custom Lists

Nurnber | Aligriment Font Border Fill Prokection

Caktegory:

General Sample
Mumber 0.9
Currency '
Accounting Text Format cells are treated as text even when a number is

Datke in the cell. The cell is displaved exactly as entered,
Time

Percentage
Fraction
Sciertific

Special
Cuskam

[ Ok, I[ Cancel ]

Re-enter the agency number in cell C1 including leading and ending zeros. Agency number
must be 5 digits and in 2 decimal format.

F 1
Iﬁj - ES& ) 7 Bookl - Microsoft Excel g e
- - Home Insert Page Layout Formulas Data Review View @:‘ - X
= X || Ania) -1z ~||=E==|5 ||cenera ~ Al ml = &7~
o Bz uA ][ Em - [5-% e | | - 8
= L3 Y e || W : ey oy T €5 elis -
- F | E] A [EE ] |||W8 - || - -
Clipboard ™ - Font '3_ Alignment__ ] Number ™= Editing _
Cc2 > Q S | ¥
. A | B e D . E . F 3
1 8765432100 1000 '009.90
2 | 8765432101 1000 1
3 | 8765432102 1000 =
4 8762432103 1000
o 8762432104 1000
6 | 8769432105 1000
[ 8762432106 1000
6 8762432107 1000
9 8765432108 10000.2
10 | 8765432109 10000.25
4 4 b b | Sheetl . Sheet? - Sheet3 - ¥J TN Il '
Ready | ” /
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NOTE: The following formats are accepted:

Currency

General —
Number — Used for Assessment Amount only

Used for Parcel Number, Assessment Amount, Agency Number

— Used for Assessment Amount only

Accounting — Used for Assessment Amount only
Text — Used for Agency Numbers with leading and ending zeros.

Format Cells @E]

MNumber | Abgnment Fonit Border Fill | Protection
Cabegory:
General Sample
MNumber
CUrmEnCy
Huocounkin Text Format cells are treated as text even when a number is

Diabe

Tirnee
Fercentage
Frackion
Schenkific

ko

Bt

ir the cell, The cell is displaved exactly as entered,

i o ] l Cancel I

NOTE: Do not use the following formats:

e Date, Tim

Format Cells

Mummber

Category:

| General
MNumber
CUrrEncy

e, Percentage, Fraction, Scientific, Special, Custom

o
X

Algnment i Font § Border Fill _Fn:ul:ed:i-:ur't

Sarnple

Text format cells are treated as bext even when a number is
in the cell, The cell is displayed exactly as entered.

i Ok J [ Cancel
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NOTE: Enter the Parcel Number, Assessment Amount and Agency number only.

Do not include the following:

e Headings
e Totals/Sum
e Calculated cells
e Hidden columns or rows
’rﬁ{i-:':'a H9-:-EZ& 0 = Bookl - Microsoft Excel - = X
- - Home Insert Page Layout Farmulas Data Review View Developer @ - ™ ‘K
== X | Arial ~{1a ~|[l=S== = Text - Selnsert~ | X - Agp
F:ai 5 ||B L U vllgf | |§ E EI@' [ B e | Sis ?ﬁ"Delete' 3 g Flﬁ&
- F || || = i?l@_‘»’j %o 3% - || BIFormat - || 2~ Fitter = select~
Clippboard M= Font r,._ Alignment_" ] Mumber = Cells Editing -
C3 ~( I | ¥
A B G D - G =
1
2 8765432100 1000.00 '099.90 \ J
3 (8765432101 '1000.00 | V
4 (8765432102 1000.00 Column ‘E |
5 8765432103 1000.00 Snould not be |
6 8765432104 1000.00
7 8765432105 "1000.00
8 8765432106 1000.00
9 8765432107 1000.00
10 /8765432108 10000.20
11 8765432109 10000.25
12 |
4 4 » M| Sheetl - Sheet? - Sheet3 - ¥1 [ | m
. Ready ﬂ 100%:
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NOTE: Please exclude parcels where the first four digits are less than ‘8900" AND the last three
digits end between (‘800’-'999’). These Non-assessable parcels are government owned, which are
exempt from Direct Assessments.

F 4 |

|':H:: |- & ] 5 Bookl - Microsoft Excel g
Wi
x

Home | Insert | Page Lay | Formula | Data | Review | View | Develop | @ - ™
I I |

== % || Arial ~l1z2 - = " AlllgEll =~ -
o |B = ET”A: ﬂ.'|m_ |/ Numb Styl Cell !ET Iﬁ'
ignment Mumber es ells &
| A : : o | -
Font P Editing
- Joc -
B [..C D | E | B
NON-ASSESSABLE:
1" four digits < ‘8900’ and
last three digits between
(‘800’-'999")
18900000801
L
8940222999
ASSESSABLE:

8950333894 > 1% four digits >= ‘8900’

and last three digits
between (‘800’-'999’)

e
4 4 » M| Sheetl -~ Sheet2

Ready | ﬂ |

LS
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NOTE: Populate only one sheet. The extra sheets must be deleted or left blank.

@ H92--B5&0 = Bookl [Group] - Microsoft Excel - = X
== | Home | Inset  Pagelayout  Formulas  Data  Review  View @ - = x
ﬁ ;J-l.riar B A |é_§;| Eﬁ General * -&_-, E‘“II'I-SEI‘["
Past A BIU || A 1|I||= §§|T:|$ | ISt]rI |§*Dﬂmv E" Szrt& :ﬂl
BEEE: .|| e e, 25 0 In
- F||[E ]S A |r— || 9| |||TEE 8 ‘@Fﬂmﬁt' 2 Filter - Seledt~
Clipboard ™| Font r:.._. Alignment li_i| Mumber s Cells Editing
A1 - £ ¥
4 < VU NN SN NN 5 S [N -] N =TS NN N S - [N
‘! | |
Ll
3
| 4| A
B I
| 6
L]
R Delete or Leave extra
10 sheets blank
Il
|12
13 |
RS M | Sheetl | Sheet2 . Sheet3 .
| Ready |
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2C. Listed below is a Table of the Formatting Guidelines:

FIELD: GUIDELINE: EXAMPLE OF ERROR:
If the first four digits of the Parcel
number is less than ‘8900’ then 5934820883
the last 3 digits must not end
in 800-999. Those are exempt 8584827999
and can not be assessed.
876543210 (9 digits)
Must be 10 digits long
87654321089 (11+ digits)
8765 432 100
) 8765-432-100
Must be all numeric (No
PARCEL spaces, dashes, letters or 8765432K 00
special characters such as
$,&,%,% |, #, @, etc.)
8765%32100
876543210@
. . 8765432100
Must not contain duplicate
arcels
P 8765432100
Direct Assgssment Parcels must 9876543210
not start with ‘9
Pybh‘c,UtlIlty Parcels must start 8765432100
with ‘9
Must not exceed 99,999,999.99 123,456,789.01
1,234.5H
Must be all numeric (No letters $1234.50
or special characters such as
$.&,%,% 1, #, @, etc.) 1234.50*
ASSESSMENT AMOUNT 12&4.50
Must be positive amount —1234.50
Must not be more than two 1,234.567

decimal format

DA and PU files must not
contain $0 assessment amount

0.00 or 0 not accepted

Only Correction files can have
$0 assessment amount

$0 DA or PU amount

AGENCY NUMBER

Must be entered in cell C1 on
the Excel file

Must be in two decimal format
(XXX.XX)

9999.9

99.999

9.9999

.99999
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9999

999.9
Must be five digits 9.999
AGENCY NUMBER

99.9
99.9

Must be all numeric (No letters

or special characters such as 99F.99

$,8,%,% |, #, @, etc.)

2D. Save and name the Excel file with the following naming convention:
File Type: Naming Convention: Notes:

NOTE:

Direct Assessment

DA_20YY XXXXX

YY = Fiscal Year, XXXXX = Agency #

Public Utility

PU_20YY XXXXX

YY = Fiscal Year, XXXXX = Agency #

Correction (DA or PU)

COR1_20YY_XXXXX
COR2_20YY_XXXXX
COR3_20YY_XXXXX
COR4_20YY_XXXXX

YY = Fiscal Year, XXXXX = Agency #

‘Save as type:’ can be either Excel 2010 or 2007 Workbook (*.xIsx) or Excel 97-2003
Workbook (*.xls)

Save in:

|5 2012 D files

21|

Nl @-3 X -

s My Recent
Dacuments

[} Deskhop

ey

Documents

3
Computer

Q My Metwork,
Places

File name:

Save as bype:

DA_z012_00990,xlsx

Excel Wiarkbook {*xls:)

Tools |- |

Excel Macro-Enabled Workbook, (*,xlsm)

Excel Binary Workbook (*,xlsh) l

Excel 97-2003 Workbook, (*.xls)
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2E. Proceed to the following sections after the files have been formatted and saved.
e Upload Original Direct Assessment File (P. 25)
e Upload Public Utility File (P. 44)
e Upload Correction File (P. 59)
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CREATING THE TEXT FILE INPUT TO DAWEB

3A. Open Notepad or WordPad

Mokepad WordPad

3B. Enter the following fields on the first row:

Parcel Number — 10 digits only (no spaces, dashes or letters)
Assessment Amount — max is 99,999,999.99
Agency Number — enter one occurrence in row 1 only. Must be 5 digits and in 2 decimal

format.

NOTE: Must use a comma between each field. Use commas only. Also, do not use any spaces,
letters, dashes or special symbols or characters (!, @, #, $, %, », &, *, etc)

I Untitled - Notepad [Z”E|E|
File Edit Formak Wiew Help
BYa5432100,1000, 00,009, 90

J

%

FIRST ROW
PARCEL,AMOUNT,AGENCY #

Must use a comma between each field.
No spaces, dashes or characters.

Ln 1, Col 26
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3C. Enter the following fields after the first row:

e Parcel Number — 10 digits only (no spaces, dashes or letters)
e Assessment Amount — max is 99,999,999.99
e Do not enter Agency Number after the first row.

NOTE: Must use acomma between each field. Use commas only. Also, do not use any spaces,
letters, dashes or special symbols or characters (!, @, #, $, %, *, &, *, etc)

£ Untitled - Motepad
File Edit Formak ‘iew Help

BF654:2100,1000, 00,009, 00
B7A5432101, 1000, 000
87054 2102,1000,00,
5763452105,1000, 00, PARCEL and AMOUNT ONLY after
8765432104, 1000, 00, the first row

87654 :2005,1000, 00,

BY65432106,1000, 00, Must use a comma between each field.
B7a5432107,1000, 00, No spaces, dashes or characters.
87605432108,1000. 00,

8765432109, 1000, 00

| 2

Ln 11, Col 1
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3D. Listed below is a Table of the Formatting Guidelines:

FIELD: GUIDELINE: EXAMPLE OF ERROR:
If the first four digits of the Parcel
number is less than ‘8900’ then 5934820883
the last 3 digits must not end
in 800-999. Those are exempt 8584827999
and can not be assessed.
876543210 (9 digits)
Must be 10 digits long
87654321089 (11+ digits)
8765 432 100
) 8765-432-100
Must be all numeric (No
PARCEL spaces, dashes, letters or 8765432K 00
special characters such as
$,&,%,% |, #, @, etc.)
8765%32100
876543210@
. . 8765432100
Must not contain duplicate
arcels
P 8765432100
Direct Assgssment Parcels must 9876543210
not start with ‘9
Pybh‘c,UtlIlty Parcels must start 8765432100
with ‘9
Must not exceed 99,999,999.99 123,456,789.01
1,234.5H
Must be all numeric (No letters $1234.50
or special characters such as
$.&,%,% 1, #, @, etc.) 1234.50*
ASSESSMENT AMOUNT 12&4.50
Must be positive amount —1234.50
Must not be more than two 1,234.567

decimal format

DA and PU files must not
contain $0 assessment amount

0.00 or 0 not accepted

Only Correction files can have
$0 assessment amount

$0 DA or PU amount

AGENCY NUMBER

Must be entered in cell C1 on
the Excel file

Must be in two decimal format
(XXX.XX)

9999.9

99.999

9.9999

.99999
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9999
999.9
Must be five digits 9.999
AGENCY NUMBER
99.9

99.9

Must be all numeric (No letters
or special characters such as 99F.99
$,8,%,% |, #, @, etc.)

3E. Save and name the Text file with the following naming convention:

File Type: Naming Convention: Notes:
Direct Assessment DA 20YY_ XXXXX YY = Fiscal Year, XXXXX = Agency #
Public Utility PU_20YY_XXXXX YY = Fiscal Year, XXXXX = Agency #
Correction (DA or PU) COR1_20YY_XXXXX YY = Fiscal Year, XXXXX = Agency #

COR2_20YY_XXXXX
COR3_20YY_XXXXX
COR4_20YY_XXXXX

NOTE: ‘Save as type:’ should be Text Documents (*.txt) and click the Save button.

&,
)

File name: DA_2012 500000 1t <~ |
Save as lwpe: | Text Documents [ bt j Cancel |

Ercading: |,f_\N5| ﬂ

Page 23 of 109



3F. Proceed to the next step after the files have been formatted and saved.
e Upload Original Direct Assessment File (P. 25)
e Upload Public Utility File (P. 44)
e Upload Correction File (P. 59)
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UPLOAD ORIGINAL DIRECT ASSESSMENT FILE

4A. Open Internet Explorer

e

Internet
E =plarer

4B. Log onto DAWeb: http://daweb.auditor.lacounty.gov/

DAWeb

Auditor Controller Welcome, User

Uszer Mame
|cuser1

Password

¥ Remember me | Forgot Password
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4C. To upload a file, click on the Upload File tab.

Options | Log Out | Help

Auditor Controller Welcome, Consultant User

Document Management Upload Document

[ Open Search Panel Submit ]
Fiscal Year Agency # File Type THN Count Total DA AMT Valid Status Upload Date Docs Report Action
There are no records available.
Records per page: | 100 | Records: O - O of O - Pages: 4 1

4D. Perform the following upload steps:
1. Select the type of file (Direct Assessment file) to upload.
2. Enter Agency number to upload. Agency number must be 5 digits and in 2 decimal format.
3. Click the Browse button and select file to upload.

M‘W&b —
: Auditor Controller Welcome, Consultant User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

| & Direct AssessmentFile |
" Public Utility File
" Correction File

pload:
[999.99]
0= o = i format (s}
3. Select File to upload:
| [ no files selected ]

4. Press upload:
Upload |
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4E. Select a file to upload and click the open button.

select file{s) to upload by gad4.auditor.lacounty.go¥ ilﬂ

Laak jn: [ 5 2012 TEST FILES 5] - @k

S COR_2012_99999,xis

S CORY1_2012_85885,xs
S CORY1_2012_99990,xs
S Corvi_z012_99999, s
S Corvz_z012_99999, s
S Da_z012_00990,xs

S Da_z012_g565a, s

S Da_z012_99990,x0s

S Da_z012_99999 100K, xs
D_2012_ 99999, 3)s
S pU_2012_00990,xls
Py 2012 99999,4s

Documents

m:.

Deszkko Ju}

Y

My Documents

.

by Computer

File name: ID.-'i‘-._EEI'I 2 999399 xl= j | Open “
Files af bype: I 7 S o[ A S | j Cancel |

y/

Note: Below are the average Excel and Text file upload times during peak hours of DAWeb access.
Files with more than 150,000 records will be part of the nightly upload cycle and will be
ready for processing the following day.

NUMBER OF RECORDS IN FILE AVERAGE UPLOAD TIME FOR EXCEL FILES
5,000 or less Less than 1 minute

5,001 - 10,000 1 minute
10,001 — 30,000 1 — 2 minutes
30,001 — 40,000 2 — 3 minutes
40,001 — 50,000 3 — 5 minutes
50,000 — 75,000 5-10 minutes

75,000 — 100,000 10-15 minutes

100,001 — 150,000 25-30 minutes
150,001 or more Overnight
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4F. Click on the Upload button after the file has been added.

NOTE: Hold pointer over the white file area to display file name

Options | Log Out | Help

Auditor Controller Welcome, Consultant User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
¥ Direct Assessment File

" Public Utility File
" Correction File

Hold pointer over the white area to
display the file name

2. Enter agency number to upload:

599 93

Must be & digits and in 2 decimal format (xoox.xx)

3. Select File to upload: /
MDA_2012_99999.¥ls | Bronse
| 345.50K0 |

4. Press upload:
Upload !i
4G. A message will pop up under the Upload button after the file loaded successfully. To load
additional file(s), repeat steps 4D — 4G.

HW lI Options | Log Out | Help

Auditor Controller v1.9.10 Welcome, Consultant User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
& Direct Assessment File
" Public Utility File
" Correction File

2. Enter agency number to upload:

Must be 5 digits and in 2 decimal format (oo xox)

3. Select File to upload: .
| [ no files selected ] | Broee |
| |

4. Press upload:
Upload |

DA_2012_99999.xs

|| Successfully uploaded files: I
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NOTE: Large files (approximately over 150,000 transactions, .xIsx or .txt files greater than 2 MB or
Xls files greater than 5 MB) will be imported to DAWeb after business hours and will appear in
the Inbox the following morning and a large file message will display at the bottom of the
upload page. If the large file is uploaded before 10:00 p.m., it will be available the
following day.

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
(¥ Direct Assessment File
O Public Utility File
0 Correction File

2. Enter agency number to upload:

Must be 5 digits and in 2 decimal format (xooox)

3. Select File to upload: .
| [ no files selected ] ﬁm
| |

4. Press upload:

Successfully uploaded files:
DA99999 150001 txt
Large files will be imported today after business hours. Check DAWeb for your file tomorrow.

NOTE: If the Agency Number entered on the Upload page does not match the Agency Number on the
uploaded file, then a pop-up message will ask you to select the correct Agency Number.

Options | Log Out | Help

Auditor Controller v19.10 Welcome, Consultant User

Inbox Upload File Document Management Uplead Document

Upload File

1. Select File Type:
* Direct Assessment File The agency number on uploaded file does not match with input. Please select an agency
number:
™ Public Utility File
999.99
" Correction File You entered: ©
. 999.90
2. Enter agency number to upload: on file: =
[399.99
Must be & digits and in 2 decimal format (=04 Select | Cancel |
3. Select File to upload:

4, Press upload:
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NOTE: If the uploaded file contains an invalid Agency number that you do not have access to, the
invalid Agency number can not be selected and the pop-up message will state that ‘“You do not have
access to this Agency number’.

¢ |f both Agency numbers are incorrect, then click Cancel and repeat steps 4D — 4G.

Options | Log Out | Help

sultant User

v-1.9:1.0

Inboax Upload File Document Management Upload Document

Upload File

1. Select File Type:
_ _ The agency number on uploaded file does not match with input. Please select an agency
% Direct Assessment File it B

= Public Utility File 999.99
_ X You entered:
" Correction File c

58588 e You do not have access to this AGENCY
2. Enter agency number to upload: onfile: " : number
|999.99
Must be 5 digits and in 2 decimal format (204
H £ Select Cancel |

3. Select File to upload:
| [ no files selected ]

Options | Log Out | Help

Auditor Controller Welcome, Consultant User

Upload File Document Management Upload Document
Upload File

1. Select File Type:

¥ Direct Assessment File
" Public Utility File
" Correction File

2. Enter agency number to upload:

Must be S digits and in 2 decimal format (xooxo)

3. Select File to upload: :
| [ no files selected ] | Browee |
| |

4. Press upload:
Upload |

Successfully uploaded files:
DA_2012_99999 xls
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4.

Sample of the Inbox.

Auditor Controller

Upload File

Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

=IO O O OO0 ® ®
— e —

Fiscal Year | Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
- PCL CHG RPT Edit
& W 2012 999,93 oA 6,113 %2,329,208.68 yes 03/02/2012 0 Data Transmittal Check Out
History/Detail Report Delete
PCL CHG RPT Edit
E = 2012 995.90 CA 1,120 %74,760.00 no 04/27/2012 0 Data Transmittal Check In
History/Detail Report Delete

Records per page: |100 |3 Records: 1 - 2 of 2 - Pages! 1

NOTE: Listed below are descriptions of the Inbox fields.

1 | Fiscal Year Fiscal Year that the Agency Number was processed.

2 | Agency # Direct Assessment Agency Number assigned to each agency by the Auditor-
Controller.

3 | File Type File Type submitted for STR processing.
3 file types: Direct Assessment (DA), Public Utility (PU) and Correction
(COR, COR v1 —v5) files.

4 | TXN Count Total transaction count on the input file

5 | Total DA AMT Total assessment amount on the input file

. Indicates if the file submitted is valid (Valid = ‘yes’) or invalid (Valid = ‘no’).

6 | Valid o . .
Invalid files must be fixed before proceeding.

7 | Status Tracks the progress of the agency number throughout the DA process.

8 | Upload Date Indicates the date the file was uploaded to DAWeb

9 | Docs The number of legal documents submitted by an agency (ie: Resolution,
Agency Information Sheet, Billing Agreement, and Data Transmittal).

10 | Report PCL CHG RPT: Generates the Parcel Change Report by clicking on the link.
Data Transmittal: Generates the Data Transmittal by clicking on the link.
History: The status of the agency number throughout the DA process.
Detail RPT: Generates the Detail Report by clicking on the link.
Check In / Check Out:
Check In allows other users with access to the same Agency number to access,
edit or submit the file.

11 | ACTION Check out allows a user to lock the file and keeps other users with access to the
file from accessing, editing or submitting the file.
Edit: Click on the ‘Edit’ link to correct errors in the Edit mode.
Delete: Click on the ‘Delete’ link to delete the file from the Inbox.
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4J). Fields #1- 9 can also be sorted by clicking on each column header. Ascending sort is indicated
by * . Click the same field again for descending sort ™. The example below is sorted by Agency #.

Options | Log Out | Help

Welcome, Consultant User

Upload Document

O ONIOL0

ONO,

Open Sea @
Fiscal Year | Agency # «{File Type ®KN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit
I_ m 2012 999.90 oA 1,120 £74,.760.00 [a1=] 04/27/2012 0 Data Transmittal Check In
History/ Detail Report Delete
. PCL CHG RPT Edit
|l M 2012 995.99 =13 6,115 $2,329,208.68 yes 05/02/2012 0 Data Transmittal Check Qut
History/ Detail Report Delete
Records per page: | 100 1% Records: 1 - 2 of 2 - Pages: y i

4K. The example shows the Inbox with Fiscal Year (2012), Agency number, File Type (DA) and Status
(Work in Progress). One file is valid (Valid = ‘yes’) and one is not valid (Valid = ‘no’). Proceed to the
next step if Valid =‘yes’. If Valid = ‘no’ then proceed to ‘Correcting a File in Edit Mode’ (P.72).

NOTE: THE PARCEL CHANGE REPORT AND HISTORY/DETAIL REPORT LINK ARE DISABLED
WHEN VALID = ‘NO’. TO FIX THE FILE IN EDIT MODE PROCEED TO (P. 72).

Options | Log Out | Help

Welcome, Consultant User

Upload Document

[ Open Search Panel l Submit ]
Fiscal Year Agency # = File Type XN Count Total DA AMT Valid Status Upload Date Docs Report Action
—
PCL CHG RPT Edit
= wmj 2012 959.90 DA i.120 $74,760.00 no 04/27/2012 0 Data Transmittal Check In
History/ Detail Report Delete
- PCL CHG RPT Edit
|l | 2012 995.99 =13 6,115 $2,329,208.68 yes 05/02/2012 0 Data Transmittal Check Qut
History/ Detail Report Delete
Records per page: | 100 % Records: 1 - 2 of 2 - Pages: v i
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4L. For the valid file, click on the PCL CHG RPT link under the Report column to retrieve the Parcel
Change Report. The report can be exported to PDF or Excel.

m Options | Log Out | Help

Auditor Controller Welcome, Consultant User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

| Open Search Panel ‘ Submit ]
Fiscal Year Agency # = File Type THXN Count Total DA AMT Valid Status Upload Date Docs I Report I Action
PCL CHG RPT Edit
I- - 2012 559.50 DA 1,120 £74,760.00 no 04/27/2012 0 Data Tra ittal Check In
History/ Detail Report Delete
— PCL CHG RPT Edit
[ ] i 2012 959,99 DA 6,115 $2,329,208.68 | yes 05/02/2012 0 Data Transmittal Check Out
History/ Detail Report Delete
Records per page: | 100 || Records: 1 - 2 of 2 - Pages: 4 4 1

4M. Blank Parcel Change Report means that there are no parcel changes for the respective agency.

/= http:/ /qa+.auditor lacounty.gov/dawebacpt/Rpt_PCLCHG.aspx?FileID=16&DocumentID=116& - Microsoft Internet Expl = |I:I| Xl
-
= =S ‘ Find... an Cw o[ 1o ~ [100% -
Main Report

2012 PARCEL CHAMNGE FILE PARCEL CHANGE REPORT RUN DATE
AGENCY NUMBER 999 99 UPLOAD DATE

TOTAL OLD PARCEL CNT: 05/02/2012

TOTAL NEW PARCEL CNT:

FILE TYPE: Direct Assessment File

FILE MAME: DA_2012_99999.xls

05/02/2012

D PCL FORMAT STATUS AGENCY MUMBER DA AMOUNT
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NOTE: Export or Print the Parcel Change Report if it is not blank and proceed with the following

options:

e Delete the current file from the Inbox and upload new
file with parcel changes included in the file

Go to Creating the Excel File Input (P.10)
or Creating the Text File Input (P. 20)

o Add New Parcels and delete old parcels in Edit mode

Go to Correcting a File in Edit Mode (P. 72)

e Complete Upload Original DA file process AND
e Submit parcel changes as corrections

Go to Upload Correction File (P. 59)

b & | [ Fina.. A% | T o[ 1 0f1 - [100% |-

l Main Report ]

TOTAL OLD PARCEL CHNT:

TOTAL NEW PARCEL CNT:

FILE TYPE: Direct Assessment File
FILE NAME: DA_2012_99999 xls

D PCL FORMAT STATUS

2012 PARCEL CHAMNGE FILE PARCEL CHANGE REFPORT
AGENCY MUMBER 99999

RT=1E

RUMN DATE 05/02/2012
UPLOAD DATE 05/02/2012

AGENCY NUMBER DA AMOUNT

211020202002003 5308032028 1
211020202002003 5308032040 M1
211062502011001 5314020012 M
211062502011001 5314020013 ™
211062802011001 5314020014 1M
211062802011002 5314020008 M1
211062802011002 5314020013 M1
2110625802011002 5314020015 M1
211071308001001 5308019029 ™
211071308001001 5308019041 M
211071308001001 5308019042 ™

ZE20ZH0=Z4H0Z0

999.99 6048
0

999.99 288
0

0
999.99 604.8

999.99 604.

|Dc-ne

[ [ [ | [ [oF trusted sites [® 100 ~ 4

4N. Click on the History/Detail Report link under the Report column to see the parcel and amount detalil
in the uploaded file. The Detail Report can be Exported as .csv file for accounts with 150,000

transactions or less.

NOTE: Contact the DA Unit if you need to export a file larger than 150,000 transactions.

Options | Log Out | Help

Welcome, Consultant User

Upload Document

Inbox Upload File Document Management
l Open Search Panel “ Submit J
Fiscal Wear Agency # & File Type THN Count Total DA AMT
[~ ] - 2012 999.50 oA 1,120 £74,760.00
| ._, 2012 995.99 DA 6,115 $2,329,208.58
Records per page: | 100 ==

Valid

no

yes

Status Upload Date D1:u3| Action
o T Edit
04/27/2012 0 Data Tr Check In
History,/ Det Delete
Pl PCL CHG RPT Edit
05/02/2012 0 Check Out
Histo Detail Repo Delete

Records: 1 - 2 of 2 - Pages: 1
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40. To export the Detail Report as .csv file, click the Export Transactions to File button.

Options | Log Out | Help
¢ ! - Auditor Controller

Welcome, Consultant User

Inbox Upload File Document Management Upload Document

File History/Detail Report

Back

Fiscal Year 2012
Agency Mumber 99999
File Type Direct AssessmentFile

File Mame DA_2012_99999xls

File History
History Updated By Updated Date
File has been uploaded User, Consultant 05/02/2012

Records: 1 - 1 of 1

Dietail Report

Export Transactions to File

Show Filter - Records: 1 - 50 of 6115 - Pages: ilz|a2lal|S
# Parcel NHumbear Amount Comment
1 5301028035 288
2 5201028036 288
3 5301028051 288
-4 S201028052 2ge
S S320102B8054 zge
(= S30680068001 z88
7 S20s008024 2ge
=} S206006025 zge
=) S306006048 5804.8

= ——

4P. Click the Save button to save the file.

File Download |

Do you want to open or save this file?

[r;' j Mame: 2012_999,99 Direck_Assessment_File,csw
d, Type: Microsoft Office Excel Comma Separated Values Fil...
From: ga4.auditor.lacounty, gow

Open | I Save I

I
-

harm your computer. If you do nat trust the zource, do naot open or

gj YWhile filez fram the [ntermet can be uzeful, zome files can patentially
zave this file. What's the nsk?
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4Q. Choose the location you want to save the file to and click the Save button.

savens 2 x|
Savejn: |9 2012-TEST-DETAILRPT = O F -

by Documents

™

ty Computer

File name: |2EI1 293999 Direct_tzzeszment_File.cav j |
Save as bpe: IMiu:n:usu:uft Office Excel Comma Separated "v"aluej Cancel |

.

4R. Click the Close button once the file is downloaded completely.

Download complete - 0] x|

— Download Complete

Downloaded: 126KE in 1 sec
Download to: 12012 999,99 Direck_Assessment_Fi...
Transfer rate: 126KR/9ec

™ Close this dialog box when download completes:

Open Open Eaolder |
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4S. Locate the .CSV file on your network.

& 2012-TEST-DETAIL-RPT —10] =]
File Edit Miew Faworites Tools  Help | i ;'
- =Y - ® e -

G Back. \‘__J l_‘_ﬁ‘ P Search H— Folders = [ 3 x n

Address | H:\PROPERTY\DAYDAMWED ProjectiMANUALS\2012-TEST-DETAIL-RPT =] Go
Mame = | Size | Tvpe | Crake Modified |
@2012_‘399.99_CDrrectiDn_FiIe_versiDn1 LC5Y 1 KB Microsoft Office Exc... SJ/3J2012 4:07 PM

L Direck_a, rmenkt_| Sy 127 KB Microsoft OFfice Exc... 5f2/2012 2:29 PM

@2012_999.99_Pub|ic_Ut|I|ty_FiIe.csv 1 KE Microsoft Office Exc... S/3j2012 4:09 PM

4T. Right click on the file and select Open With, Choose Program...from the drop down menu.

& 2012-TEST-DETAIL-RPT =10] x|

File Edit ‘View Faworites Tools  Help | .1','
- Y - & I -

e Back. s lj]“ s Search i Folders ' [ 3 x g

ddress |3 H:\PROPERTYIDAIDAWED ProjectiMANUALS|2012-TEST-DETAIL-RPT -] Go
Mame =~ | Size | Tvpe | [Dake Modified |
|IlEZDI2_‘:—!':-!‘:—!.‘I—J'I-J_Cu:urrEu:I:iu:un_FiIe_w'ersiu:un1 \C5Y 1 KB Microsoft Office Exc... Sf3/2012 ;07 PM

L | N ent_File, *STKE Microsoft Office Exc...  SJzf2012 2:29 PM
5] 2012_999.99_Public_Utility_File.csv SLL

Brint B Microsoft Office Exc...  S)3f2012 4:09 PM
rin

Cpen with MPPrinkYigw

Male Available OFFline

Open With Ij_;' Microsoft Qffice Excel

K Scan for threats. .. 4 Notepad
€& Internet Explorer
63 WinZip

Send To

ose Program...

Cuk
Copy

Create Shorbout
Delete
Rename
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4U. Select Excel or Notepad from the list and click the OK button. The .CSV file can be saved as Excel
(97-2003, 2007, or 2010) or Text file. Excel 2007 will be used in this example.

openwith 21 x|

- j Choose the program wou wank bo use ko open this File:

File: 2012 999,99 Direct_Assessment_File.csy

—Programs
Recommendsd Programs: =
"_fé Internet Explorer
[r;| Microsoft Office Excel
3 Motepad

Other Programs:
H Adobe Reader 8.1
,1!]_ HostExplorer Far Win3z L
=% iGrafx Executable
Microsoft Office InfoPath
|_'L_§I Microsoft Office Picture Manager

@ Microsoft Office PowerPoink
| P - .. R T | LI

[~ always use the selected program ko open this kind of File

Erowse, .. |

IF the program wou wank is nat in the lisk or on your computer, you can ook

for the appropriste program on the Weh.
(0] 4 I Cancel

Click on the Office button and select Save As.

2012 999.99_Direct_Assessment_File.csy| z 3 T
2012 999.99 Direct_Assessment_File.csv - Micros..., - B X

e PRy e e Formulas | Data | Review | View | Developer |6 — = 3

[y Excel Workbook
50 | Save the file as an Excel Workbook,

= —_— Lkl - -
= % A £ 2%
= Excel Macro-Enabled Workbook
lix s b
T i';! Save the workbook in the XML-based and | I I'G"l T % o
iaetierabled Hiefomiat Alignment| Mumber || Styles Celis
[ Excel Binary Workbook o - - - ,2 et

|masa| Save the workbook in a binary file format
optimized for fast loading and saving,

xl
o
=
=
B

=)

| Excel 37-2003 Workbook

ekt £ # Z
H o D E = G _
: fnount  Comment
. . ‘—el Find add-ins for other file formats EEE
‘I:' i gtph:r:::e";:::;i\sdialogboxtoseled:from 288
- all possible file types.
[ Close 288
|13 Excel Options | | X Exit Excel 288
i} 5 5301028054 288
Fi & 53060006001 288
a8 Fi 5300000024 288
= | 3 53000060025 288
10 _ 9 23000060048 60418
11 | 10 5306006053 288
4 4 b | 2012_999.99_Direct_Assessment_F - 72 NI il .
L Ready | =3 EH
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4V. Set ‘Save as type’ as Excel Workbook (.xIs or .xIsx) and click the Save button.

Saveas 21 x|
Savein:  |[C) 2012-TEST-DETAILL-RPT = @-3 X Ci B
My Recenk
E9Du3u:uments
@Desktop
e

Documents

Compuker

.‘g My Mekwork
Places

File name: 2012_999.99_Ditect_pssessment_File.xls: -

save asbype e ol workbook (%, s -

Tools |- | Save II Cancel |

P

4W. The Detalil file extension has been updated to .xIsx in the example below.

E 1
."E!n i O - = |@I.z:|: =l 2012 999299 Direct Assessment_File.xlsx § Micro... - B X
W28 .

- Home || Imsert | Page Layout | Formulas Data Rewiew | View  Developer & — @ X
=2 M ||| Catibri 11 - = o, A al X~ -
F'_T=I 2 lB s i ?“A‘L ﬁ:l Adi N b Stwl Cell ZT iﬁv
aste T ignmen umber 25 ells
= F | D A % o o = AT
Clipboard = Font ] Editing
Al ~ (= | # ¥

[ B e | o | e | ¢ | @ .
: 1__1# !Parcelmumber Armount Comment
2 1 5301028035 288

3 2 5301028036 288
4 3 5301028051 288
i 4 5301028052 288
] 5 5301025054 288
) o 5300000001 288
8 7 5306000024 288
9 _ 2 S306006025 288
lﬂ_ 9 5300000048 old.8
11_ 10 5306006053 288
M 4 » b | 2012_999.99_Direct_Assessment_F < 70 I m '
Ready | 53 EHi
L
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4X. Click the Data Transmittal link under the Report column to verify the Total Parcel Count and

DA Amount.

W Options | Log Out | Help

Auditor Controller Welcome, Consultant User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

[ Open Search Panel " Submit ]
Fiscal Year Agency # 4 File Type THXN Count Total DA AMT Valid Status Upload Date Docs Action

PCL CHG RPT Edit
|_ m 2012 9949.90 DA 1,120 £74,760.00 no o4f27/2012 [}] Data Transmittal Check In
History/Detail Report Delete
= RCICHOBD Edit
I_ i 2012 995.93 DA 6.115 £2,329,208.68 Ves 05/02/2012 0 Data Transmittal | Check Out
istory [ Uetaill Repo Delete

Records per page: | t00 || Records: 1 -2 of 2- Pages: 44 44 1

4Y. The Data Transmittal amounts must match your expected totals. If they do not match then the
input file should be reviewed to make sure all parcels are assessed properly and re-upload a
corrected file or make corrections to existing file in Edit Mode (P. 72).
e Click one of the icons below to Print or Save the Data Transmittal.
e The Auditor requires a signed Data Transmittal as 1 of the 4 Legal Documents.
e The Data Transmittal must be signed, scanned as PDF and uploaded to DAWeb (see Upload
Legal Documents, P. 93).

/= http://ga4.auditorlacounty.gov,/dawebacpt; DataTransmittal.aspr?DocumentID=1179 - Microsoft Internet Explorer provided by LA

JRETES|

slale- ¢ ee= - o HiFE -

DATE: May 02, 2012
i To: Department of Auditor-Controller
Property Tax Division
Diract Assessment Unit
(2] ATTN: Aquilla Ivery-Simmons
FILE TYPE: Direct Assessment File
AGENCY ACCOUNT NUMBER: 999,99
AGENCY DESCRIPTION: LA test
TOTAL ASSESSMENT AMOUNT: $2,329,208.68
TOTAL PARCEL COUNT: 6,115

This is to certify that the Total Assessment Amount and Total Parcel Count for our Agency Account Number listed
above is correct and that we are authorized to add this Direct Assessment amount onto the Fiscal Year 2012-2013
Secured Tax Roll (STR].

Authorized By:

Signature Date Signed

Mamez and Title

If there are any problems relating to the data provided, please call:

Mame and Title:
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4Z. If the files(s) are valid and the Data Transmittal amounts are correct, then check the check box in
the Inbox tab associated with the file and clickO the submit button (submit to Auditor). Next, print,
sign and upload the Data Transmittal under the Upload Document tab (P. 93).
NOTE: Multiple valid files can be checked and submitted simultaneously.

m,_%:' Options | Log Out | Help
Sl
— ' Auditor Controller

Caipouth

Welcome, Consultant User

Inbox Upload File Document Management Upload Document

5 BEGINS ON 8/01/20

Inbox

[ Open Search Panel Submit

Fiscal Year Agency # = File Type TXH Count Total DA AMT Valid Status Upload Data Docs Report Action
— Edit
E ™ 2012 959,50 DA 1,120 £74,760.00 na - 04/27/2012 0 Data Transmittal Check In
History f Detail Report Delate
L —— PCL CHG RPT Edit
W 2012 395,99 DA 6,115 £2,329,208.68 | yes m 05/02/2012 0 Data Transmittal Check Out
History f Detail Report Delate

Records per page: |1o0 || Records: 1 - 2 of 2 - Pages: ” i

4AA. A pop up message will ask if you want to submit the following file(s). Press OK to submit or
Cancel to cancel the submission.

Options | Log Out | Help

ne, Consultant User

FISCAL YEAR 2012-13 DA PROCESSING - PROt

Inbox

— . — : Are you sure you want to submit the following file(s)?
[mmm “ Submit ] 999.99

Fiscal Year Agency # 4 File Type

Docs Report Action
PCL CHG RPT Edit
B - 2012 939.30 DA 0 Data Transmittal CheckIn
History/Detail Report Delete
PCL CHG RPT Edit
O & 2012 599.59 DA 0 Data Transmittal Check Dut
History / Detail Report Delete

Rectords per pags: | 100 Recards: 1-20f 2-Pagest 0 4 1 0wk
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4BB. Once submitted, a pop up message will state ‘Files(s) submitted’ and the Status icon will change
to ‘Pending Review’.

I Options | Log Out | Help
: Auditor Controller Welcome, Consultant User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

| Open Search Panel ‘ Submit ‘
File(s) submitted
Fiscal Year Agency # & File Type THXN Count Total DA AMT valid Status Upload Date Docs Action
P 1 Edit
I_ - 2012 599.50 DA 1,120 =74, 760.00 no 04/27/2012 0 Data Tra t Check In
History [ Detail Report Delete
N r PCL CHG RPT E
I_ W 2012 9495.99 DA 6,115 $2,329,208.68 yes FENDING as/oz/2012 0 Data Transmittal ¢
| AEVIEW History/Detail Report
Records per page: | 100 | Records: 1 -2 of 2 - Pages:  jq 4 1

4CC. Auditor staff will review the submitted file(s) and will submit the file(s) through to the STR Update
if the DA count and Amount match the Data Transmittal. If there is anything wrong with the
file or if the counts do not match then Auditor staff may also reject the file back to the
Agency for editing.

Page 42 of 109



NOTE: Log onto DAWeb to check the status of your Agency file(s).
e Work in Progress — Agency is working on the file before it is submitted to the Auditor.
Fiscal Year Agency # File Type TXH Count Total DA AMT Valid Status Upload Date Docs Report Action
. s PCL CHG RPT Edit
[ i 2012 3599 CA 5,115 $2,325,.20B.68 YEE 05/01/2012 0 Data Transmittal Check Out
History/Detail Report Delete :I
e Pending Review — User submitted agency file to Auditor and waiting for Auditor staff to review.
Fiscal Year Agency # File Type TXHN Count Total DA AMT Valid Status Upload Date Docs Report Adction
! PCL CHG RPT
r wm 2012 599.93 DA 6,115 £2,329,208.68 = 05/01/2012 0 Data Transmittal
AEVIEW History/Detail Report =
e Pending Approval — Auditor staff reviewed and submitted agency file to Auditor supervisor for
approval.
Fiscal Year Agency #  Fila Type TN Count Total DAAMT  Valid | Status | UploadDate  Docs Report Action
PCL CHG RPT
r W 2012 993,93 DA 6,113 52,329,208.68 yes 03/01/2012 0 Data Transmittal |
History [ Detail Report =
e Auditor Rejected File Back to Agency — A red flag with status of ‘Work in Progress’
indicates that Auditor staff or supervisor rejected the file back to the Agency Inbox.
o This action can not be done after the Supervisor approves the file.
0 Any corrections after the Supervisor approves the file must be sentin as a
correction (COR) file
Fiscal Year Agency # File Type TN Count Total DA AMT Valid Status Upload Date Docs Report Action
I_. : pem PCL CHG RPT Edit
i 2012 993.93 DA 58,115 $2,329,208.68 yes 05/01/2012 0 Data Transmittal Check Out
History/Detail Report Delete LI

e Supervisor Approved — Auditor supervisor approved and submitted agency file to Batching.

Fiscal Year

B 2012

Agency #

595.93

File Type

(n )

TXN Count

6,115

Total DA AMT

£2,329,208.68

Valid

yes

Status

Upload Date Docs

05/01/2012 0

Report Action
PCL CHG RPT
Data Transmittal
History [ Detail Report

=

e Batched — The approved agency file has been processed/formatted and is ready to be batched
into a Mainframe file for STR processing.

Fiscal Year Agency # File Type TXH Count Total DA AMT Valid Status Upload Date Docs Report Action
. PCL CHG RPT
= . 2012 995.53 [ 6:,115 52,325,208.68 Yes ﬁ 05/01/2012 0 Data Transmittal
History /Detail Report ﬂ
e Sent to Mainframe — The agency file has been sent to the Mainframe and will be processed in
the STR Update.
Fiscal ¥ear Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
. PCL CHG RPT
- W 2012 599,99 DA 5,115 £2,229.208.68 Yes @ o0s/o1/2012 0 Data Transmittal
History [ Detail Report LI
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UPLOAD PUBLIC UTILITY FILE

5A. Log onto DAWeb: http://daweb.auditor.lacounty.qgov/

DAWeb

Auditor Controller

Welcome, User

User Mame

Iauser1

FPassword
IIlIIII

¥ Remember me | Forgot Passward

5B. To upload a file, click on the Upload File tab.

Options | Log Out | Help

Auditor Controller

v1.008 Welcome, Agency User

Document Management Uplead Document

[ Open Search Panel Subrmit l
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT
r - 2012 599.93 oA 6,115 $2,329,208.68 yes 04/23/2012 0 Data Transmittal
History/Detail Repor
PCL CHG RPT Edit
- - 2012 009.90 DA 5,986 %912,7350.00 yes 04/23/2012 0 Data Transmittal Check In
History/ Detail Repor Delete
Records per page: | 100 B4

Records: 1 - 2 of 2 - Pages: 4 1
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5C. Perform the following upload steps:

1. Select the type of file (Public Utility file) to upload.

2. Enter Agency number to upload. Agency number must be 5 digits and in 2 decimal format.

3. Click the Browse button and select file to upload.

Auditor Controller

Upload File

Upload Files

1. Select File Type:
" Direct Assessment File
| & pusicutiyrie |
" Correction File

2. Enter agency number to upload:
{999.99

Wust be 5 digitz and in 2 decimal format (000 xx)

3. Select File to upload:

Document Management

| [ no files selected ]

4. Press upload:
Upload |

Upload Document

Options | Log Out | Help

Welcome, Agency User

5D. Select a file to upload and click the open button.

Select file{s) to upload by gqad.auditor.lacounty.go¥

|Ccor_z012_29999,xs
DA 2012 _00990,xls

DA 2012 _7z863.xls
|Da_z012_gases.«ls

loa_ 2012 99990,.xls
|DA_2012_99999 100K, x|s
|Da_z012_99999,x/s
|PU_z012 00990, xls
PU_Z012

Look in: IE} 2012 TEST FILES

x| = & cFE-

21x

Filz hame:

Files of type:

|PU_2012_39999 4

Open I
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5E. Click on the Upload button after the file has been added.

I Options | Log Qut | Help

Auditor Controller V1910 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
" Direct Assessment File
& Public Utility File
" Correction File

2. Enter agency number to upload:
|999.99

Must be 5 digitz and in 2 decimal format (xoocx0x)

3. Select File to upload:

ﬁ| [ one file selected ] ﬁm

\ 31.50k

4. Press upload:
Upload li

5F. A message will pop up under the Upload button after the file has been loaded successfully. To load
additional file(s), repeat steps 5C — 5F.

m

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

" Direct Assessment File
& Public Liility File
" Caorrection File

2. Enter agency number to upload:

Mus=t be S digitz and in 2 decimal format (oo o)

3. Select File to upload: .
| [ no files selected ] | BrewEe |
| ||

4. Press upload:
Upload |

Successiully uploaded files:
PU_2012_99999.xs
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NOTE: If the Agency Number entered on the Upload page does not match the Agency Number on the
uploaded file, then a pop-up message will ask you to select the correct Agency Number.

Opfions | Log Out | Help

Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

€ Direct Assessment File The agency numbker on uploaded file does not match with input. Please select an agency
number:
&' Public Utility File
: - 999.99

" Correction File You entered: o)
2. Enter agency number to upload: On file: 009.90
[295 99 e
Musi be S digits and in 2 decimal format (200 Salect Cancel |

3., Select File to upload:
| [ no files selected ]

4, Press upload:

_ Upload |

NOTE: If the uploaded file contains an invalid Agency number that you do not have access to, the
invalid Agency number can not be selected and the pop-up message will state that ‘You do
not have access to this Agency number’.

e |f both Agency numbers are incorrect, then click Cancel and repeat steps 5C — 5F.

DAWeb

Upload File Document Management uUpload Document

Upload File

Opfions | Log Cut | Help

Auditor Controller Cih Welcome, Agency User

1. Select File Type:

" Direct Assessment File The agency number on uploaded file does not match with input. Please select an agency
number:
& Public Utility File
_ 999.99

" Correction File You entered:
2. Enter agency number to uploacd: R Soaaa e You do not have access to this AGENCY
|299.99 £ number
Must be 5 digits and in 2 decimal format (=4 Select I Cancel I

3. Select File to upload:

| [ no files W
I

4. Press upload:

Upload |

Cone I_ l_ I_ l_ l_ I_ | " Trusted sites W I00% -~ =

Page 47 of 109



5G. To view the uploaded file(s), click on the Inbox tab.

Options | Log Out | Help

Auditor Controller Welcome, Agency User

Upload File Document Management Upload Document

Upload File

1. Select File Type:
" Direct Assessment File

* Public Utility File
" Correction File

2. Enter agency number to upload:

Must be & digits and in 2 decimal format (oo

3. Select File to upload: ;
| [ no files selected ] w
| |

4. Press upload:
Upload |

Successfully uploaded files:
PU_2012_99959 xls

5H. The example below shows the Inbox with the Fiscal Year (2012), Agency number, File Type (PU)
and Status (Work in Progress). Proceed to the next step if Valid = ‘yes’. If Valid = ‘no’ then
proceed to ‘Correcting a File in Edit Mode’ (P. 72).

s Options | Log Out | Help

v1910 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Inbox

[ Cpen Search Panel " Submit ]

Fiscal Year Agency # File Type ] TXN Count Total DA AMT Upload Date Docs Report Action

" PCL CHG RPT Edit

|_ w2012 955.93 FU i9 £12,396.84 04/24/2012 0 Data Transmittal Check Out
History/Detail Report Delate

2 PCL CHG RPT Edit

I- a 2012 955,95 DA 6,115 %2,329,208.68 05/01/2012 0 Data Transmittal Check Out
History/Detail Report Delate

= PCL CHG RPT Edit

r 2012 999,30 DA i,120 £74,760.00 04/27/2012 0 Data Transmittal Check Dut
History [ Detail Report Delete

- PCL CHG RPT Edit

I_ . 2012 009.%0 D& 3,986 £912,750.00 04/23/2012 0 Data Transmittal Check Qut
History/Detail Report Delete

Page 48 of 109



51. Click on the PCL CHG RPT link under the Report column to retrieve the Parcel Change Report.

Options | Log Out | Help

Upload Document

Welcome, Agency

Inbox

l Open Search Panel

Submit l

-
[
&
|

Fiscal Year Agency #

2012

2012

2012

2012

5595.95

959.99

999.90

005.50

File Type ~ TXHN Count

BU

DA

oA

DA

19

6,115

1,120

5,986

Total DA AMT Valid

£12,3586.84 yes

$2,325,208.68 yes

£74,760.00 no

5912,750.00 yes

Status

=

f

Upload Date

04/24/2012

05/01/2012

04/27/2012

04/23/2012

Report

PCL CHG RPT
Da ransm
History/Detail Report

PCL CHG RPT
Data Transmittal
Historyf Detail Report

PCL CHG RPT
Data Transmittal
History/Detail Report

PCL CHG RPT
Data Transmittal
History/ Detail Report

Action

Edit
Check Out
Delete

Edit
Check Out
Delete

Edit
Check Out
Delete

Edit
Check Out
Delete

5J. Blank Parcel Change Report means that there are no parcel changes for the respective agency.

(=]

=3 c— Y Y =L

Main Report

|- [100% |~

/= http://qa.auditor.lacounty.gov,/dawebacpt /Rpt_PCLCHG.aspx?FileID=16&DocumentID=1168 - Microsoft Internet Explo

=

2012

TOTAL OLD PARCEL CNT:
TOTAL MEW PARCEL CNT:

FILE TYPE: Public Utility File
FILE NAME: PU_2012_99999 xIs

PARCEL CHAMGE FILE

PARCEL CHAMGE REPORT
AGENCY NUMBER 999.99

RUN DATE
UPLOAD DATE

04/25/2012
04/24/2012

FORMAT

STATUS

AGENCY NUMBER

DA AMOUNT

Page 49 of 109



NOTE: Export or Print the Parcel Change Report if it is not blank and proceed with the following

options:
o Delete the current file from the Inbox and upload new Go to Creating the Excel File Input (P. 10)
file with parcel changes included in the file or Creating the Text File Input (P. 20)

e Add New Parcels and delete old parcels in Edit mode Go to Correcting a File in Edit Mode (P. 72)
e Complete Upload Original DA file process AND
e Submit parcel changes as corrections Go to Upload Correction File (P. 59)

/= http:/ /qa+.auditor.lacounty.gov/dawebacpt,/Rpt_PCLCHG.aspx?FileID=16&DocumentID=1179 - Microsoft Internek E - | I:Ilﬂ

|»

b £ Find .. A% | Cx #1071 - [100% |~

[ Main Report ]

2012  PARCEL CHAMGE FILE PARCEL CHAMGE REFPORT RUM DATE 04/26/2012
AGENCY NUMBER 99999 UPLOAD DATE 0472412012

TOTAL OLD PARCEL CNT:
TOTAL NEW PARCEL CNT:
FILE TYPE: Public Utility File =
FILE NAME: PU_2012_99999 xIs

1D FORMAT STATUS AGENCY NUMBER DA AMOUNT
211020202002003 4330300201 999.99 604.8
211020202002003 044300001 0
211062802011001 1£300001 999.99 288
211062802011001 =Iz7300101 0
211062802011001 SIs0405207
211062802011002 oIs0402353
211062802011002 oIss200580
211062802011002 oIs2201825
211071308001001 ©IEL30£251
211071308001001  S0ES308255
211071308001001  @oes3nessa

0
995.99 6043

999.99 604.

ZZ20=240=z40=20

|D0ne I_ ’_ I_ I_ ’_ I_ |j Trusted sites |—““ 100% = =

5K. Click on the History/Detail Report link under the Report column to see all the parcels on the
uploaded file.

NOTE: The Detail Report can be exported as .csv file for accounts with 150,000 transactions
or less. Contact the DA Unit if you need to export a file larger than 150,000 transactions.

Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Uplead File Document Management Upload Document

| YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

Inbox

| Open Search Fanel H Submit |

Fiscal Year Agency # File Type ~ TXN Count Total DA AMT Valid Status Upload Date Docs Action

= PCL CHG RPT Edit

[ 2012 959,99 PU 19 512,396.84 yes 04/24/2012 0 il ibbiadey Check Out
| History/Detail Report | Delete

= PCL CHG RPT Edit

[ 2012 559.95 DA 6,115 £2,329,208.68 yes o5/o1/2012 0 Data Transmittal Check Out
History/ Detail Report Delete
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5L. To export the Detail Report as .csv file, click the Export Transactions to File button

Inbox Upload File Document Management Upload Document

File History/Detail Report

| sack |

Fiscal Year 2012
Agency Number 999.99
File Type Public Utility File
File Mame PU_2012_09999xls

File History
History Updated By Updated Date
File has been uploadead User, Agency 05/02/2012

T RO T 5=

04124172012

Detail Report
II | Export Transactions to File |I
Show Filter - Records: 1 - 19 of 19 - Pages: 32
# Parcel Number Amount Comment 3
¥ soi0100001 ss2.68
2 5014800001 2560.37
= 014900001 s72.6
2 S027300001 1145.14
5 2080405207 270.94
s sososnsasz 273.6
7 5084300580 328
s sossz01s2s 219.8
= sSosa304251 120.5
10 5084304256 is0.98
13 S084304259 s571.21

5M. Click on the Save button to save the file as .csv.

File Download

Do you want to open or zave thiz file?

[fgﬁ Mame: report,xlsx

Type: Microsaft Office Excel Worksheet

From: ga#.auditar.lacounty.goy

Opet Save

v Always ask before opening this type of file

harrm your computer. [F you da not trust the source, do ot open or

| g | Wehile files from the Internet can be useful, some files can potentially
Gl zave thiz file, What's the risk?
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5N. Choose the location that you want to save the file to and click the Save button.

Y

™

ey
by et
Pl

Deszkiop
ty Documents

ky Computer

2012-TEST-DETAIL-RPT

=l o2 mE

F‘ﬂ] 2012_999,99 Direck_Assessment_File.csy

File name: | 2012_399.99_Public_Utiity_File.csv | |

Save a5 bipe: IMiu:ru:usu:uft Office Excel Comma Separated "v"aluej Cancel

2

50. Click the Close button once the file has downloaded completely.

Download complete o ]

v
—

Download Compleke

.39 Public_Ukility_File,csv from ga4, auditor, lacounksy, gosw

Downloaded: 4729 bytes in 1 sec

Download ko L2012 999,99 Public_Lkliky_File.cs. ..
TransFer rate: 429 bykesSec

™ iClose this dialog box when download completes

Open Open Eolder | Cloze Il
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5P. Locate the .CSV file on your network.

& 2012-TEST-DETAIL-RPT

File Edit View Favoribes Tools  Help

=101 x|

‘.l
)

QBaCk y '\.._:FJ : lﬁ

@
/- Search = Folders

M

> (3 X B |E-

Address |3 H:\PROPERTYDADAWED ProjectiMANUALS|2012-TEST-DETAIL-RPT

jGD

b2l)2012_999.99 _Direct_Assessment_File, xlsx 178 KB
y : 1KE

Microsoft Office Exc. ..

Mame = | Size | Tvpe | Date Modified

'?‘—_E]ZEII2_9'39.'3':'1_C|:urrectiu:un_FiIe_version1 ) 1 kB Micrasaft Office Exc,.,  Sf3/2012 4:07 PM

'?‘—_h]ztll2_999.99_Direu:t_.ﬁ.ssessment_FiIe.csv 127 KB Microsoft Office Exc..,  Sf2/2012 2:29 FM
Microsoft Office Exc...  5/702012 2:25 PM

5132012 4:00 PM

5Q. Right click on the file and select Open With, Choose Program... from the drop down menu.

& 2012-TEST-DETAIL-RPT

File Edit View Favoribes Tools  Help

=101x]

|.:
)

@Back - J - lﬁ;

v}
Vs Search . Folders

M

P (3 X“)I

Address |3 H:\PROPERTY|DAIDAWeD ProjectiMANLALSI2012-TEST-DETAIL-RPT

jGD

| Date Modified

) WinZip

Mame = | Sizel Type
@2012_999.99_Cnrrectiu:un_FiIe_versiu:un1 CaY LKB Microsoft Office Exc...
@2012_‘399.99_Direct_ﬁ.ssessment_FiIe.csv 127 KB Micrasaft Office Exc...
i_i|'_]2012_999.99_Direct_ﬂ.ssessment_FiIe.xlsx 128 KE Microsoft Office Exc...
i 9_Public_LUkility Fila-czs LKB Microsoft Office Exc...

Open

Print

Cpen with MPPrinkYiew

@ [~ Micrasaft Ofice Excel

K Scan For threats. .. ) Motepad
& Internet Explorer

Send To

Choose Program, ..

5/3/2012 4:07 PM
5/22012 2:29 PM
5/7]2012 2:25 PM
5[3/2012 4:09 PM
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5R. Select Excel or Notepad from the list and click the OK button. The .CSV file can be saved as Excel
(97-2003, 2007, or 2010) or Text File. Notepad (save as text) will be used in this example.

openwith 2| x|

~. Choose the program wou want to use to open this File:
£

File: 2012 999,99 Public_Ukility_File.csv

— Programs

Iy Recommended Pragrams: -
& Internet Explorer
[ Microsoft Office Excel
_ﬁ Motepad
I Other Programs:
B Adobe Reader 8.1
__!]_ HostExplorer For Win3z |-
=% iGrafx Executable
@ Microsoft Office InfoPath
@ Microsoft OFfice Pickure Manager

@ Microsaft Office PowerPoint
[Zam] mAz oo oo €L ~ECio o 111 d ;I

[ always use the selecked pragram ko open this kind of File

Browse, .. |

If the program wou want is not in the lisk or on wour computer, wou can look,
for the appropriate program on the Web,

carcl_|

5S. Click File, Save As...

[P 2012_999.99_Public_utility_File.csv - Notepad - 10| x|
File Edit Format Wiew Help
Mewy Chrl+N r,Amount,Comment o
Qpen. .. ChplH0 a7 .68 .

Page Setup. .. 0. 94

Frint. .. Ckrl+F f3.6, ’
. 26,

Exit 19.6

9,9084304251,140.6,
10,9084304256,190.96,
11,9084304259,571.21,
12,9084304260,647.9,
13.9084304261,313.5,
14.9080304264.230.44,
15.9084304258.1399.55,
16,9084309880,270.94,
17.9084309884 . 326, _jﬂ
F
4

4]

| Lt Coll
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5T. Delete the .csv extension from the file name.

2]
Savein || 2012-TEST-DETAIL-RPT E Q2 2 E-
p Documents
Delete the .csv extension
ﬁr[ from the file name
-
My Camputer
NSRS File name: |2012_999.99_Public_Utiity_Fie. - _see |
Flacesz
Save as lype: ITe:-:tDu:uc:uments [ kat] j Cancel |
Encoding: [msi =l
A

5U. The Detail file extension has been updated to .txt in the example below.

| E' 2012_999.99_Public_Utility_File.txt - Notepad
File Edit Format “iew Help

l#.Parcel Number,Amount,Comment
1,9010100001,992.68,
2,9014800001,3560. 37,
3,9014900001,672.6,
4.9027900001,1145.14,
5,9080405207,270.94,
6,9080409853,273.6,
7,9084300580, 1326,
8,9084301626,219.6,
9,9084304251,140.6,
10,9084304256,190.96, |
11,9084304259,571.21,

12,9084304260,647.9,

13,9084304261,313.5,

14,9080304264,230.44,

r i

| L nt, ol y

=101 x|

| »
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5V. Click the Data Transmittal link under Report to verify the Total Parcel Count and DA Amount.

Auditor Controller

Inbox

Upload File Document Management Upload Document

Inbox

[ Open Search Panel Subrnit l
Fiscal Year Agency # File Type ¥ TXN Count Total DA AMT yalid Status Upload Date Docs Report Action
H HEG R Edit
[l I =201z 999,99 PU 13 $12,396, 04 04/ 24/2012 0 Data Transmittal] Check In
HisTory  Detal Nepor Delete
PCL CHG RPT Edit
I_ W 201z 299,90 DA 1,120 $74,760,00 04/27/201z2 0 [rata Transmittal Check In
History /Detail Report Delete
— PCL CHG RPT Edit
I_ e 201z 999,99 DA 6,113 $2,329,208.68 04/23/2012 0 [Data Transmittal Check Out
History / Detail Report Delete
- PCL CHG RPT Edit
I_ e 2012 oo9,.90 DA 53,986 $912,750.00 04/23/2012 0 Data Transmittal Check Out

History / Detail Report Delete

5W. The Data Transmittal displays the Total Parcel Count and DA Amount that will be submitted to

{7~ htto- {nad auditor.Jacounty.gov,/dawebacpt /Rpt_DataTransmittal.aspx?DocumentID=1168 - Microsoft Internet Explorer provided by LA

the Auditor for STR Update. The Data Transmittal amounts must match your expected
totals. If they do no match then, the input file should be reviewed to make sure all parcels are
assessed properly and reload a corrected file or make corrections to existing file in Edit Mode
(P. 72).

Click one of the icons below to print or save the Data Transmittal.

The Auditor requires a signed Data Transmittal as 1 of the 4 Legal Documents.

The Data Transmittal must be signed, scanned as PDF and uploaded to DAWeb (see Upload
Legal Documents, P. 93).

[T i® @[ -1 E] i -

April 25, 2012

Department of Auditor-Confroller
Property Tax Division

Direct Assessment Unit

ATTN: Aquilla Ivery-Simmons

FILE TYPE: Public Utility File
AGENCY ACCOUNT NUMBER: 999.99

AGENCY DESCRIPTION: LA test

TOTAL ASSESSMENT AMOUNT: $12,396.84

TOTAL PARCEL COUNT: 19

This is to certify that the Total Assessment Amount and Total Parcel Count for our Agency Account Number listed
above is comrect and that we are authorized to add this Direct Assessment amount onto the Fiscal Year 2012-2013
Secured Tax Roll (STR).

Authorized By:

Signature Date Signed

MNama and Titla

If there are any problems relating to the data provided, please call:
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5X. If the file(s) are valid and the Data Transmittal amounts are correct, then check the check box in the
Inbox tab associated with the file and press the submit button (submit to Auditor).

NOTE: Multiple files can be checked and submitted simultaneously.

Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

"FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

l Open Search Panel I‘ Submit
Fiscal Year Agency # File Type ¥ TXN Count Total DA AMT Status Upload Date Dacs Report Action
: PCL CHE RPT Edit
IF m 2012 9595.95 PU 19 512,396.84 0s5/01/2012 0 Data Transmittal Check In
History/ Detail Report Delete

5Y. A pop up message will ask if you want to submit the following file(s). Click the OK button to submit
or Cancel to cancel the submission.

Options | Log Out | Help

Welcome, Agency User

LMOHCLITRET
it

S R B R P R R S S SRR SR Are you sure you want to submit the following file(s)?

999.99
Inbox
[ mm.m;q[uw_ll
Ok Cancel |
Fiscal Year Agency #. Fﬂz'Tm.'.'.._ ~ Dots Report Action
F > PCLCHG RPT Edit
O ‘g 2012 999,93 PU 19 £12,396.84 yes L) 05/01/2012 0 Data Transmittal Check In
[l History/ Detail Report Delete

Page 57 of 109



5Z. Once submitted, a pop up message will state ‘Files(s) submitted’ and the Status icon will change to
‘Pending Review’.

W Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 201213 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

[ Open Search Panel ‘ Submit ‘
File(s) submitted
Fiscal Year Agency#  File Type ¥ TXMN Count Total DA AMT Valid Upload Date Docs Report Action
- PCL CHG RPT Edit
7] W 2012 995,99 BU 13 $12,396.84 yes 0s/01/2012 0 Data Transmittal Check Out
History/Detail Report Delete

5AA. Auditor staff will review the submitted file(s) and will submit the file(s) through to the STR Update if
the DA count and Amount match the amounts on the Data Transmittal. If there is anything wrong
with the file or if the counts do not match then Auditor staff may also reject the file back to the
Agency for editing.
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UPLOAD CORRECTION FILE

IMPORTANT MESSAGE: Only current year corrections may be submitted during this period. August 31
is the last date to submit corrections without getting charged. Corrections
submitted after will be charged $13 per parcel. Only one correction file per
Agency number should be submitted to each STR Update.

6A. Log onto DAWeb: http://daweb.auditor.lacounty.gov/

Welcome, User

UserMame

|cuser1

Password

¥ Remember me | Forgot Password

6B. To upload a file, click on the Upload File tab.

Options | Log Out | Help

Welcome, Consultant User

Document Management Upload Document

l Open Search Panel Submit ]
Fiscal Year Agency # File Type ¥ TXN Count Totzl DA AMT Valid Status Upload Date Docs Report Action

= PCL CHG RPT Edit
I_ W 2012 999,99 PU 19 £12,396.84 yes 04/24/2012 0 Data Transmittal Check Out
History/Detail Report Delete
= PCL CHG RPT Edit
O - 2012 29590 DA 6,115 $2,329,208.68 Yes 0s/01/2012 0 Data Transmittal Check Out
History/Detail Report Delate
o PCl PT Edit
I- W 2012 999.90 DA 1,120 £74,760.00 no 04/27/2012 0 Data Transmittal Check Dut
History/Detail Report Delete
- ﬁ PCL CHE RPT Edit
m W 2012 009.90 DA 5,286 £912,750.00 yes 04/23/2012 0 Data Transmittal Check Out
[l History/ Detail Report Delate

I
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6C. Perform the following upload steps:
1. Select the type of file (Correction file) to upload.
2. Enter Agency number to upload. Agency number must be 5 digits and in 2 decimal format.
3. Click the Browse button and select file to upload.

I Options | Log Out | Help

Auditor Controller vi19412  Welcome, Consultant User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
" Direct Assessment File

" Public Utility File

' Correction File

2. Enter agency num ber to upload:
299 99 |

Must be 5 digits and in 2 decimal format (xoocx0)

3. Select File to upload:

| [ no files selected ]

4. Press upload:
Upload |

6D. Select a file to upload and click the open button.

Select file{s) to upload by gad.auditorlacounkty.gow 2 =]

Look e |19 2012 TEST FILES = = =¥ Ef-

S DA 201200990, xls
S Da_2012_22863,x0s
= Da_z012_88555, x1s
= DA 201299990, x1s
= Da_z012_99999 100K, xls
S Da_2012_99999,x0s
= PU_2012_00990,x1s
S P _z012_99999,x1s

File name: IEEI F_2012_93999 s ;I Open
Filez of tupe: I["_t:-ct; = prn; Towle; TosleR] ;I Cancel

E

Page 60 of 109



6E. Click on the Upload button after the file has been added.

Options | Log Qut | Help

Auditor Controller vigis  Welcome, Consultant User

Inbox Upload File Document Managemenk Upload Document

Upload File

1. Select File Type:

" Direct Assessment File
i Public Litility File

% Correction File

2. Enter agency number to upload:
{999.99

Must be S digits and in 2 decimal format (oo )

J. Select File to upload:

®|Ccor_2012_299999.xls | BFovize

| 16.00kB |

4 _Pre Jload:
M= g

6F. A message will pop up under the Upload button after the file loaded successfully. You can upload as
many correction files as you need. To load additional file(s), repeat steps 6C — 6F.

Options | Log Out | Help

Auditor Controller v1.94.2 Welcome, Consultant User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

" Direct Assessment File
" Public LHility File

% Correction File

2. Enter agency number to upload:

Mu=t be 5 digitz and in 2 decimal format (xocxox)

3. Select File to upload: )
| [ no files selected ] ﬁm
| |

4. Press upload:
Upload I

Successfully uploaded files:
COR_2012_99999 xis
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NOTE: Large files (approximately over 150,000 transactions or .xIsx, .txt, or .prn, files greater than
2 MB or .xlIs files greater than 5 MB) will be imported to DAWeb after business hours and will
appear in the Inbox the following morning and a large file message will display at the bottom of
the upload page.

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
) Direct Assessment File

) Public Utility File
& Correction File

2. Enter agency number to upload:

Must be § digits and in 2 decimal format (o)

3. Select File to upload: |
| [ no files selected ] rﬁm 2]
| |

4. Press upload:

Successfully uploaded files:
COR99999 150001 txt
Large files will be imported today after business hours. Check DAWeb for your file tomarrow.

NOTE: If the Agency Number entered on the Upload page does not match the Agency Number on the
uploaded file, then a pop-up message will ask you to select the correct Agency Number.

Options | Log Out | Help

nsultant User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

" Direct AssessmentFi| agency number on uploaded file does not match with input. Please select an agency

7 Public Utility File numkber:
*: i 999.99
£ Comachion ko You entered: e
2. Enter agency number tj 999 ap
|999 93 onfile: -

Must be 5 digits and in 2 deci
Select I

Cancel |

3. Select File to upload:
| I no files selected ] E
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NOTE: If the uploaded file contains an invalid Agency number that you do not have access to, the
invalid Agency number can not be selected and the pop-up message will state that ‘You do
not have access to this Account number’.

e If both Agency numbers are incorrect, then click Cancel and repeat steps 6C — 6F.

Options | Log Out | Help

sultant User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

(" Direct AssessmentFil  The agency number on uploaded file does not match with input. Please select an agency

number:
 Public Utility File
999.99

& Correction File You entered: -

= Enter ber tl 558,58 ¢ You do not have access to this AGEMCY
On file: i number
fpog g &
Must be 5 digitz and in 2 deci]
Select Cancel |

3. Select File to upload:

Options | Log Out | Helg

Auditor Controller r1019 Welcome, Consultant Usel

w Upload File Document Management Upload Document

Upload File
1. Select File Type:

¢~ Direct Assessment File
 Puhblic Liility File
& Correction File

2. Enter agency number to upload:

Must be S digitz and in 2 decimal format (oo o)

3. Select File to upload: ,
| | [ no files selected ] ﬁﬁmﬁ

4, Press upload:
Upload |

Successfully uploaded files:
COR_2012_99999 xs
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6H. The example below shows the Inbox with the Fiscal Year (2012), Agency number, File Type (COR)
and Status (Work in Progress). Proceed to the next step if Valid = ‘yes’. If Valid = ‘no,’ then
proceed to ‘Correcting a File in Edit Mode’ (P. 72).

Options | Log Out | Help

Welcome, Consultant User

Inbox Upload File Document Management Upload Document

I Open Search Panel ‘ Submit l
Fiscal Year Agency #  File Type « ] TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
- PCL CHG RPT Edit
[ auf 2012 999.39 COR vl 5 £3,628.5 yas 04/25/2012 0 Data Transmittal Check Out
History/Detail Report Delate

WARNING: Only one correction file per Agency number should be submitted to each STR

Update. The File Type for each additional correction file will have a V (Version) and it
will increment by 1. Below is an example (CORV1, CORV2).

HW II Options | Log Out | Help

Auditor Controller ; Welcome, Consultant User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCES SING - PROCESSING BEGINS ON 8

l Open Search Panel Submit
Fiscal Year Agency # File Type =« ] TXN Count Total DA AMT Valid Status Upload Date Docs Report Action

. PCL CHG RPT
I_ s 2012 999.99 COR vl 5 %3,628.57 yes PENDING 04/25/2012 0 Data Transmittal Check t
REVIEW History/Detail Report Delete
2 PCL CHG RPT Edit
|_ 2012 999,33 COR w2 7 %6,100.00 yes 04/26/2012 0 Data Transmittal Check Out
History/Detail Report Delete
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6l. Click onthe PCL CHG RPT link under Report to retrieve the Parcel Change Report.

Options | Log Out | Help

Auditor Controller Welcome, Consultant User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/20

| Open Search Panel ” Submit |
Fiscal Year Agency # File Type &« TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
= PCL CHG RPT Edit
|- i 2012 599,39 COR vi1 5 £3,628.57 yes o4f25/2012 0 Data [ransmittal Check Out
History f Detail Report Delete

6J. Blank Parcel Change Report means that there are no parcel changes for the respective agency.

/= http://qad.auditorlacounty.gov/dawebacpt/Rpt_PCLCHG.aspx?FileID=16&DocumentID=1169 - Microsoft Internekt Expl — O] =|
-
Zh 2 | [Fina.. A% | Cw 811 ot1 - [100% |-
Main Report

2012 FPARCEL CHAMNGE FILE PARCEL CHAMGE REFORT RUM DATE 05/03/2012
AGEMNCY MUMBER 999 99 LUPLOAD DATE 04/25/2012

TOTAL OLD PARCEL CMT:
TOTAL MEW PARCEL CNT:
FILE TYPE: Correction File
FILE MAME: COR_2012_99999 xls

D PCL FORMAT STATUS AGENCY NUMBER DA AMOUNT

|D0ne l_ l_ l_ l_l_ l_ |f Trusted sites | H00% v

NOTE: Export or Print the Parcel Change Report if it is not blank and proceed to with the following
options:

e Delete the current file from the Inbox and re-upload new | Go to Creating the Excel File Input (P. 10)
file with parcel changes included in the file or Creating the Text File Input (P. 20)

e Add New Parcels and delete old parcels in Edit mode Go to Correcting a in Edit Mode (P. 72)
e Complete Upload Original DA file process AND _ _
e Submit parcel changes as corrections Go to Upload Correction File (P. 59)
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6K. Click on the History/Detail Report link under the Report column to see all the parcels on the
uploaded file. The Detail Report can be exported as .csv file for accounts with 150,000

transactions or less.

NOTE: Contact the DA Unit if you need to export a file larger than 150,000 transactions.

Options | Log Out | Help

Auditor Controller Welcome, Consultant User

Inbox Upload File Document Management Upload Document

Inbox

I Open Search Panel ‘ Submit l
Fiscal Year Agency # File Type & TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
= PCL CHG RPT Edit
r i 2012 959.80 COR w1 3 £3,628.57 yes 04/25/2012 0 ——— ikl Check Out
History [ Detail Report Delate

6L. To export the Detail Report, click the Export Transactions to File button.

Options | Log Out | Help

= “ Auditor Controller Welcome, Consultant User

Inbox upload File Document Management Upload Document

File History/Detail Report
Back

Fiscal Year 2012
Agency Mumber 999.99
File Type Caorrection File version

File Mame COR_2012_99999.xls

File History
History Updated By updated Date
file has been deleted User, Agancy D5/02/2012
file has been checked in User, Agency 05/02/2012
file has been checked ocut User, Agency 04/27/2012
file has been uploaded Usar, Agancy 04/25/2012

Records: 1 - 4 of 4
Detail Report
I Export Transactions to File I
Show Filter - Records: 1 - 50f 5- Pages: 1

# Parcel Number Amount Comment
1 5312020007 301.87
2 5317021002 670
3 5213004006 2251.15
4 53240240465 405.55
5 5324024047 o
Records per page: (50 B2
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6M. Click the Save button to save the file as .csv.

File Download x|

Do you want to open or save thizs file?

[t;' j Mame: 2012 293,99 Correction_File_versionl,csyw
da, Type: Microsoft Office Excel Comma Separated Walues Fil. .,

From: ga#.auditar. lacounksy . goy

Open I Save

|--' Wehile files from the Internet can be useful, some files can potentially
harrm your computer. [F you da not trust the source, do ot open or
zave thiz file, What's the risk?

6N. Choose the location you want to save the file to and click the Save button.

savens 2 x|
Savein | () 2012-TEST-DETAILRPT N B N

SLEP012 999,99 Direck_Assessment_File,csvi
L2012 999,99 Public_Ukility_File.csv

Deszkiop

Y

ty Documents

™

ky Computer

<@

File narme: |2EI1 2 993.99 Carrection_File_verzionl.cay j Save

Save a5 bipe: IMiu:ru:usu:uft Office Excel Comma Separated "v"aluej Cancel

i
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60. Click the Close button once the file has downloaded completely.

oI
g !
=

Download Complete

...rrection_File_wersionl.csv From ga4, auditor, lacounky, gow

IEEEEEENENEENNNENENENNENEEENNNEEENEEENEEEEER
Downloaded: 128 bytes in 1 sec
Download ko W 12012_999,99 Carrection_File_wer., ..

Transfer rake; 125 bytesiSec

™ Cloze thiz dialog box when download completes

Open Open Folder || Cloze

6P. Sample Detail Report.

=
.E‘) R RN ,@,:3, F 2012 999.99 Correction_File versionl.csv - Microsoft Excel -8X
Home Insert Page Layout Formulas Data Review View Developer "@J - B2 X
"“‘. # || Calibri 1 v | B == General I A g lnsert ~ T A? ;?a
B3 |B L U-AVIEEE 8% | I Delete -~ | (g~ Z
Paste T = Siyles || . Sort & Find &
- 7S A i=E *='=I|¥,}‘ | | %8 %8 = | plFormat~ || (2~ Filter= Select=
Clipboard ™~ Fant F Alignment ] MNumber ™ Cells Editing
Al - (3 J= | # ¥
_ A B C D E F G H | J :
1 |# _lParceI Number Amount Comment
2 | 1 5312020007 301.87
3 _ 2 5317021002 670 =
4 | 3 53190040068 2251.15
5 | 4 5324024046  405.55
6 | 5 5324024047 0
? 4
E 1
5 14
10 |
L e
4 4 b M| 2012 999.99 Correction File ver ¥
Ready ﬂ
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6Q. Click the Data Transmittal link under Report to verify the Total Parcel Count and DA Amount.

Options | Log Qut | Help

Auditor Controller Welcome, Consultant User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... {Show Details...)

Inbox

l Open Search Panel ” Submit l

Fiscal Vear Agency #  File Type 4 TXN Count Total DAAMT  Valid  Status  Upload Dste  Docs Action
= DC] CHEC B Edit
e 2012 999.98 COR w1 5 $3,628.57 yes 04/25/2012 0 Data Transmittal | Check Out
History/Delail Repo Delete
—

6R. The Data Transmittal displays the Total Parcel Count and DA Amount that will be submitted to the
Auditor for STR Update. The Data Transmittal amounts must match your expected totals. If they
do no match then, the input file should be reviewed to make sure all parcels are assessed properly
and reload a corrected file or make corrections to existing file in Edit Mode (P. 72).
e Click one of the icons below to Print or Save the Data Transmittal.
e The Auditor requires a signed Data Transmittal as 1 of the 4 Legal Documents.
e The Data Transmittal must be signed, scanned as PDF and uploaded to DAWeb (see Upload

Legal Documents, P. 93).

/= http:/ /oad.auditor.lacounty.goy/dawebacpt/Rpt_DataTransmittal.aspr?DocumentID=1169 - Microsoft Internet Explorer provided by LA

=T |

DATE: May 03, 2012
F' f TO: Department of Auditor-Controller
Property Tax Division
Direct Assessment Unit
(2] ATTN: Aquilla Ivery-Simmons
FILE TYPE: Correction File
AGENCY ACCOUNT NUMBER: 999.99
AGENCY DESCRIPTION: LA test
TOTAL ASSESSMENT AMOUNT: $3,628.57
TOTAL PARCEL COUNT: 5

This is to certify that the Total Assessment Amount and Total Parcel Count for our Agency Account Number listed
above is comrect and that we are authorized to add this Direct Assessment amount onto the Fiscal Year 2012-2013
Secured Tax Roll (§TR).

Authorized By:

Signature Date Signed

MNama and Titla

If there are any problems relating to the data provided, please call:

Name and Tile

Phone Mumber:

If there are any exceptions to the input, plase call or fax:
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6S. If the files(s) are valid and the Data Transmittal amounts are correct, then check the check box
associated with the file and click the submit button (submit to Auditor).

NOTE: Multiple files can be checked and submitted simultaneously.

Options | Log Out | Help

eb

Inbox Upload File Document Management Upload Document

Auditor Controller Welcome, Consultant User

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

Inbox

l Open Search Panel | Submit ‘

Fiscal Year Agency # File Type & TXH Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit
W W 2012 995,99 COR w1 5 £3,628.57 | yes 04/25/2012 0 Data Transmittal Check Out
History { Detail Report Delete

6T. A pop up message will ask if you want to submit the following file(s). Press OK to submit or Cancel
to cancel the submission.

Options | Log Out | Help

Welcome, Consultant User

EEEAR L S BRI s e el Are you sure you want to submit the following file(s)?
99999

Inbox

=" PCL CHG RPT Edit
0 & 2012 993,99  CORwi 5 £3,628,57 yes o 04/25/2012 0 Data Transmittal Check Out
= History/ Detail Report Delete
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6U. A pop up message will state ‘Files(s) submitted’ and Status icon will change to ‘Pending Review’.

EZ
e Auditor Controller

Welcome, Consultant User

Inbox Upload File Document Management Upload Document

FISCAL'YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

l Open Search Panel ‘ Submit l
‘ File(s) submitted |
Fiscal Year Agency # File Type + TXN Count Total DA AMT Valid Upload Date Docs Report Action
- PCL CHG RPT Edit
|- i 2012 299.99 COR vl 5 $3.628.57 yes 04/25/2012 0 Data Transmittal Check Out
History/Detail Report Delete

6V. Auditor staff will review the submitted file(s) and will submit the file(s) through to the STR Update if
the DA count and Amount match the amounts on the transmittal. If there is anything wrong

with the file or if the counts do not match then Auditor staff may also reject the file back to the
Agency for editing.
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CORRECTING A FILE IN EDIT MODE

7A. If Valid = ‘no’, then click on the Edit link under Action to locate and fix the error(s). If the file has
150,000 transactions or less then the entire file will display in edit mode. Otherwise, if the has
more than 150,000 transactions then you can only edit the records with errors. The three options
on making corrections are as follows: (1) Make corrections on the Edit page; (2) Export the detail
report and make the changes on your saved file; or (3) Delete the file from DAWeb and Re-upload
the updated file.

Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCES SING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

[ COpen Search Panel " Submit ‘
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Action
. PC RPT Edit
W 2012 059.93 DA 5,388 £151,062,450.01 no os/oz2fz2012 0 DataT tal heck ODut
History [ Detail Report Delete
Records per page: | 100 B4 Recards: 1 - 1 of 1 - Pages: 4 1

7B. Click on the Action drop-down box to view a list of menu options.

DAWeD

uditor Controller Welcome, Agency User
Inbox Upload File Document Management Upload Document
Edit DA File
Action |[Select One)

Fiscal Year 2012 Check In

AgencyNamber 008.90 SEII:;T; the File to the Auditor
File Type Direct AssessmiReset
Go Back to Inbox

File Mame DA_2012_0089

Remark ;l
=
NOTE: The following options are listed under the Action drop-down box:

Check In Allows for other users who have access to the agency number to edit and submit the file
Submit the File to Auditor | Submits the agency file to the Auditor
Delete Deletes the agency file
Reset Resets changes on File type and Agency Number (must be done before clicking on the Update link)
Go Back to Inbox Brings you back to the Inbox
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7C. Verify the following on the Edit page:
e Verify that the Fiscal Year, Agency Number, File Type and File Name are correct. If any of the
information is incorrect then delete the file and re-upload.
Comments left by the Auditor regarding your agency number will be placed in the Remark box.
e Allred error messages under the comment section must be fixed to validate the file. Page 75
displays a table of all the error messages with examples and solutions.

Inbox Upload File Document Management Upload Document

Edit DA File

Actign|[SeIect One] "

Fiscal Year 2012
Agency Number 09899
File Type Direct Assessment File

File Mame DA_2012_00890-witherrors.xls

Remark

The File Type and Agency Number cannot be updated in Edit mode. Ifthe File Type or Agency Mumber was uploaded incorrectly, delete the file and re-upload.

Show Filter - Records: 1 - 50 of 53388 - Pages: i|2|2]4|5

# Parcel Number Amount Comment

1 Se38008017 150.00 Edit | Delete

2 5657022011 15000 Edit | Delete
® Pzrcel number must be 10 digits

3 381200601 150.00 Edit | Deleta
#* Parcel number must be zll numeric

4 5812006016 150.00 Edit | Delete

=] 5812006020 150.00 Edit | Delete
# Duplicate Parcel

& 5812006020 150.00 Edit | Delete
# Direct assessment amount exceeds the limit of 95,9595,555.595

7 3820005014 150150150.01( Edit | Deleta
#* Invzlid Direct Assessment Amount

=3 5802005024 150.0A Edit | Delete
# Only corrections can have 50 value

=] 3812014024 0.00 Edit | Delete
#* Parcel number cannot start with 5 for DA file

i0 59806015009 150.00 Edit | Delate
# Direct assessment amount must be positive

11 5637004002 -150.00 Edit | Deleta
#* Amount cannot exceed two decimals:150.005

12 5657004003 150.005 Edit | Delete
# Parcel number must be 10 digits

12 5864 022 009 150.00 # Parcel number must be 21l numeric Edit | Delete
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NOTE: For files greater than 150,000 records, only the records with errors will display on the Edit page.

Opfions | Log Out |

Auditor Controller

v1912 Welcome, _P-.gen i

Upload File

Edit DA File

Actignl[SE|BCt One]

Document Management

Upload Document

Fiscal Year 2012
Agency Number 99998
File Type Direct AssessmentFile
File Name DA_2012_00980-witherrors xls
Remark d
[

The File Type and Agency Number cannot be updated in Edit mode.

[fthe File Type or Agency Mumber was uploaded incorrectly, delete the file and re-upload.

Show Filter - FRecords: 1 - 7 of 7 - Pages: 1

# Parcel NHumber Amount Comment

# Direct assessment amount must be positive
1459218 2331025017 -21.85 Edit | Delete

& Duplicate Parcel
149685 2332009013 21.07 Edit | Delete

® Parcel number must be 10 digits
149766 233201010 26.04 Edit | Delete

® Direct assessment amount exceeds the limit of 93,995,995.93
1498335 2332016018 12515222273.08 Edit | Delete

* Amount cannot exceed two decimalz:31.113
1459925 2332019018 31.113 Edit | Delete

® Parcel number must be 10 digits
149963 23320210277 3.14 Edit | Delete

# Parcel number must be all numeric
150002 2332023016 24.83 Edit | Delete
Records per page: (50 | Add New
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Table of Error Messages and Solutions:

ERROR MESSAGE REASON EXAMPLE SOLUTION
. 8765432100
. Duplicate parcels are not Delete one of the
Duplicate Parcel allowed duplicate records
8765432100
If the first four digits of the
) 5934820883
Parcel number can not be Parcel number is less than I Delete or update
non-assessable for DA file ‘8900’ then the last 3 digits must parcel
not end in 800-999 for DA file 8584827399
876543210
Parcel number must be 10 digits Does not equal 10 bytes 8765432100
87654321089
8765432K00
Parcel number must be all numeric Not all numeric 8765432100
8763432100
S 8999 999 999
Eg:gg: Eﬂmgg maz: gg ;ﬁ r?ijgrgzlric No spaces or dashes allowed 8765432100
899-999-9999
;?rg;' Elimber can notstartwith "9 | 1 i can not start with ‘9 9876543210 8765432100
Parcel number must start with ‘9°for | o e st start with 9’ 8765432100 9876543210

PU file

Direct Assessment Amount exceeds
the limit of 99,999,999.99

Must not exceed 99,999,999.99

123,456,789.01

23,456,789.01

Invalid Direct Assessment Amount Not all numeric 1,234.5H 1234.52
Ecl)rseigt/:ssessment amount must be Amount can not be negative —1234.50 1234.50
Direct Assessment Amount can not

Format is not XXXX.XX 1,234.567 1234.57

exceed two decimal points: XX. XXX

Only corrections can have $0 value

DA or PU files can not contain
$0 Amount

$0 in DA/PU file

Update amount or
delete record
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7D. For parcel number and amount corrections, click the ‘Comment’ header twice until there is a

-

down arrow to sort/display all of the error messages at the top of the list.

Options | Log Out | Help

Auditor

Inbox Upload File Document Management Upload Document

Edit DA File

_Agign|[SeIect One] v

Fiscal Year 2012
Agency Mumber 099.99
File Type Direct AssessmentFile

File Mame DA_2012_00980-witherrars.xls

Remark

The File Type and Agency Mumber cannot be updated in Edit mode. Ifthe File Type or Agency Mumber was uploaded incorrectly, delete the file and re-upload.

Show Filter - Records: 1 - 50 of 5988 - Pages: 112|245

# Parcel Number Amount I Comment I hd I
# Duplicate Parcel

& S81z2008020 150.00 Edit | Delete
# Direct sssessment amount exceeds the limit of 99,993,999.93

7 5820009014 150150150.00 Edit | Delete
# Invalid Direct Assessment Amount

g S808009024 150.04 Edit | Delete
® Only corrections can have 50 value

=] 5812014024 0.00 Edit | Delete
# Parcel number cannot start with 3 for DA file

10 9806019009 150.00 Edit | Delete
# Direct essessment amount must be positive

11 5657004002 -150.00 Edit | Delete

# Amount cannot exceed two decimals:130.003
1z Se37004003 150.005 Edit | Delete

# Parcel number must be 10 digits
12 sg64 022 009 150.00 #* Parcel number must be zall numeric Edit | Delete

# Parcel number must be 10 digits

3 581200601 150.00 Edit | Delete
#* Parcel number must be all numeric

4 S581200801G 150.00 Edit | Delete
# Parcel number cannot be non-assessable parcals

4201 5820001902 150.00 Edit | Delete

3502 5813004111 150.00 Edit | Delete

2061 5817021005 150.00 Edit | Delete

2062 5817033040 150.00 Edit | Delete
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NOTE: Row #, Parcel Number and Amount columns can also be sorted by clicking on the title
bar of each heading.

Options | Log Out | Help

Auditor Controller 4 Welcome, Age
Inbox Upload File Document Management Upload Document
Edit DA File
Actignl [Select One] v

Fiscal Year 2012
Agency Number 08999
File Type Direct Assessment File
File Mame DA_2012_00990-witherrors. ks

Remark

- er cannot be updated in Edit mode. If the File Type or Agency Mumber was uploaded incorrectly, delete the file and re-upload.
Sorted bV Row Show Filter - Records: 1 -S500fS988-Pages: .y o 1| 2|2 |4|5

# = Parcel Number I Amount I Comment I

2. Se58008017 150.00 Edit | Delete

2 5657022011 15000 Edit | Delete
#® Pazrcel number must be 10 digits

2 581200801 150.00 Edit | Delete
# Parcel number must be =l numeric

4 5B1200601G 150.00 Edit | Delete

3 812006020 150.00 Edit | Delete
# Duplicate Parcel

=1 5812006020 150.00 Edit | Delete
# Direct assessment amount exceeds the limit of 99,999,999.99

T 5820005014 150150150.00 Edit | Delete
# Invalid Direct Assessment Amount

B8 5808003024 150.0A Edit | Delete
# Only corrections can have 50 value

9 5812014024 0.00 Edit | Delete
# Parcel number cannot start with 9 for DA file

10 S806013009 150.00 Edit | Delete
® Direct aszsessment amount must be positive

i1 5657004002 -150.00 Edit | Delete
& Amount cannot excesd two decimals:150.005

12 5657004003 150.005 Edit | Delete

[
-
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7E. The first error displayed on the list is a duplicate parcel. To search for the duplicate parcel number,
click the Show Filter link.

Options | Log Out | Help

Auditor Controller ome, Agency
Inbox Upload File Document Management Upload Document
Edit DA File
Acﬁgn|[SeIect One] v

Fiscal Year 2012
Agency Mumber 09999
File Type Direct Assessment File

File Mame DA_2012_00980-witherrors.xls

Remark

The File Type and Agency Mumber cannot be updated in Edit mode. If the File Type or Agency Number was uploaded incorrectly, delete the file and re-upload.
Show Filter Records: 1 - 50 of 5988 - Pages: 4 1|2|2|4|5

# Parcel Number Amount Comment hd

# Duplicate Parcel
& SB12008020 150.00 Edit | Delete

# Direct sssessment amount exceeds the limit of 93,953,999.39
7 5820009014 150150150.00 Edit | Delete

# Invalid Direct Assessment Amount
=] SB80B003024 150.04 Edit | Delete

# Only corrections can have 50 value
S 5812014024 0.00 Edit | Delete

# Parcel number cannot start with 3 for DA file
10 9806015009 150.00 Edit | Delete

# Direct assessment amount must be positive
i1 5637004002 -150.00 Edit | Delete

* Amount cannot exceed bwo decimals:150.005
12 S637004003 150.005 Edit | Delete

# Parcel number must be 10 digits
13 sg64 022 009 150.00 # Parcel number must be 2l numeric Edit | Delete

# Parcel number must be 10 digits
3 581200601 150.00 Edit | Delete

# Parcel number must be all numeric
4 S5812006801G 150.00 Edit | Delete
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7F. Type in the duplicate parcel number and press the Enter button.

NOTE: The filter drop-down box can be set to ‘Equal To’ or ‘Starts With'.

Options | Log Out | Help

Auditor Controller Welcome, Age
Inbox Upload File Document Management Upload Document
Edit DA File
Action|[SeIect One] ~

Fiscal Year 2012
Agency Mumber 09999
File Type Direct Assessment File

File Mame DA_2012_00990-witherrors xls

Remark

The File Type and Agency Mumber cannot be updated in Edit mode. If the File Type or Agency Mumber was uploaded incorrectly, delete the file and re-upload.

Apply Filter | Hide Filter - Records: 1 - 50 of 5988 - Pages: “ 1]2|3|4|5
# Parcel Numbar Amount Comment -
|Egual To | 3% |
[s812008020]

# Duplicate Parcel

=1 5812006020 150.00 Edit | Delete
# [Direct assessment amount exceeds the limit of 55,993,995.53

7 5820009014 150150150.00 Edit | Delete
# Invalid Direct Assessment Amount

B8 5808009024 150.0A Edit | Delete
# Only corrections can have %0 value

b 5812014024 0.00 Edit | Delete
# P=arcel number cannot start with 3 for DA file

10 5808015009 150.00 Edit | Delete
#» Direct assessment amount must be positive

i1 5657004002 -150.00 Edit | Delete
* Amount cannot exceed two decimals:150.005

12 5657004003 150.005 Edit | Delete
# Parcel number must be 10 digits

13 5864 022 009 150.00 # Parcel number must be all numeric Edit | Delete
# Pzrcel number must be 10 digits

3 581200601 150.00 Edit | Delete
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7G. Duplicate parcels may have different amounts. Determine the duplicate to delete and click the
Delete link.

Options | Log Qut | Help

e b Test Site - Auditor
Welcome, Agency User

Auditor Controller

Inbox Upload File Document Management Upload Document

Edit DA File

,J\l_“,‘tign| [Select One] o

Fiscal Year 2012
Agency Number 09999
File Type Direct Assessment File

File Mame DA_2012_00990-witherrors.xis

Femark

The File Type and Agency Mumber cannot be updated in Edit mode. If the File Type or Agency Number was uploaded incorrectly, delete the file and re-upload.

Apply Filter | Hide Filter | Remowve Filter - Records: 1 - 50 of 3988 - Pages: i|2]3|4|3

# - Parcel Number Amount Comment

| Equal Te ||

| s812008020 |
5 5812005020 200.00 Edit | Delete

#* Duplicate Parcal

& SB812008020 150.00 Edit | Delete
Racords per page: |50 | ¥ Add New

7H. Click the Remove Filter link to bring back the list of errors.

Options | Log Out | Help

eb Test Site - Auditor
vi 7 Welcome, Age

Auditor Controller

Inbox Upload File Document Management Upload Document
Edit DA File
Action| [Select One] w

Fiscal Year 2012
Agency Number 09999
File Type Direct Assessment File

File Mame DA_2012_00990-witherrors.xls

Remark

The File Type and Agency Mumber cannot be updated in Edit mode. If the File Type or Agency Number was uploaded incorrectly, delete the file and re-upload.

Apply Filter | Hide Filter Records: 1 - 50 of 5987 - Pages: W il2|3|4|5
# Parcel Humber Amount Comment -
|Eq|.|a| To B4
| sB1z006020 [
# Duplicate Parcsl
3 5812006020 300.00 Edit | Delete
Records per page: |50 || Add New
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71. To edit an Amount, click on the Amount field, enter the updated Amount in the text box and click
the Update link.

Options | Log Out | Help

(S

Auditor Controller 5 lcome, Agenc
Inbox Upload File Document Management Upload Document
Edit DA File
Ac‘tign| [Select One] "

Fiscal Year 2012
Agency Mumber 099.99
File Type Direct Assessment File

File Mame DA_2012_00990-witherrors.xs

Remark

The File Type and Agency Humber cannot be updated in Edit mode. If the File Type or Agency Number was uploaded incorrectly, delete the file and re-upload.
Show Filter - Records; 1 - 50 of 5987 - Pages: 12|24 |5

# Parcel Humber Amount Comment -

# Direct sssessment amount exceseds the limit of 93,999,953.93

7 | 5820009014 [ | k501501504 Update | Cancel

#* Invalid Direct Assessment Amount

8 S808009024 150.0A Edit | Delete
# Only corrections can have 50 value

2 5812014024 0.00 Edit | Delete
# Pzrcel number cannot start with S for DA file

i0 9806019009 150.00 Edit | Delete
#® Direct assessment amount must be positive

11 5657004002 -150.00 Edit | Delate
# Amount cannot exceed two decimalsi150.005

12 S637004003 150.0035 Edit | Delete

Parcel number must be 10 digits

13 5864 022 009 150.00 # Parcel number must be zll numeric Edit | Delete
® Parcel number must be 10 digits

3 581200601 150.00 Edit | Delete
# Pzrcel number must be =l numeric

4 581200601G 150.00 Edit | Delete

3826 5864037008 150.00 Edit | Delete

3827 5658011010 150.00 Edit | Dalete
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7J. Row #7 (from the previous screen) has been updated and no longer appears on the list since it no
longer contains an error message and the columns are sorted by the Comment field.

‘ I Cptions | Log Out | Help
|

Auditor Controller v1.9.132 Welcome, Agenc
Inbox Upload File Document Management Upload Document
Edit DA File
Action | [Select One] v

Fiscal Year 2012
Agency Number 09999
File Type Direct Assessment File

File Mame DA_2012_00990-witherrors.xls

Remark

The File Type and Agency Mumber cannot be updated in Edit mode. If the File Type or Agency Mumber was uploaded incorrectly, delete the file and re-upload.
Show Filter - Records: 1 - 50 of 5987 - Pages: Ph B e N I o . O

y Parcel Humber Amount Comment b

# Invalid Direct Assessment Amount
8 5808003024 150.04 Edit | Delete

# Only corrections can have 30 value
9 5812014024 0.00 Edit | Delete

# Parcel number cannot start with 3 for DA file
i0 9806013009 150.00 Edit | Delete

#® Direct assessment amount must be positive
i1 S657004002 -150.00 Edit | Delete

# Amount cannot exceed two decimals:150.005
12 56537004003 150.005 Edit | Delete

# Parcel number must be 10 digits

13 5064 022 009 150.00 # Parcel number must be sll numeric Edit | Deleta
& Parcel number must be 10 digits

2 SB1200801 150.00 Edit | Delete
#* Parcel number must be =l numeric

4 S81200601G 150.00 Edit | Delate

3826 5864037008 150.00 Edit | Delete

3827 5658011010 150.00 Edit | Delete

3828 5816004003 150.00 Edit | Delate
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7K. To edit a Parcel Number, click on the Parcel field, enter the updated Parcel in the text box and
click the Update link.

Edit DA File

Al;tign|[SeIect One]

Fiscal Year
Agency Mumber
File Type

File Name

Remark

2012
09599

Direct Assessment File

DA_2012_00990-witherrors.xls

The File Type and Agency Mumber cannot be updated in Edit mode. If the File Type or Agency Mumber was uploaded incorrectly, delete the file and re-upload.

# Parcel Humber Amount

7 5320009014 150150150.0
8 5808003024 150.04
g 5312014024 0.00
10 |7Bos013009 || |150.00 |
11 5657004002 -150.00
12 5657004003 150.005
13 5364 023 009 150.00
2716 5815015816 150.00
z 581200601 150.00
4 5812006016 150.00
3826 5864037008 150.00
3827 5658011010 150.00

Show Filter - Records: 1 - 50 of 5987 - Pages:

Comment

Direct 2ssessment amount exceeds the limit of 95,955,555.95%

Invalid Direct Assessment Amount

Only corrections can have $0 valus

Parcel number cannot start with 3 for DA file

Direct 2ssessment amount must be positive

Amount cannot exceed two decimals:150.005

Parcel number must be 10 digits
Parcel number must be zall numeric

Parcel number cannot be non-assessable parcels

Parcel number must be 10 digits

Parcel number must be z=ll numeric

112121415

Edit | Delete

Edit | Delete

Edit | Deleta

Update | Cancel

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete
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7L. Repeat steps 7E-7K until all of the red comments/error messages are fixed. The agency file can
only be a valid file after all of the errors are fixed. Example of screen after all errors are fixed below:

Options | Log Out | Help

Auditor Controller Welcome, Agency User
Inbox Upload File Document Management Upload Document
Edit DA File
Action |[Select One] e

Fiscal Year 2012
Agency Number 099.99
File Type Direct Assessment File

File Name DA_2012_00990-witherrors xls

Remark d

=

The File Type and Agency Number cannot be updated in Editmode. If the File Type or Agency Number was uploaded incorrectly, delete the file and re-upload.

Show Filter - Records: 1 - 100 of 5987 - Pages: 1/2|2|4|5

# Parcel Humber Amount Comment -

2061 5817021005 150.00 Edit | Delete
2062 5817033040 150.00 Edit | Delete
2063 5816006001 150.00 Edit | Delete
2064 5815012024 150.00 Edit | Delete
2065 5819011001 150.00 Edit | Delete
2066 5817023035 150.00 Edit | Delete
2067 5815004006 150.00 Edit | Delete
2068 5812025034 150.00 Edit | Delete
20658 5815022033 150.00 Edit | Delate
2070 5815008017 150.00 Edit | Delete
2071 5815008018 150.00 Edit | Delete
2072 5658005008 150.00 Edit | Delete
2073 Seiz2012024 150.00 Edit | Delate
2074 5811015014 150.00 Edit | Delete
2075 5817017052 150.00 Edit | Delate
2078 5806004048 150.00 Edit | Delete
2077 5812016028 150.00 Edit | Delete

= =
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7M. To add a new row, scroll to the bottom of the Edit page and click on the Add New link.

(€ DawER G- B | = - Page~ Safety v Tools - (@~
23 Se37014014 150.00 Edit | Delete
=4 5657014013 150.00 Edit | Delete
35 5811015013 150.00 Edit | Delete
36 5657009013 150.00 Edit | Delete
37 5816003010 150.00 Edit | Delete
38 5657025001 150.00 Edit | Delete
39 5817033032 150.00 Edit | Delete
40 5813005035 150.00 Edit | Delete
41 5815003002 150.00 Edit | Delete
42 58060030032 150.00 Edit | Delete
43 5806019008 150.00 Edit | Delete
44 5808013011 150.00 Edit | Delete
435 5817017051 150.00 Edit | Delete
45 5864021016 150.00 Edit | Delete
47 5814024001 150.00 Edit | Delete
48 5864009021 150.00 Edit | Delete
45 5822031033 150.00 Edit | Delete
S0 5817038011 150.00 Edit | Delete
51 5812022015 150.00 Edit | Delete
Records per page: |50 | % Add New

7N. Enter the Parcel Number and Amount and click on the Save link to save or Cancel to cancel the entry.

& DpwER ﬁ - B | ég ~ Page + Safety » Tools = I@Iv
8 | : :
37 5816003010 150.00 Edit | Delete
38 5657025001 150.00 Edit | Delete
39 5817033032 150.00 Edit | Delete
40 5813005035 150.00 Edit | Delete
41 5815003002 150.00 Edit | Delete
42 5806009003 150.00 Edit | Delete
43 S806019008 150.00 Edit | Delete
44 5808012011 150.00 Edit | Delete
435 5817017051 150.00 Edit | Delete
46 S8e4021016 150.00 Edit | Delete
47 5814024001 150.00 Edit | Delete
48 5864009021 150.00 Edit | Delete
45 5822031033 150.00 Edit | Delete
50 5817038011 150.00 Edit | Delete
51 5813023015 150.00 Edit | Delete
| 8595333353 | 150.00
Records per page: |50 | % Save || Cancel
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70. Once saved, the new record is added to the end of the list and assigned the next row number.

& DpwER ﬁ - B =, | ég ~ Page + Safety » Tools = I@Iv
5976 5812011027 150.00 Edit | Delete
5977 5816005009 150.00 Edit | Delete
5978 5817030035 150.00 Edit | Delete
5979 5821012001 150.00 Edit | Delete
5980 5815013058 150.00 Edit | Delete
5981 5811016032 150.00 Edit | Delete
5982 5864022013 150.00 Edit | Delete
5983 5817030025 150.00 Edit | Delete
Soe4 S8e4006023 150.00 Edit | Delete
5985 5812017005 150.00 Edit | Delete
5986 S8ZZ004004 150.00 Edit | Delete
5987 5814013010 150.00 Edit | Delete
5988 5806017004 150.00 Edit | Delete
5982 8500cSo000 150.00 Edit | Delete
Records per page: |50 | ¥ Add New

7P. To delete a record, click on the Delete link associated with the row that needs to be deleted.

(& DAWEE G- B | g=n v page - Safety - Took -~ (@~
5576 5812011027 150.00 Edit | Delete
3977 5816005009 150.00 Edit | Delete
5578 5817030035 150.00 Edit | Delete
3979 5821012001 150.00 Edit | Delete
5980 5815013058 150.00 Edit | Delete
5981 5811016032 150.00 Edit | Delete
5582 5864022013 150.00 Edit | Delete
59832 SB817030025 150.00 Edit | Delete
5984 5864006023 150.00 Edit | Delete
5985 5812017005 150.00 Edit | Delete
S986 SEZZ004004 150.00 Edit | Delete
5987 5814013010 150.00 Edit | Delete
5988 5806017004 150.00 Edit | Delete
3989 8959999593 150.00 Edit | Delete
Records per page: |50 |3 Add New
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7Q. When the pop-up message appears, click OK to delete or Cancel to keep the record.

(& DAWER &' - B | @a ~ Page ~ Safety - Tools - l@lv
5376 5812011027 150.00 Edit | Delete
5977 5816005009 150.00 Edit | Delete
5978 5817030035 150.00 Edit | Deleta
5379 5821012001 150. Edit | Delete
5930 5815013058 150. Message from webpage _ Edit | Delete
5981 5811016032 150.40 2 Edit | Delete
\_:/ Are you sure you wank to delete the parcel? )
5382 5864022013 150.40 Edit | Delete
5983 5817030025 150.40 Edit | Delete
I O l [ Cancel
59584 5864006023 150.40 Edit | Delete
5385 5812017005 150. Edit | Delete
5986 5822004004 150.00 Edit | Delete
5987 58140132010 150.00 Edit | Delete
5388 5806017004 150.00 Edit | Delete
5989 8999999999 150.00 Edit | Delete
Records per page: |50 |¥| Add New

7R. After all of the errors are fixed, new parcels added and old parcels deleted, click on the action drop-
down menu and select Go Back to Inbox to bring you back to the Inbox. Clicking on the Inbox
tab will also take you back to the Inbox.

NOTE: Your file is automatically checked out upon entering the Edit DA File page. Click on the
Check In link to allow other users to access the file.

Options | Log Out | Help

Welcome, Agency User

m Upload File Document Management Upload Document
Edit DA File
Action | [Select One] v
[Select One]
Fiscal Year 2012 Check In

Submit the File to the Auditor
Delete
File Type Direct AssessHEese

File Name DA_2012_000 B e h

Remark

Agency Mumber 099.99
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7S. If Valid = ‘ves’ then proceed to the next step. If Valid = ‘no’ then repeat steps 7A-7R.

NOTE: When going back to the Inbox, the file will still be checked out. Click on the Check In link to
allow other users to access the file.

EZ Options | Log Qut | Help
Auditor Controller

Welcome, Agency User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCES SING BEGINS ON 8/01/2012... (Show Details...)

[ Open Search Panel Submit l
Fiscal Year Agency # File Type XN Count Total DA AMT valid Status Upload Date Docs Report Action
PCL CHG RPT di
F ~ 2012 099.59 DA 5,987 $51,062,500.00 | yes 05/02/2012 0 Data Transmittal | Check In
History / Detail Report Delete
| Records per page: (100 | % Records: 1 - 1 of 1 - Pages: jyq @ 1L

7T. Click on the PCL CHG RPT link under the ‘Report’ column to view the Parcel Change Report.

.D u‘ ‘\L Options | Log Out | Help
; Auditor Controller

Welcome, Agency User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8101/12012... (Show Details...)

[ Open Search Panel Submit l
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit
I:‘ . 2012 099.99 DA 3,987 £51,062,900.00 yes os5/02/2012 0 Data Transmitkta Check In
History [ Detail Report Delete
Records per page: 100 | % Records: 1 - 1 of 1 - Pages: g 4« 1L
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7U. Blank Parcel Change Report means that there are no parcel changes for the respective agency.

/2 http:/ /gad.auditor.lacounty.goy/dawebacpt/Rpt_PCLCHG.aspx?FileID=16&DocumentID=1193 - Microsoft Internek Explo - |E||i|
-
e &2 | [ Find... % [ 10f - [100% |-
Main Report

2012 PARCEL CHANGE FILE PARCEL CHANGE REPORT RUMN DATE 05/02/2012
AGENCY NUMBER 09999 UPLOAD DATE  05/02/2012

TOTAL OLD PARCEL CNT:

TOTAL NEW PARCEL CNT:

FILE TYPE: Direct Assessment File

FILE NAME: DA_2012_00990-witherrors xls

FORMAT STATUS AGEMCY NUMBER DA AMOUNT

NOTE: There are three options if the Parcel Change Report is not blank.

e Delete the current file from the Inbox and re-upload new | Go to Creating the Excel File Input (P. 10)
file with parcel changes included in the file or Creating the Text File Input (P. 20)

e Add New Parcels and delete old parcels in Edit mode Go to Correcting a file in Edit Mode (P. 72)
e Complete Upload Original DA file process AND
e Submit parcel changes as corrections Go to Upload Correction File (P. 59)

7V. Click the Data Transmittal link under the ‘Report’ column to view the document and verify the Total
Parcel Count and DA Amount.

‘ s Options | Log Out | Help
! e 4 k !. Auditor Controller
|

Welcome, Agency User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8101/12012... (Show Details...)

Inbox

[ COpen Search Panel H Submit l

Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
l:‘ m 2012 099,39 DA 5,987 $31,062,900.00 yEs b 0s5/02/2012 0 Data Transmittal Check In
e History [ Detail Report Delete
Records per page: (100 | % Records: 1 - 1 of 1 - Pages: 4 i
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7W. The Data Transmittal displays the File Type, Agency Information, Total Assessment Amount
and Total Parcel Count that will be submitted to the Auditor for STR Update. If the Data Transmittal
does not match your expected totals then the input file should be reviewed to make sure all parcels
are assessed properly and re-upload a corrected file or make corrections to the existing file in Edit
Mode (P. 72).

Perform the following steps if the information on the Data Transmittal meets your approval:

Print the document

Sign and date the document

Scan the document as .PDF format

Upload the signed document to DAWeb (refer to Upload Legal Documents, P. 93)

@vii (1]t i ® @ [Bew] | d e i -

DATE: May 03, 2012

TO: Department of Auditor-Controller
Property Tax Division
Direct Assessment Unit
ATTN: Aquilla lvery-Simmons

FILE TYPE: Direct Assessment File
AGENCY ACCOUNT NUMBER: 099.99
AGENCY DESCRIPTION: test

TOTAL ASSESSMENT AMOUNT: $51,062,900.00
TOTAL PARCEL COUNT: 5,987

This is to certify that the Total Assessment Amount and Total Parcel Count for our Agency Account Number listed
above is commrect and that we are authorized to add this Direct Assessment amount onto the Fiscal Year 2012-2013
Secured Tax Roll (STR).

Authorized By:

Signature Date Signed

Mame and Title:

2" Unknown Zone a
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7X. Ifthe files(s) are valid (valid = yes) and the Data Transmittal amounts are correct, then check the
check box associated with the file and click the submit button (submit to Auditor). Multiple files can
be checked and submitted simultaneously.

MW II Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCES SING BEGINS ON 8/01/2012... (Show D

[ Open Search Panel Submit l
Fiscal Year Agency # File Type THN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit
- 2012 099.99 DA 5,987 £51,062,500.00 yes 05/02/2012 0 Data Transmittal Check In
History [ Detail Report Delete

| Racords per page: 100 | ¥ Records: 1 -1 of 1 - Pages: 44 44 1

7Y. Click ‘OK’ or ‘Cancel’ to submit or cancel the submission of the file(s).

Options | Log Out | Help

Auditor Controller R Welcome, Agency User

FISCAL YEAR 2012-13 DA PROCESSING - PRC

Are you sure you want to submit the following file(s)?
08999

] [ Cancel Docs. Report Action -
PCL CHG RPT Edit
£51,062,900.00 yes D5/02/2012 0 Data Transmittal CheckIn
History/ Detail Report Delete

Records: 1~"1of 1~Pagest jd « Y b s
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7Z. A pop up message will state ‘File(s) submitted’ and the Status icon will change to ‘Pending

Review’.

Options | Log Out | Help

Auditor Controller

Welcome, Agency User

Inbox Upload File Document Management Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 2/01/2012... (Show Details...)

[ Open Search Panel Submit l
| File(s) submitted ‘
Fiscal Year Agency # Filz Type TXN Count Total DA AMT Valid Status Upload Date
W 2012 059,99 oA 5,987 £51,062,300.00 Yes PENDING 05/0z/2012
Records per page: | 100 |2

Docs

0

Report

PCL CHG RPT
Data Transmittal
History/ Detail Report

Records: 1 - 1 of 1 - Pages:

e

Action
Edit

Check Out
Delete

7AA. Auditor staff will review the submitted file(s) and will submit the file(s) through to the STR Update
if the DA count and Amount match the amounts on the transmittal. If there is anything
wrong with the file or if the counts do not match then Auditor staff may also reject the file

back to the Agency for editing.
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UPLOAD LEGAL DOCUMENTS

8A. To begin this process, legal documents must be scanned and/or saved as .PDF format and saved
onto your computer. DAWeb only accepts .PDF format.

NOTE: Uploading Documents can be done before or after afile is uploaded; however, the

agency information will not appear in the Inbox until a file for the respective agency
number has been uploaded.

8B. To upload legal documents, click on the Upload Document tab.

W Options | Log Out | Help

Auditor Controller T Welcome, Agency User
Upload File Document Management
l Open Search Panel I Submit ]
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
- PCL CHG RPT Edit
I:‘ W 2012 593,99 PU 19 £12,396.84 yes 04/24/2012 0 Data Transmittal Check Out
History/Detail Repor Delete
PCL CHG RPT
m 2012 0o09.90 DA 5,986 £912,750.00 yes Da/23/2012 0 Data Transmittal
History/ Detail Repor
PCL CHG RPT
m 2012 959.99 [ 6,113 $2,329,.208.68 YEs 04/23/2012 0 Data Transmittal
History/ Detail Repor
Records per page: | 100 | % | Records: 1 - 3 of 3 - Pages: ‘ 1

8C. Click on the drop down box under Select document type: and select the document type that you
want to upload. For this example, Billing Agreement will be selected.

m ﬁ I Options | Log Out | Help
: Auditor Controller

v1923 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:
[Select One] +

h7

Billing Agreement

[Select One]

Resolution/Crdinance
Agency Information Sheet

Data Transmittal
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8D. Once the document type is selected, steps 2 — 4 will appear on the Upload Document page. Perform
the following steps:

e Under step 2, click on agency number(s) to upload from the list of agency numbers.

NOTE: Selecting multiple accounts only works for Billing Agreement and
Resolution/Ordinance document types. To select multiple agency numbers, click on
each agency number while holding down the Control (CTRL) button on the keyboard. To

deselect the group, click on any agency number without holding down the Control (CTRL)
button.

e Under step 3, click on the ‘Browse’ button and select a .PDF document to upload.

Options | Log Out | Help

Auditor Controller v1940  Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

[ Billing Agreement + l

2. Select agency number to upload:

002.520 A B8B.8B8 » 895.50 »855.95 »B885.97
» 395.98 » 395.59

3. Select Document to upload: POF Format Only

| [ no files selected ] Ihm

4, Press upload:

Upload
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8E. Select a .PDF document to upload and click the Open button. Documents must be in .PDF format.

Select file(s) to upload by gad.auditor.lacounty.go¥ ﬂﬂ

Loak. n: IE} Leqgal Documents Sample j = |=j€ v

-_!"_. Sample Agency Information Sheet, pdf
Sample Gilling Agreement, pdf
-_!"_. Sample COR1 DataTransmittal pdf
-_!"_. Sample DataTransmittal, pdf

-_!"_. Sample Resolution-Ordinance. pdf

by Diocuments

™

kdy Computer

File name: ISampIe Billing Agreement. pdf j
Files of type: I["_pdf] j Cancel |

8F. Under step 4, click the Upload button to upload the document to DAWeb.

I Options | Log Out | Help

Auditor Controller v1912 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

l Billing Agreement + l

2. Select agency number to upload:

009.90 a0 888.88 > 9939.90 » 8989.95 »855.97
» 995.98 » 593,99

3. Select Document to upload: PDF Format Only

ﬁ|E.‘:mm:-|-': Billing Agreement.pdf Hm

| 523.16kB |

4 Press yoload:

Upload |
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8G. A message will display at the bottom of the page that the file was successfully uploaded.

Options | Log Out | Help

Auditor Controller v1940  Welcome, Agency User

| Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type;

I Billing Agreement + ]

2, Select agency number to upload:

003.50 TTT.77 BEB.B8 > 893.50 | »593.95 > 935,37
»933.98 » 3959.99

3. Select Document to upload: POF Format Only

| [ no files selected ] Hﬁm
| |

4, Press upload:

Upload

Successfully uploaded files:
Sample Billing Agreement.pdf

Done o Trusted sites d5 v Woes -
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8H. In this example, the document type is Resolution/Ordinance and only one agency number is
selected. To select multiple agency numbers, click on each agency number while holding
down the Control (CTRL) button on the keyboard.

NOTE: Selecting multiple accounts only works for Billing Agreement and Resolution/Ordinance
documents. To deselect the group of selected agency numbers, click on any agency number
without holding down the Control (CTRL) button.

MBW II Options | Log QOut | Help
' Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

‘ Resolution/Ordinance | &]

2. Select agency number to upload:

009.90 TITIT 888.88 999.90 999.95 999,97
999.98 > 89895.99

3. Select Document to upload: PDF Format Only
33|'E-am|:-!—'_ Resolution-Ordinance.pdf hm

| 212.93kB |

4. Press upload:

Upload ‘

r
Successfully uploaded files:
Sample Resolution-Crdinance.pdf

Dane ' Trusted sites by v W00% -
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8l. In this example, Agency Information Sheet is selected. Only one agency number can be
selected per upload since each agency number must have its own Agency Information Sheet.

W Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:
[Agenc,,i Information Sheet | dr]

2. Select agency number to upload:

009.90 77377 gge.88 999.90 995.95 959.97
999.98 »993.83

3. Select Document to upload: PDF Format Only

33|'55||ﬂ|:-|;_ Agency Information Sheet.pdf ﬁm

| 173.67kB |

4, Press upload:
‘ Upload

Sample Agency Information Sheet.pdf

“ Successfully uploaded files:

Dane o Trusted sites 3 + ®iow -
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8J. A file must be uploaded and valid before uploading the Data Transmittal for the following

reasons:
¢ Data Transmittal document can only be generated after the file has been uploaded and ‘valid =
yes’.

e The specific Data Transmittal has to be linked to the correct agency number and file type.
For example, the Data Transmittal for agency number 999.99 correction version 1 has to be linked
to the correction file version 1 for agency number 999.99.

Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:
‘ Data Transmittal | + ]

2. Select file to upload:
Fizscal Year Agency # File Type

2012 009.80 DA
2012 888.88 DA
2012 953.50 oA
2012 959.38 oA
2012 995.99 oA
> 2012 885.959 COR vl
; 2012 999.99 COR v2

3. Select Document to upload: PDF Format Only

®|sample COR1 DataTransmittal.pdf | BFawee

| -

82kB |

4. Press upload:
‘ Upload

Successfully uploaded files:
Sample COR1 DataTransmittal.pdf

Cane 7 Trusted sites ¥ - o0 -

8K. The Upload Document process is complete once all documents have been uploaded to DAWeb. The
next section will go over checking documents in the Inbox, Document Detail and Document
Management pages.
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CHECKING DOCUMENTS

9A. Go to the Inbox to check on uploaded documents. Document management can also be used and will
be explained in this section (Step 9E, P. 103).

e The Docs column displays the number of documents submitted for each agency number. The

font color comes in black, green or red.

Black — the documents have been uploaded and are pending for Auditor review.

Green — all documents have been approved

Red — at least one document has been denied by the Auditor.

been uploaded. All documents are displayed on the Document Management tab.

Since the Inbox is file driven, it will not display documents uploaded if the files have not

Options | Log Out | Help

Welcome, Agency User

Document Management

Upload Document

FISCAL YEAR 2012-13 DA PROCESSING - PROCESSING BEGINS ON 8/01/2012... (Show Details...)

l Open Search Panel I Submit ]
Fiscal Year Agency #
W 2012 959.30
| w2012 EEER-L
| W 201z ECER-L
[0 i =012 555.335
W 2012 959.33
O & 2012 009.30

Records per page: | 100

||

File Type

DA

COR v2

COR v1

PU

DA

DA

TXH Count

1,120

19

&.115

5,986

Total DA AMT Valid

£74,760.00 no

£6,100.00 yes

£3,628.57 =

£12,396.84 Yes

$2,323,208.68 yes

£912,750.00 yes

Status

b (&) (000

Upload Date Docs
04/27/2012 2
04/268/2012 3
04/25/2012 4
04/24/2012 3
04/23/2012 4
04/23/2012 4
Records:

Report

PCL CHG RPT
Data Transmittal
History [ Detail Report

PCL CHG RPT
Data Transmittal
History [ Detail Report

PCL CHG RPT
Data Transmittal
History [ Detail Report

PCL CHG RPT
Data Transmittal
History/Detail Report

PCL CHG RPT

Data Transmittal Ch

History [ Detail Report

PCL CHG RPT
Data Transmittal
History [ Detail Report

- 6 of 6 - Pages:

Action

Edit
Check Dut
Delete

Edit
Check In
Delete

Edit
Check In
Delete

Edit
Check Dut
Delete

Edit
Check Out
Delete
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9B. Click on any number under the ‘Docs’ column to take you to the ‘Document Detail’ page.

Inbox Upload File Document Management Upload Document
FISCAL YEAR 2012-13 DA PROCESSING... (Show Details...)
I Open Search Panel Submit ‘
Fiscal Year Agency # File Type TXH Count Totzl DA AMT Valid Status Upload Date Docs Report Action

P Edit
m 2012 999.90 [ 1,120 74, 760.00 na 04/27/2012 2 Data Tr Check In
History [ Detai Delete
PCL CHG RPT Edit
I:‘ - 2012 995,99 COR w2 7 £6,100.00 yes 04/26/2012 3 Data Transmittal Check In
History [ Detail Report Delete
PCL CHG RPT Edit
1 m 2012 999.99 COR vi1 5 %3,628.57  yes 04/25/2012 4 Data Transmittal Check In
History/ Detail Report Delete
- rﬁ PCL CHG RPT Edit
| W 2012 999.99 PU 19 $12,396.84 yes - 04/24/2012 3 Data Transmittal Check Out
_— History/Detail Report Delete

- — PCL CHG RPT

W 2012 999.99 DA 6.115 $2,329,208.68 yes PENDING|  04/23/2012 4 Data Transmittal

| REVIEW. History/Detail Report
- PCL CHG RPT Edit
D s 2012 00%.90 OA 3,986 512, 750.00 YES 04/23/2012 i Data Transmittal Check Out
History/ Detail Report Delete

Records per page: | 100 |3 Records: 1 - 6 of & - Pages! 4 i

9C. The ‘Document Detail’ page shows the details of your document(s) and displays the Document Type,
Status, Comments, Uploaded By and Uploaded Date for each document. Click the link(s) under the
Document Type column to display the document. Click the Back button to go back to the Inbox.

Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

Document Detail

Back
Fiscal Year 2012
Agency Mumber 009.90
File Type Direct Assessment File
File Mame DA_2012_99999xs
Document Type Status | Comment Uploaded By Uploaded Date

Agency Information Sheet | Denied Missing Account Mumber | User, Agency | 05/16/2012

Data Transmittal Approved User, Agency | 08M16/2012
Billing Agreement Approved User, Agency | 05/16/2012
Resolution/Crdinance Approved User, Agency | 08162012
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9D. Sample Billing Agreement.

File  Edit

GoTo  Favorites  Help

¢ 5lp Favorites

5= & eBay £ Auditor Controller Helpdesk @ | Auditor Controller Internet & | Auditor Controller Intranet & | Auditor Controller Web Email € | eCaps Helpdesk

| @http:,l',l'qa4.auditor.lacounty.gov,l'dawebacpt,l'Form_Do... | |

ﬁ - B = @ - Page ~ Safety = Tools » @-

EX:

&- e[z ool I P~

DA Account #:

ATTACHMENT Il
(NOTE: Please copy on agency letterhead)

AGREEMENT FOR BILLING OF DIRECT ASSESSMENTS

This agreement is made and entered into between the Los Angeles County Auditor-Controller and
— (Name of your Agency)— to provide the service of placement of direct assessments on the
Secured Tax Roll and distribution of collections to -(Name of your Agency)--.

L PROPERTY TAX SERVICES

Los Angeles County will place direct assessments on the Secured Tax Roll and
distribute collections to —{Name of your Agency)— at the same time and in the
same manner as Los Angeles County property taxes are collected and distributed.
—(Name of your Agency)-- will adhere to the policies and procedures established
by the Los Angeles County Auditor-Controller as outlined in the Direct Assessment
Submission Procedure Manual.

Fee for Billing Services

For billing of direct assessments, the Los Angeles County Auditor-Controller shall
collect the following charges:

>

o Unknown Zane #3 -
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9E. The ‘Document Management’ page is another method of checking documents in a list format. The
documents are automatically sorted by Agency number. This page has a delete function in case you
need to delete and re-upload document(s) that have been denied.

NOTE: The Delete function is disabled on approved documents. Contact the Auditor staff if you
need to delete an approved document; they must update the status to denied before you can delete.

Upload File

DAWeb

Auditor Controller

Document Management

Document Management - Fiscal Year 2012

[ Open Search Panel |

Drag a column header here to group by that columm.

Agency # Drocument

009.90 Agency Information Sheet

009.30 Data Transmittal - DA

009,30 Billing Agreement

009.90 Resolution/Ordinance

999.30 Billing Agreement

999.90 Resolution/Ordinance

999.95 Resolution/Ordinance

999.85 Billing Agreement

999.97 Resolution/Ordinance

999.97 Billing Agreement

999.98 Billing Agreement

999.98 Resolution/Ordinance

999,99 Resolution/Ordinance

999.99 Billing Agreement

999.99 Data Transmittal - DA

985.99 Data Transmittal - COR v3

999.99 Agency Information Sheet
Records per page: |_1.DD !¥|

Status

Denied

Approved
Approved

Approved

Approved

Denied

Approved

Pending for Review
Pending for Review
Approved

Denied

Approved

Approved

Approved

Approved

Approved

Approved

Comment

Missing Account Number

Missing City Name

Missing Required Signatures

Upload Document

Uploaded By

User, Agency
User, Agency
User, Agency
User, Agency
User, Agency
User, Agency
User, Agency
User, Agency
User, Agency
User, Agency
User, Agency
User, Agency

User, Agency

05/16/2012 View

Options | Log Out | Help

Welcome, Agency User

Uploaded Diate

05/16/2012 View Delete
05/16/2012 View Delate
05/16/2012 View Delate
05/16/2012 View Delete
05/16/2012 View Delata
05/16/2012 View Deleta
05/16/2012 View Delata
05/16/2012 View Delete
05/15/2012 View Deletea
05/16/2012 View Delate
05/16/2012 View Delete

Delete

05/16/2012 View Delate

User, Agency 05/16/2012 View Delete
User, Agency 05/16/2012 View Delete
User, Agency 05/16/2012 View Delete
User, Agency 05/16/2012 View Delate
Records: 1 - 17 of 17 - Pages: W 1
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9F. Additional sorting can be done by clicking and dragging each column header to the area indicated in
the example below. This puts a line break between each agency number and makes the page easier

to look at.

NOTE: ‘Comment’ is the only header that can not be dragged to the top.

Options | Log Out | Help

Auditor Controller

Welcome, Agency User

Inbox Upload File Document Management Upload Document
Document Management - Fiscal Year 2012
I Open Search Panel ‘
Agency 7
Agency # Drocument Status Comment Uploaded By Uploaded Date
=2 Agency #: 009.90
009.90 agency Information Sheet Denied Missing Account Number User, Agency 03/16/2012 Wiew Delete
00%.90 Data Transmittal - DA Approved User, Agency 05/16/2012 View Delete
009.90 Eilling &greement Approved User, Agency 05/16/2012 View Delete
00%.90 Resolution/Ordinance Approved User, Agency 05/16/2012 View Delete
[Z Agency #: 999,90
999.90 Eilling &greement Approved User, Agency 05/16/2012 View Dealete
999.90 Resclution/Ordinance Cenied Mis=sing City Name User, Agency 05/16/2012 Wiew Delete
[E Agency #: 999,95
999.95 Resolution/Ordinance Approved User, Agency 05/16/2012 Wiew Delete
999,95 Eilling &gresment Pending for Review User, Agency 05/16/2012 View Delete
9G. Click on the Comment header twice to sort all of the denied documents to the top of the list. Thisis a

useful way to group all of the documents that you need to delete and re-upload.

Options | Log Out | Help

Upload File

Auditor Controller

Document Management

Document Management - Fiscal Year 2012

[ Open Search Panel l

Drag a column header here to group by that column.

Agency # Diocument Status Comment Uploaded By Uploaded Date

999.98 Eilling Agreement Dienied Missing Required Signatures User, Agency 05/16/2012 View Delete
999,90 Resolution/Ordinance Denied Missing City Name User, Agency 05/16/2012 WView Delete
009.50 Agency Information Sheet Dienied Missing Account Number User, Agency 05/16/2012 View Delete
009.90 Data Transmittal - DA Approved User, Agency 05/16/2012 View Delete
009.90 Eilling Agreement Approved User, Agency 053/16/2012 View

Welcome, Agency User

Upload Document
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9H. The Open Search Panel can be used to search for a specific Agency Number, Form Type or
Status. For example, click the Open Search Panel button, enter an agency number and click the
Search button. The example below is searching for Agency Number 999.99.

Options | Log Out | Help

Auditor Controller Welcome, Agency User
Inbox Upload File Document Management Upload Document
Document Management - Fiscal Year 2012
—
l Open Search Panel ]
&
Search Panel
Comment * Uploaded By Uploaded Date
Agency Number 999 99
' Missing Required Signatures User, Agency 05/16/2012 View Delete
Form Type |AII VI
Missing City Name User, Agency 05/16/2012 View Delete
|
Status |A” v| Missing Account Number User, Agency 05/16/2012 View Delete
Search I Close Search Panel User, Agency 05/16/2012 WView  Delete
- — : User, Agency 05/16/2012 WView  Delete
009.50 Resolution/Crdinance Approved User, Agency 05/16/2012 View Delete
595,40 Billing Agreemeant Approved User, Agency 05/16/2012 View Delate
999.95 Resolution/Ordinance Approved User, Agency 05/16/2012 View Delete
593,97 Billing Agreemeant Approved User, Agency 05/16/2012 View Delete
993,98 Resolution/Ordinance Approved User, Agency 05/16/2012 View Delate
999,93 Resolution/Ordinance Approved User, Agency 05/16/2012 View De

9l. Listed below is the search result for Agency Number 999.99.

Options | Log Out | Help

Auditor Controller . Welcome, Agency User

Inbox Upload File Document Management Upload Document

Document Management - Fiscal Year 2012

[ Open Search Panel

Drag a column header here to group by that column.

Agency # Document Status Comment * Uploaded By Uploaded Date
593,95 Billing Agreemeant Approved User, Agency 05/16/2012 View Delete
999,59 Resolution/Crdinance Approved User, Agency 05/16/2012 View Delete
5og.95 Data Transmittal - DA Approved User, Agency 05/16/2012 View Delete
S99 Data Transmittal - COR v3 Approved User, Agency 05/16/2012 View
999,99 Agency Information Sheet Approved User, Agency 05/16/2012 View

Records per page: | 100 |31 Records: 1 - 5 of 5 - Pages: " 1
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9J. To search for a specific status, click the Open Search Panel button and on the Status drop down
box and select Denied to search for all denied documents and click the Search button.

Options | Log Out | Help

Auditor Controller Welcome, Agen
Inbox Upload File Document Management Upload Document
Document Management - Fiscal Year 2012
[ Open Search Panel
b4
Search Panel
Comment * Uploaded By Uploaded Date
Agency Mumber
| Missing Required Signatures User, Agency 05/16/2012 View Delete
Farm Type |A|I v|
Missing City Name User, Agency 05/16/2012 WView Delete
i
Status ['t””t”‘i Missing Account Number User, Agency 05/16/2012 View Delete
l Search Close Search Panel User, Agency 05/16/2012 View Delete
oo D o e uynggageg=zuy User, Agency 05/16/2012 View Delete
009.90 Resalution/Crdinance Approved User, Agency 05/16/2012 Wiew Delete
999.30 Billing Agreement Approved User, Agency 05/16/2012 WView Delete
599,95 Resaolution/COrdinance Approved User, Agency 05/16/2012 View
593.37 Billing Agreement Approved User, Agency 05/16/2012 View Delete
593,98 Resolution/Crdinance Approved User, Agency 05/16/2012 View Delete
§993.95 Resolution/Ordinance Approved User, Agency 05/16/2012 View Delete
999.99 Billing Agreement Approved User, Agency 05/16/2012 View Delete

9K. Listed below is the search result of Denied Status.

Options | Log Out | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

Document Management - Fiscal Year 2012

l Open Search Panel l

Drag a column header here to group by that column.

Agency # Document Status Comment * Uploaded By Uploaded Date

553,38 Billing Agresement Denied Missing Required Signatures User, Agency 05/16/2012 View Delete
999.90 Resolution/Ordinance Denied Missing City Name User, Agency 05/16/2012 View Delete
009.90 Agency Information Sheet Denied Missing Account Mumber User, Agency 05/16/2012 View Delete

Records per page: |100 || Records: 1 - 3 of 3 - Pages: i
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9L. Click on the View link to view the uploaded document.

Opfions | Log Out | Help

Auditor Controller Welcome, Agency

Inbox Upload File Document Management Upload Document

Document Management - Fiscal Year 2012

I Open Search Panel I

Drag a column header here to group by that column.

Agency # & Document Status Comment Uploadad By Uploaded Dati

009.50 Agency Information Sheet Denied Missing Account Mumber User, Agency 05/16/2012] View Delete
009.50 Data Transmittal - DA Approved User, Agency 05/16/2012 View Delete
009.50 Billing Agreement Approved User, Agency 05/16/2012 WView Delate
009.50 Resolution/Ordinance Approved User, Agency 03/16/2012 View Delete
999.90 Billing Agreement Approved User, Agency 05/16/2012 View Delate

9M. A separate window will pop-up displaying the document.

=5 B &- p 1] i@ @[] 1N e |
)
County of Los Angeles
Auditor-Controller, Tax Division
500 W. Temple Street, Room 153
Los Angeles, CA 90012
C/O Aquilla Ivery-Simmons
AGENCY INFORMATION SHEET
(Print A_-:r.u-unl Nurr;homd 16 Character Bill Description]
Please be advised that for fiscal year 2012-2013 (Place initials next to the correct response(s))
1. We will not submit Direct Assessment Input for the above relferenr:ed account.
(STOP here if initialed, and go to the last line and provide authorized signature)
2. We wil submit Direct Assessment Input for the a_bove referenced direct
assessment account on or before August 1st for manual input and August 9th for
automated input.
3 DIRECT ASSESSMENT SUBMISSION REQUIREMENTS
A Agreement for Billing Direct Assessments
O Signed agreement attached
B Written Authority to Levy Assessments (i.e. resolution, ordinance,
certified election resulls)
00 Written authority attached [0 Ongoing authority/Resolution (expiration
dale ( )
dilee ANAS Duicact A ssmant Suhmissinn D |
" Unknown Zone % - ]
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9N. To delete a denied document, click on the Delete link.

NOTE: The Delete function is disabled on approved documents. Contact the Auditor staff if you
need to delete an approved document; they must update the status to ‘denied’ before you can delete.

Options | Log Qut | Help

Auditor Controller Welcome, Agency User

Inbox Upload File Document Management Upload Document

Document Management - Fiscal Year 2012

‘ Open Search Panel l

Drag a column header here to group by that column.

Agency # 4 Document Status Comment Uploaded By Uploaded Date

009.90 Agency Information Sheet Denied Missing Account Number User, Agency 05/16/2012 View Delate
0o09.90 Data Transmittal - DA Approved Usear, Agency 05/16/2012 View Delete
009.30 Billing Agreement Approved User, Agency 05/16/2012 View Delate
009.90 Resolution/Ordinance Approved User, Agency 05/16/2012 View Delete
599,30 Billing Agreement Approved '-,'??E,'““E'E”E'r' DS/16/2012 View Delate

90. A pop-up message will appear to confirm the delete. Press either OK or Cancel.

Options | Log Out | Help

come, Agency

Inbox Upload File Document Management Upload Document

Document Managen

| Open Search Panel |

Are you sure you want to delete the file?

Drag & column header here to group by that co

ng-:_w-ﬂ + Dooument By Hﬂnadadnalz

009,90 Agency Infarmation Sheet ] [ Ece G 05/16/2012 WView Delete
oo9.90 Data Transmittal - DA Approved Auditor A 05/16/2012 View Delate
oo9.90 Eilling Agreement Approved iﬂgﬁ:'rlsur' 05/16/2012 View Delete
oo9.90 Resolution/Ordinance Approved iﬂsﬁ:jﬁ'ﬂr’ 05/16/2012 View Dealete
999,90 Eilling Agreement Approved SRl 05/16/2012 View Delete

Auditor
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9P. The Billing Agreement for agency number 009.90 has been deleted from the list.

NOTE: Re-upload corrected document(s) until all four documents are approved.

W Options | Log Out | Help

Auditor Controller vi942 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Document Management - Fiscal Year 2012

| Open Search Panel I

Drag a column header here to group by that column.

Agency # & Document Status Comment Uploaded By Uploaded Date

009.90 Data Transmittal - DA Approved User, Agency 05/16/2012 View Delete
009.50 Billing Agreement Approved User, Agency 05/16/2012 View Delete
009.30 Resolution/Ordinance Approved User, Agency 05/16/2012 View Delete
993.50 Billing Agreement Approved User, Agency 05/16/2012 View Delete
599,50 Resolution/Ordinance Denied Missing City Name User, Agency 05/16/2012 View Delete
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