Auditor Controller

Auditor-Controller
Direct Assessment Web Application
(DAWeb)

Agency Manual

July 1, 2013



Table of Contents

INTRODUCTION ..ot ee e e e e ennee e 2
LOGIN PAGE ... ... e e e e e e e e e e eeeeaeas 3
Help Menu Options and DeSCIPONS ......covvviiiiiiieiiieeiieee e 4
Login and FOrgot PASSWOIQ ..........coouuuiiiiiiiiiiee et 6
INDOX MESSAQGE BAI .....iiiiiiiiiiiie i ea e enas 8

(1) RETRIEVE THE PARCEL CHANGE REPORT ..........ccoiiiiiiiiiiiieeee e 11
INDOX SEArCh Panel .......couuiiiiii e 11

Fields on the Parcel Change RepOrt.......cocouviiiiiiiiiiiiiieic e 14

Export Parcel Change Report as PDF File ........c.ccooiiiiiiiiniiiiiie, 15

Export Parcel Change Report as Excel File ..........ccooviiiiiiiiiiiiiiininens 17

(2) CREATE THE EXCEL INPUT DATAFILE..........oooeeeeeeeiieeee e 19
Table of Formatting GUIdeliNeS .........ccouuiiiiiiiii e, 26

File Naming CONVENTION ....c.uuiiiiiiiiiiceiie e 27

(3) CREATE THE TEXT INPUT DATAFILE .........ooveeeeeeeeeeieeeee e 28
Table of Formatting GUIdeliNesS ..........couuiiiiiiiiiiii e, 30

File Naming CONVENTION ....c.uuiiiiiiiiieeece e ean e 31

(4) UPLOAD ORIGINAL DIRECT ASSESSMENT AND PUBLIC UTILITY FILES........... 32
Description of the INDOX FIeldS ... 38

File History/Detail REPOIT.......civuuiiiiieiiieeeen e 41

Export Transactions to File (Export Detail Report) .........ccooevveviiriiennnnnnn. 41

Data TranSMIttal .........ccoeuuiiieiii e e e 51

(5) CORRECT THE DATAFILEINEDITMODE.............cceoiiiieeeeeeeeeeeee 53
Action Drop-Down Menu OPtiONS ....c..uviiiiiiiiiieeiiiieeeiie e 53

Table of Error Messages and SOIUtIONS ..........coevvviveiiiieceie e, 56

Search for Parcels with the Show Filter Function.............cccccooeeivviiiinees 59

Edit @n AMOUNT.....ooee e e 63

Edit a Parcel NUMDET ... 65

Add NEW PArCEI ... 67

Delete ParCel.........oooooiiiiii 68

(6) UPLOAD LEGAL DOCUMENTS ......ooiiiiiiiiiiiieeeee e 74
Submit File(s) to the AUAItOr.........cooeveiieiee e 83

Check the Status of Agency Data Files ..........cccoovviiiiiiiiiiiiiiiciees 85

(7) UPLOAD CORRECTION FILE AND CORRECTION DATA TRANSMITTAL............. 87
Correction Data Transmittal ...........cc.ovveiiiiiii e 93

(8) CHECK THE STATUS OF LEGAL DOCUMENTS ..........cccoiiiiieieeee e 100
Document Detail Page..........uviiuiiiiiiieiie e 101
Document Management Page...........ooveuuiriiiiiiiiieeei e 102

(Do o101 g gT=T o o ] (0] Y 104

Page 1 of 113



INTRODUCTION

DAWeb was created to support the high volume of Direct Assessments (DA)
during the annual property tax roll build-up process. In the past, agencies saved
DA files on CDs and mailed them to the Auditor-Controller to process. A lot of
time was spent waiting for the CD’s to arrive, loading and processing each CD
and sending reports back to every agency.

DAWeb is a web-based application that enables agencies to upload and submit
Direct Assessment (DA), Public Utility (PU) and Correction (COR) files, along
with the corresponding legal documents. Agencies will have the ability to retrieve
Parcel Change, History/Detail and Data Transmittal reports immediately after
their data files are uploaded and validated via DAWeb. The new application
provides a faster turnaround and makes the roll build-up process more efficient.
For instance, DAWeb eliminates the agencies’ time to create and mail their CDs
and legal documents to the Auditor and to receive reports from the Auditor.
DAWeb also improves accuracy, privacy and security since the information is
prepared, submitted and controlled by each agency.

NOTE: 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.

Contact Person:

Aquilla Ivery-Simmons
500 West Temple St., Rm. 153
Los Angeles, CA 90012
(213) 893-2344

(213) 617-0592 fax
AIVERY @auditor.lacounty.gov
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LOGIN PAGE

A. Open an Internet Browser. The following browsers are compatible:
NOTE: Internet Explorer 7 thru 9 are compatible with DAWeb.

Apple Mozilla  Windows Google
Safari Firefox Explorer Chrome

B. Type the following in the address bar: http://daweb.auditor.lacounty.gov/ and press Enter. On
the login screen is a list of Help Menu Options.

B[(=1[ES

{= DAWEB - Microsoft Internet Explorer, provided by LA County, Auditor-Controller

@.\:_}; L4 |g, itkp: ffdaweb, auditor lacounty .oy “'I +#|| X ".' | 2~
. File Edit Vew Favorites Tools Help
{3 Favorites @DAWEB ﬁ * B =] E.ég * Page - 3Safety » Tools -

Auditor Controller v2233 Welcome, User

Help Menu Options

Jser Mame

| | « DAWeb Agency Manual
Password

& Virtual Tutarials

& [nstructions for Browser History Clean-up

Faorgot Password

& Suggestions for otherweh browsers

s« DA Submission Procedure Manual

s Agency Information Sheettemplate

& Billing Agreement template

& Direct Payment Listing Report (Replaced LE0S)
« L5049 Report PriorYear

e Contact

El  Trusted sites v Hi00% -

Page 3 of 113


http://daweb.auditor.lacounty.gov/

NOTE: Help Menu Options and Descriptions:

DAWeb Agency Manual

Step-by-step instructions of the DAWeb process. It is important to save
or print a copy and reference the latest version. The process and
features may change from year to year as we make enhancements to
improve your DAWeb experience. The date indicated on the cover page
will change if there are any updates made to the manual.

Virtual Tutorials

Virtual training lessons for each section of the DAWeb process. From
here, you can select and play each training lesson directly from your PC.

Instructions for
Browser History Clean-

up

Your web browser automatically saves browser history and Cookies that
may interfere with logging in. The link will display instructions on how to
clear your browser history and Cookies.

Suggestions for other
web browsers

Internet Explorer has security controls that may compromise the
functionality of DAWeb. The link provides instructions for installing a
different web browser if technical issues are encountered while running
the DAWeb application with Internet Explorer.

DA Submission
Procedure Manual

The annual submission manual that DA Unit provides to all agencies
before DA roll build-up season starts. Important DA processing dates
are included

Agency Information
Sheet template

This is one of the four legal documents that agencies submit to inform
the Auditor whether an agency will or will not be submitting direct
assessments for the current Fiscal Year along with the agency contact
Information. The link will open the template as a Word document.

Billing Agreement
template

This is also one of the four legal documents that agencies submit. Itis a
standard agreement between the LA County Auditor-Controller and the
Agency for billing and collection of fees for the placement of direct
assessments on the Secured Tax Roll (STR). The link will open the
template as a Word document.

Direct Payment Listing
Report (replaced LS09
Report)

This report contains the current fiscal year’s parcels and DA amounts
that were placed on the Secured Tax Roll (STR) for each agency. The
link will bring you to the Department of Auditor-Controller website where
you can search the report by agency number. For instructions on how to
search for your agency’s DA Payment Listing report, click the Direct
Assessments link on the left panel. Scroll down and click the DA
Payment Listing Report Viewing Instructions link.

LS09 Report Prior Year

This report contains prior year parcels and DA amounts that were placed
on STR for each agency. This link will also bring you to the Department
of Auditor-Controller website. For instructions on how to search for your
agency’s LS09 Report Prior Year, scroll down and click the LS09 2011
Instructions link. Note: The year on the instructions link will
increment each year.

Contact

Click the link to expand the contact information of the DA Unit Supervisor
who is in charge of all direct assessments and DAWeb inquiries.
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NOTE: The following links are also located on the Department of Auditor-Controller’s website under the
Direct Assessments link:

DA Submission Procedure Manual

Agency Information Sheet template

Billing Agreement template

DA Payment Listing Report Viewing Instructions
LS09 2011 Instructions

(_ Los Angeles County Auditor-Controller-Property Tax-Tax Rates - Microsoft Internet Explorer provided by LA County, Auditor-Contr,

CEX

p—

SAT |@, lacounty, gov V| || % ".'l | 2~
File Edit Wew Favorites Tools Help
< Favorites (€ Los Angeles County Auditor-Controller-Property Tax-... ﬁ - B = séa ~ Page - ”
lacountys gov lacounty Contact Us | Text anly | s n B
Home | About the Auditor | Property Tax | Reports | Join Us | Contact Us
Property Tax Direct Assessments Contact List el
Property Tax FAQs Finding Property Tax Bill Contact Information
Froperty Tax Forms If you have questions concerning your County of Los Angeles Property Tax Bill, you can search
""""""""""""""""""""""""""""""""""""" here for the city, county, or agency personnel fo contact. This list contains all of the direct
Froperty Tax Report assessment descriptions for all items placed on the tax bil, some of which apply to more than one
____9§_O_Ffﬁ_| ______________________________________________ city, If corrections to the amounts shown are necessary, the office personnel will be able to prepare
and forward the necessary correcting documents to the County of Los Angeles Auditor-Controller,
Revenue Allocation
Summanes _____________________________________ Enter the first few letters of the bill description provided on your Property Tax Bill, or leave the box
ImPortant Dates blank to return all contact information. Flease call the phone numbers listed for the most direct
.......... portant Hates . access to city, county, or agency personnel.
Glossary |
Tax Rates
2 Direct Assessments
D& Subrnission Procedural Manual
I e 2013 Direct Assessment Manual I
Faorms
o Agency Information Sheet
s Billing Agreement
o CuUrrent Year Corrections Form
« Frior Year Corrections Form
D& Payment Listing Report (Replaced L509) 13
jck on the link below to open or save the instrictions
DA Payment Listing Report Wiewing Instructions
Flease Click Here to view the DA Payment Listing Repart,
LS09 Report Prior Years
1. Right-click on the link below and select "Save target as" to download the instructions.,
L50% Report and Dataview Setup Instructions
* 509 2011 Instructions
2. Use the instructions above to walk through downloading the LS09 Report and to install the 2
T ——————— S—— I >
/' Trusted sites v E 00w -
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C. Tolog in, enter your User Name and Password and click the Log In button.

Welcome, User

Help Menu Options

User Mame
auser « DAWeb Agency Manual
Password & \irtual Tutorials
"..I'I'I'II'I'I'I'l

# Instructions for Browser History Clean-up

Forgot Passward

» Suggestions for other web browsers

« DA Submission Procedure Manual

« Agency Information Sheet template

« Billing Agreement template

e Direct Payment Listing Report (Replaced LS09)
« L3509 Report Prior Year

« Contact

D. If you do not remember your password, click the Forgot Password link.

User Mame

Password

Forgot Passwoaord
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E. Enter your user name and click the Submit button.

——la A
aused
| Submit || Back

F. A temporary password will be sent via email. Check the Junk or Spam folder if it does not appear in
your Inbox.

User Mame
auser

Your Password has been sent to you

Submit ||  Back

G. Enter your User Name and Temporary Password and click the Log In button.

User Mame

auser

Password

Forgot Password
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H. A new window will prompt you to change the temporary password. Enter your new password,
confirm the password and click the Update button. DAWeb will take you directly to the Inbox.

The system idicates that you have a temporary password. Please
change your password:

Old Password

Mew Password
[Z1 11 11)

(New Password must contain at least one
Uppercase, one Lowercase, one Mumber, at leagt 4
characters long.}

Canfirm Password

I Update I Reset

I. Always check for new messages from the Auditor in the blue message area in the Inbox. The
Message area will display important announcements regarding DA Processing.

Auditor Controller w2230 Welcome, Agency User

Upload File Document Management Upload Document

Welcome to the DAWeb Training We hope that you enjoy the training and find it useful.... (Hide Details...)
Welcome to the DAWeb Training

We hope that you enjoy the training and find it useful.

In box NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file
[ Open Search Panel Submit ] Refresh l
Records: 0 - 0 of 0 - Pages: 1
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 | ¥ Records: 0 - 0 of O - Pages! i
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J. Click anywhere on the blue message bar to collapse the message box.

Inbox Upload File Document Management Upload Document

Welcome to the DAWeb Training We hope that you enjoy the training and find it useful.... (Show Details...)

Options | Log Out | Help

Auditor Controller V223 Welcome, Agency User

In box NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

[ Open Search Panel " Submit " Refresh ]

Records: 0 - O of 0 - Pages:
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report

There are no records available.

Records per page: | 100 |3 Recards: 0 - O of O - Pages:

Action

K. Click the Options link if you wish to change your password at any time.

Inbox Upload File Document Management Upload Document

Old Password

Mew Password

(Mew Password must contain atleast one
Uppercase, one Lowercase, one Number, at lsast £
characters long.)

Confirm Password

[ Update ][ Reset

Options | Log Out | Help

Auditor Controller V323 Welcome, Agency
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L. Click the Help link to access the Help Menu Options from inside DAWeb.

Options | LogQut  Help

Auditor Controller v223: Welcome, Agency

Inbox Upload File Document Management Upload Document

Help Menu Options

» DAWeb Agency Manual

+ Virtual Tutorials

# [nstructions for Browser History Clean-up

# 3uggestions for other web browsers

+ DA Submission Procedure Manual

# Agency Information Sheet template

# Billing Agreement template

» Direct Payment Listing Report (Replaced LS09)
« LS 09 Report Prior Year

s Contact

M. Click the Log Out link to log out of DAWeb.

ID E Options  LogOut Help
: Auditor Controller V2232 Welc e

come, AJenc

Inbox Upload File Document Management Upload Document

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

[ Open Search Panel Submit " Refresh l

Records: 0 - 0 of 0 - Pages: 1
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 &2l Records: 0 - 0 of O - Pages: 1
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RETRIEVE THE PARCEL CHANGE REPORT
**IMPORTANT MESSAGE***
New agencies can not retrieve the Parcel Change report until the current year data file is uploaded

to DAWeb. Please proceed to ‘Create the Excel Input Data File’ section (P. 19) or ‘Create the Text
Input Data File’ section (P. 28).

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

1A. 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.

W Options | Log Out | Help

Auditor Controller v2.2.0.3 Welcome, Agency User

Inbox Upload File Document Management Upload Document

|I'I bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

Open Search Panel l Submit ] Refresh
Records: 0 - O of 0 - Pages: 1 |
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 || Records: 0 - 0 of 0 - Pages: i

1B. Enter the previous Fiscal Year (enter 2012 in FY 2013) and click the Search button to retrieve all of
your previous year files.

Options | Log Out | Help

Auditor Controller V2202 Welcome, Agency User

Inbox Upload File Document Management Upload Document

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

Refresh

[ Submit ]

[ Open Search Panel

Search Panel ® Records: 0 - 0 of O - Pages: 1

" Total DA AMT Valid  Stab Upload Dat Docs Report Acti
Fiscal vear il = o= St == on

There are no records available.
Agency Mumber
Records: 0 - 0 of O - Pages: i

File Type | All

valid | All

B [E] ]

Status | All

Upload Date

From ElTD ]

I Search I

Reset [ 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.

Click the Reset button to clear the search criteria and reset the Inbox back to the default search (current
fiscal year). Click the Close Search Panel button to close the Search Panel.

3. HW lI Options | Log Out | Help

Auditor Controller Welcome, Agency User
Inbox Upload File Document Management Upload Document
In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file
[ Open Search Fanel Submit l Refresh
Search Panel ® Records: 0 - O of O - Pages: 1
FiscalYear 2013 Total DA AMT Valid Status Upload Date Docs Report Action
There are no records available.
Agency Mumber
Records: 0 - 0 of O - Pages: i
File Tyne | Al [~]
valid | Al (=]
Status Al El
Lpload Date
From ETD =
Search Reset [ 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:
e 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
e Pending Review
e Pending Approval
e Supervisor Approved
e Batched
e Sent to Mainframe
e Failed in Batching
6 Upload Date - Date Range of when the file was uploaded to DAWeb.
From: & To:
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1C. Click the PCL CHG RPT link under the Report column for each of your previous year’s files. The

previous year’s files will be run against the current year’s Parcel Change file to produce the Parcel
Change Report.

7
«:«s@m}

Loy

Inbox

Inbox

upload File

l Open Search Panel

Submit “ Refresh l

Fiscal Year

5955.959
2012

St

Agency #  File Type

DA

COR vZ2

TXN Count

6,115

Document Management

Total DA AMT

£2,329,.208.68

%6,100.00

Valid

yes

Status

Upload Document

Upload Date

07/09/2012

2012

959.99 COR v1 ] £3,628.57 yes

07/09/2012
2012

999.90 a1} 1,120 £74,760.00 yes 07/09/2012

2012

8a8.88 nl.} 5,988 £151.062,.450.01 yes 07/10/2012

2012

099.99 nl.} 5,987 £531,062,900.00 yes 07/10/2012

2012

DB E

009.30 nl.} 5,986 $912,750.00 yes 07/10/2012

2012

| 100 ||

4

Options | Log Out | Help

Welcome, Agency User

Report I Action

Data Transmittal heck Out
History/Detail Report

Data Transmittal
History/Detail Report

Data Transmittal heck Out
History/Detail Report Delete

Data Transmittal Check
History/Detail Report

PCL CHG RPT
Data Transmittal
History/Detail Report

PCL CHG RPT

Data Transmittal Check Out
History/Detail Report Delete

PCL CHG RPT

Data Transmittal
History/Detail Report

Records: 1 - 7 of 7 - Pages: 1

1D. Blank Parcel Change Report means that there are no parcel changes from the previous year.
This is normal and should not be a concern. Click the X to close the document and continue

checking other files for parcel changes.

{= DAWEB - Microsoft Internet Explorer provided by LA County, Auditor-Controller

- | 100% s

= pid | Find... % w10t

Main Report

RUN DATE
LPLOAD DATE

PARCEL CHAMGE FILE PARCEL CHAMGE REPORT

AGENCY NUMBER 99999

2013

TOTAL OLD PARCEL CNT:
TOTAL NEW PARCEL CNT:
FILE TYPE: Direct Assessment File

FILE NAME: DA_2012_99999 xls

D PCL FORMAT STATUS AGEMCY NUMBER

DA AMOUNT

05/29/2013
06/21/2012

£

IDDI‘IE

/ Trusted sites

Fy v m00w v
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1E. Print or Export the Parcel Change report for your reference. The file can be exported to PDF or

Excel format. This report will be used in the following sections: ‘Create the Excel Input Data File’
(P. 19) or ‘Create the Text Input Data File’ (P. 28)

tf DAWEE - Microsoft Internet Explorer provided by LA County, Auditor-Controller e [i=1lEd
p P ¥ ¥ (= | =] (-
.
Z £ | [Find.. O #al1 ot - [1o0% |-
Main Report
o 2013 PARCEL CHAMGE FILE PARCEL CHANGE REPORT ° RUMN DATE 0543052013
AGEMCY MUMBER 99999 UF'LOAD OATE 06212012
e TOTAL OLD PARCEL CHNT: 4
a TOTAL NEW PARCEL CNT: 4
° FILE TYPE: Direct Assessment File
5 FILE NAME: DA 2012 999939 x5
0 PCL FORMAT STATUS AGENCY NUMBER OA  AMOUNT
212041008002001 5318005014 M1 0] Qo9 99 288
212041008002001  &318006020 Tl T 0
212092606001001 5308027031 T 8] Qo5 99 285
212092606001001  A308027039 T T 0
2092606001001 308027040 1 T 0
212092606001002 5308027032 T 8] 909 99 288
212092606001002 5308027041 T T 0
212092606001002 4308027042 T T 0
212092606001003 A308027 0539 Tl T 0 hd

Done

' Trusted sites fy | ®iome -

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
¢ 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.
¢ 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)
e Add parcels with ‘N’ status to the new roll and assign assessment amount
13 | Status Iy ¥
e 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.
15 | DA A Assessment Amount listed on the input file. New and temporary parcels have
mount . . o ,
$0.00 assessments since they were not assessed on the previous year's input file.
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1F. To Export and Save as PDF, click the Export icon, select PDF from the File Format drop down box
and click the Export button. To Export and Save as Excel, skip to step 1J (P. 17)

{= DAWEB - Microsoft Internet Explorer provided by LA County, Auditor-Controller |Z||E|[5__(|
A
3 4= Oy '_11 —— . =
Main Repork
2013 PARCEL CHAMNGE FILE PARCEL CHARNGE REPCRT RUN DATE 0543042013
IATE 05212012
Export s
TOTAL OLD PARCEL CNT:
TOTAL MEW PARCEL CNT: File Format:
FILE TYPE: Direct Assessmet [FOF .
FILE NAME: DA 2012 999993 | | page Range: | ¥ 50F |
@ All Pages Microsoft Excel (97-2003) —
0 PCL () Select Pages . DA AMOUNT
212041008002001 531800601 , 288
212041008002001 53180060 rom || 0
212092606001001 530802703 To: 288
212092606001001 530802703 I:l ]
212092606001001 530802704 ]
212092606001002 530802703 288
212092606001002 530802704 ]
212092606001002 530802704 ]
212092605001003 530802702 1]
212092606001003 5308027041 fl1 T ]
212092606001003 5308027043 Il I ]
212092606001004 5308027040 111 il ]
212092606001004 5308027042 Il T ]
212092606001004 5308027044 ff1 i ]
212113008004001 5318006020 11 T ]
212113008004001 5318006023 11 I ]
213020502012001 5319007060 11 C 909 90 288
213020502012001 2319007900 11 I ] b
Do /" Trusted sites dy v Hoow <
1G. Click the Save button to save the file.
File Download E'
Do you want to open or save this file?
@ Mame: CrystalRepartyiewer1,pdf
Type: Adobe Acrobat Document, 21.0KB

Cancel

harm your computer. If you do not trust the source, do not open or

lél YWhile filez from the Internet can be uzeful, some filez can potentially
~ zave thiz file. What's the risk?
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1H. Choose the location where you want to save the file, rename the file in the File name drop down box
and click the Save button.

Save_in:l [ 2013 TEST PCLCHG Vi Q F -

D

My Recent
Documents

=

Deszktop

=,

7

My Documents

9

hy Carmputer

-

File name: 439999-2013-PCLCHG pef ~| Save

bl Metwark, Save as type: Adobe Acrabat Document w | l Cancel

11. Click the Close button once the file downloads completely.

Download complete

&
W

[ Download Complete

CrystalReportiiewer 1, pdf

[
Diownloaded: 21.0KE in 1 sec

Download ta: H:\PROPERTYADAL. . \A99999-2013-PCLCHG, pdf

Transfer rate; 21.0KB/Sec

[iClase this dialog box when download completes

[ Open ] [ Open Eaolder ]l Cloze
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1J. To Export and Save as Excel, click the Export icon, select Microsoft Excel (97-2003) from the File
Format drop down box and click the Export button.

{= DAWEB - Microsoft Internet Explorer provided by LA County, Auditor-Controller |Z||E|E|
A
Oy '_11 — . g
Main Report
2013 PARCEL CHAMGE FILE PARCEL CHAMGE REFORT RUN DATE 05/30/2013
IATE 0E/21/2012
Export
TOTAL OLD PARCEL CHT:
TOTAL MEW PARCEL CNT: File Format:
FILE TYPE: Direct Assessmer [Microsoft Excel (37-2003) )
FILE MAME: DA 2012 999595 5 Page Range: | POF |
@ All Pages ¥ Microsoft Excel (97-2003) —
0 PCL () Select Pages . DA AMOUNT
212041008002001 531800601 , 2e8
212041008002001 53180060 rom || 0
212092606001001 530802702 To 288
212092606001001 530802702 I:l 0
212092606001001 530802704 ]
212092606001002 530802702 288
212092606001002 530802704 I}
212092606001002 530802704 i}
212092606001003 530802702 0
212092606001003 5308027041 hil 1 T i}
212092606001003 5308027043 hil1 i i}
212092606001004 5308027040 fl1 T 0
212092606001004 5308027042 hil1 T 0
212092606001004 5308027044 fl1 i 0
212113008004001 5318006020 1 T 0
212113008004001 5318006023 11 I 0
213020502012001 5319007060 i1 ] 995 59 268
213020502012001 5319007900 " i 0 W
Do /" Trusted sites dy v Hoow <
1K. Click the Save button to save the file.
File Download E'

Do you want to open or save this file?

@ j Mame: CrystalReportViewerl,xls
[Hl Type: Microsoft Office Excel 97-2003 Warksheet, 17.0KE

Cancel

harm your computer. If pou do nat tust the zource, do not open or

lal Wwhhile files from the Internet can be useful, zome files can potentially
B save this file, What's the risk?
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1L. Choose the location that you want to save the file, rename the file in the File name drop down box
and click the Save button.

Save As

Savejn | 5 2013 TEST PCLCHE v ) F £* [@-

D

iy Recent
Documents

©)

Degkiop

s

=7

tuy Documents

8

by Computer

‘% File name: 499939-201 3-PCLCHG. s v Save
My Metwork | Save az bype: | Microsoft Office Excel 97-2003 Workshest % | Cancel

1M. Click the Close button once the file is downloaded completely.

Download complete |Z||Elr5__(|

Er Download Complete

CrystalRepartiiewerl, xls

Dovnloaded: 17.0KBE in 1 sec
Cowenload to: H:\PROPERTY DAY, . 4A99999-201 3-PCLCHG. xls
TransFer rate: 17.0KBj5ec

[ |iCloze this dialog box when download completes

[ Open ] [ Open Ealder ] I Cloze I

IN. Proceed to the following sections once all of the Parcel Change Reports have been retrieved:

e Create the Excel Input Data File (P. 19) or
e Create the Text Input Data File (P. 28)
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CREATE THE EXCEL INPUT DATA FILE

2A. Open Microsoft Excel

X

Microsoft

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
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O H9-0-S& 0 |§| - Bookl - Microsoft Excel - m X
- Home | Insert  Page layout Formulas  Data  Review View Developer @) — & X
E % Avial -2 = o, A W e T - &0
F'_aste E lB . T”A‘ Avl |§ = E|@' Mumber|| Stwles || Cells IET I%T
- F||[E A |||EE - . - || @2

Cliphoard M« Font ] Alignment ] Editing

1 - Je | 999 99 i
A B & D = E———
1 [s785432100 1000[_999.99]
218765432101 1000
2 |8765432102 1000 4

4 18765432103 1000 1
oo |8765432104 1000
G |8765432105 1000
§ 8765432106 1000
g |8765d432107 1000
9 8765432108 100002

10 | 8765432108 10000 25

11

M 4 » b | Sheetl ~ Sheet? . Sheet3 . ¥J I ® m

o (EEE S HO——y———CF"




NOTE: For Agency Numbers with leading and/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. Please 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...

f

rom the pop-up menu.
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ia) . = 9 - 5 & ] | = Bookl - Microsoft Excel - m X
jy Home Insert Page Layout Formulas Data Review View 'E‘,J - T X
'—“-'J Arial - : = |? % :| =¢  General - Al = &7 -

B I U~ A EE=EE S % ¢ g~ da-
raste J’ EEERAIEE R, |EE 3|9 | LoHELH SHyes: [ FCEls -

Clipboard T Font F] Alignment ] Mumber T« Editing

1 , £ 00 Arial 12 ~ A" A8 % o+ < F
A B C B JEH-&-A-5105

1| 8765432100 1000 ggl m

2 6765432101 1000 d | Cut

3 8760432102 1000 sa Copy

4 6760432103 1000 4 Paste

5 8765432104 1000 Paste Special...

6 8765432105 1000 et

7 8765432106 1000 eiete

8 8760432107 1000 Elear Contents

9 6760432108 10000 2 —

10 8765432109 10000.25 itet '

11 Sort k

12 | Insert Comment

13 ﬁ“ Format Cells...

14 Pick From Drop-down List...

12 Mame a Eange...

4 4« » M Sheetl - Sheet? . Sheet3 ¥ | '_,!g Hyperlink...

Feady F=HI[O] | 200% (- 0! [+




On the Number tab under Category, select Text format and click the OK button.

Custom Lists

Murnber | Alignment Font Border Fill Protection

Cakegory:

Sample
9.9

General
Mumber
CUrrency
Accounking
Date

Tirne
Percentage
Fraction
Scientific

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

Special
Cuskam

[ oK l[ Cancel l

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

.'fﬁz:a HO-o-Z& 0 |§| v Bookl - Microsoft Excel - = X
. Home | Insert  Page layout Formulas  Data  Review iew Developer @) — ™ 30
'*'E] y, Arial ,12‘ - |f%%|§ o, Al B ¥ - A&7~
B 2 (B I U-|A A EEEH B~ A
Pafte J = v||{'§y,~.- & -l I‘E? ‘E?I|@-""| Nun:her St'_-.:les ':ET”S .

Cliphoard T« Font M .-'-Rlignment_ F] Editing

1 - | Je | 00990 ¥
A B G D = = N
1 8765432100 10004009 90 !
2 8TEH452107 1000
4 8765432102 1000 3
4 18765432103 1000
S 8765432104 1000
6 8765432105 1000
7 8Teh432106 1000
g 8765432107 1000
9 8765432108 100002

10| 8765432109 10000 25

M 4 » M| Sheetl , Sheet2 ~Sheet3 ~¥J

Feady S
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NOTE: The following formats are accepted:

General — Used for Parcel Number, Assessment Amount, Agency Number
Number — Used for Assessment Amount only

Currency — Used for Assessment Amount only

Accounting — Used for Assessment Amount only

Text — Used for Agency Numbers with leading and/or ending zeros.

Format Cells EI@

Mumber | Abgnment | Font Border Fill || Praotection |

Cateqory:

General Sample

MNumber
CLrTEncy
AcCcounting Texk Format cells are treated as text even when a number is
Take i the cell. The cell is displayed exactly as entered,

Tirne

Percentage

Fraction

Scientific

Specia
Cushborn

Ok ] I Cancel ]

NOTE: Do not use the following formats:

Date, Time, Percentage, Fraction, Scientific, Special, Custom

Format Cells F—F”lg]

Mumber | Aignment | Font | Border | Fill || Protection |
Cakegory:

General Sample

MNumber

Text formak cells are treated as btext even when a nomber is
i the cell. The cell is displayed exactly as entered.

Lo 4 ] I Cancel I
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NOTE: Enter the Parcel Number, Assessment Amount and Agency number only.

Do not include the following:
Headings

Totals/Sum

Calculated cells

Hidden columns or rows

’|'fﬁf:.! H9--F&0 - Bookl - Microsoft Excel
| -ﬂ Home Insert Page Layout Farmulas Data Review View Developer X
Arial 14 - | =g | Te - g Insert -
P‘i B2 ||B I OU-A A EEEEH||$ % 1| iyt jfneletev ﬂ F‘ﬁ&
- T || D A |£E "'=||'@"| %o 57 - [Z1Format * | (2~ Fifter~ Select -
Clipboard M= Font ] Alignment ] Mumber T« Cells Editing
C3 - | v
A B C D F G
1 e
. 8?65432100 1000. oo 009.90 \ j
3 (8765432101 1000.00 | V
4 (8765432102 1000.00 Column ‘E |
5 8765432103 1000.00 Snould not be [
5 8765432104 1000.00
7 8765432105 1000.00
3 8765432106 1000.00
g 8765432107 1000.00
10 8765432108 10000.20
11 8765432109 10000.25
12
13
M 4 » ¥ | Shestl ~ Sheet? - Sheet3d ¥ | || i
| Ready | [ EEE = 0 +
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NOTE: 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, and are exempt
from Direct Assessments.

’.'fﬁ::;\\, oo SE D |E| = Bookl - Microsoft Excel _ = X
- Home | Insert | Page Lay | Formula | Data | Review | ‘iew | Develop |'3'Ei';] - B X
E 4 arial -1z - = af, Al gl ==&
— 53 |||B T U-||A A 8- -
F'ajte g‘f (e | e A ] AllgnTment Nun:her St'_-.ﬂ&ﬁ Cnills :

Clipboard s Font I Editing
L3 v S ¥
A, E = [ = L
1 Q450 NON-ASSESSABLE:
15t f digits < ‘8900’ and
2 |87345d0099 Iast(:ﬁ:ee:%li;its betwegz
3 2888 (‘800°-’999’)
4 18900000801 |
5 8940222999 ASSESSABLE:
6 |2950233894 > 1% four digits >= ‘8900’ 1
7 |os7esdz800| (| peleescots
o 9876542859
9 9876544984 | )
10
11
12
13
14
15
16
T e [ R e s 4] m
(Reauy=| "3 P E%
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NOTE: Populate only one sheet. The extra sheets must be deleted or left blank.

NOTE: The tab name must be less than 17 characters or the file will not upload correctly.

i Dn)\' Hd 9 - -5 & 0 | ®  Bookl [Group] - Microsoft Excel - = X
= | Home I Insert Page Layout Formulas Data Review View Developer @ - ™ x
’:"L ﬁ Arial -1z ~|I[F= — @ General = & E‘“]nsrert'r R
ﬁa B I U-[AA | EE=EEH 8% | 3 peete ?Z:ﬁl
T [E S A |[EEe] | [ e EiFormat - | 2+ fiter: Selecte
Clipboard M= Font i Alignment ] Mumber s Cells Editing
A1 - fe ¥
A B [ ¢ | b |  E | F | &6 | H
1 | |
2
3 =
4
9
6
7 Delete or Leave extra
— sheets blank
10
M 4 » #[ Sheetl | Sheet2 - Sheet: |¥0 ' '
| Ready | 23 | =IO e 0———
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N\ 9 -C-SE 0 )+ Bookl - Micrasoft Excel - = X
e '
: | Home I Insert Page Layout Formulas Data Review View Developer @ - ™ x
& || Arial -1z -~ ||| S General = & 3= Insert - R ,tk? [ﬁ
B (B I U AL |E=== (s % 3 Detete - || §]- L
Paste = = Styles || ... Sort & Find &
o * 2 |_ '”ﬁ - é '| |‘§_-— "£=||@F' 6 -:'Eg| - (= |Format = || &2~ Filter~ Select~
Clipboard M= Font ] Alignment ] Mumber = Cells Editing
Co - 3 ¥
A | B | . b | E | F | G | H J
1 4
2
3
4
D
6
7
M 4 F M ¥ I I
| Ready | B3 | e S T——




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 8765432K00
special characters such as
$,&,%,% |, #, @, etc.)
8765%32100
876543210@
. . 8765432100
Must not contain duplicate
arcels
P 8765432100
Direct Asse_ss‘myent Parcels must 0876543210
not start with ‘9
Pl.Jb|I‘C ,Utlllty 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
Mugt 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 DA or PU amount
$0 assessment amount
Must be entered in cell C1 on
the Excel file
9999.9
AGENCY NUMBER . . 99.999
Must be in two decimal format
(XXX.XX) 9.9999
.99999
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9999

999.9
Must be five digits
AGENCY NUMBER 9.999
99.9
Must be all numeric (No letters
or special characters such as 99F.99
$,&,%,% !, #, @, etc.)
2D. Save and name the Excel 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
COR2_20YY_XXXXX
COR3_20YY_XXXXX
COR4_20YY_XXXXX

YY = Fiscal Year, XXXXX = Agency #

NOTE:

Workbook (*.xlIs)

Save fis

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

Savein: () 2003 DA files

v @@ X c@-

2. Mame

My Recent
Documents

e

Desktop

=

My Docurnents

s

Size  Tvpe

Date Modif

DA_2013_00990, xlsx

My Cormputer
My Wetwork,
Places <
File namne:
Save as bype:

Excel Binary whorkbook (*, xlsh)

Excel 97-2003 Warkbaok (*,:ds) h

Cancel

2E. Proceed to the following sections after the files have been formatted and saved.
e Upload Original Direct Assessment and Public Utility Files (P. 32)
e Upload Correction File and Correction Data Transmittal (P. 87)
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CREATE THE TEXT INPUT DATA FILE

3A. Open Notepad or WordPad

| 2

L=

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

I Untitled - Notepad E'@'E'
File Edit Formak View Help
B8R4 32100,1000, 00, 009, '5@

~

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 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
File Edit Farmat Wiew Help

B765432100,1000, 00, 00%, 90
8765432101, 1000, 00,
B760422102,1000, 00,
§763452103,1000. 00, PARCEL and AMOUNT ONLY after
276543227104 ,1000. 00, the first row
B760422105,1000, 00,

B4 32106,1000, 00, Must use a comma between each field.
Brehd32107,1000, 00, No spaces, dashes or characters.

B7Y05432108,1000, 00,
B7Y05432109,1000, 00,

| /

Ln 11, ol 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
parcels and cannot be assessed.
876543210 (9 digits)
Must be 10 digits long
87654321089 (11+ digits)
8765 432 100
i 8765-432-100
Must be all numeric (No
PARCEL spaces, dashes, letters or 8765432K00
special characters such as
$.&,%* 1, # @, etc.)
8765%32100
876543210@
. . 8765432100
Must not contain duplicate
arcels
P 8765432100
Direct Assgss‘m,ent Parcels must 9876543210
not start with ‘9
Pl'.lb|I‘C yUtI|Ity 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

AGENCY NUMBER 9.999

99.9

Must be all numeric (No letters
or special characters such as 99F.99
$,&%,* |, # @, 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
CORB3_20YY_XXXXX
COR4_20YY_XXXXX

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

Save fis @

Save jn \_;2013 D, files v| Q3 mE

©

My Recent
Documents

&

Desktop

&

by Documents

-

w58
tdy Campriter

E,‘] File pame: DA_2013_00330 v [ save |
by NEt_h-:Drk Save as type: | Text Documents [*kat)] h w | [ Cancel l

Ercoding: NS v|

3F. Proceed to the following sections after the files have been formatted and saved.
e Upload Original Direct Assessment and Public Utility Files (P. 32)
e Upload Correction File and Correction Data Transmittal (P. 87)
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UPLOAD ORIGINAL DIRECT ASSESSMENT AND PUBLIC UTILITY FILES

4A. To upload a file, click the Upload File tab.

W Options | Log Out | Help

Auditor Controller V2909 Welcome, Agency User

Document Management Upload Document

In box NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

l Open Search Panel H Submit H Refresh ]

Records: 0 - 0 of O - Pages: 1
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 | ¥ Records: 0 - 0 of O - Pages: i

4B. Perform the following upload steps:
1. Select the type of file to upload.
2. Enter Agency number to upload. Agency number must be 5 digits and in 2 decimal format.
3. Click the Validate button and steps 4 and 5 will appear.

!W II Options | Log Out | Help

Al.ld itOI’ Control |EI’ V2202 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
I'@' Direct Assessment File I
) Public Utility File

) Correction File

2. Enter agency number to upload:
|999.99| |

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

3. Validate agency number:
| validate |
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NOTE: An original Direct Assessment or Public Utility file must be uploaded before a Correction
file can be uploaded for the same agency number. To upload a correction file, go to ‘Upload
Correction File and Correction Data Transmittal’ section (P. 87).

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

(7 Direct Assessment File /A, An original DA or PU
) :Q’A file must be uploaded
() Public Utility File

@ Correction File

ES

2. Enter agency number to upload:
999 99

Must be 5 digits and in 2 decimal format (xoo.xx)

3. Validate agency number:

4C. Click the Browse button in step 4, select a file to upload and click the open button or double-click on a
file to upload.

Select file(s) to upload

ontroller Intranet & | Auditor Conkroller Web Email

Look in: | 5 2013 Test files -] 0 =@

-,

. DA 2013 99998 txt - 8
L‘é' Epa_z013_99999 s

My Recent DA_Z013_999992 bxt

Documents — Vinns 2013 99000vz.dsx

@ ] PU_2013_99999 xlsx

Desktop

=1 [.ég * Page = Safety » Tools ~ I@lv

Options | Log out | Help

Upload Document

e

(7

ty Documents

by Camputer
A Metwork, File name: [ZI.'L"-. 2013 99999 xls ﬂ I Open I
Places

Files of twpe: |["_h-:t; T prn; T ols T alss] j Cancel

3. Validate agency number:

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

A. Press upload:
(Mote: Press on Reszet to choose a nesw file type and agency number)
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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

4D. Move the cursor over the white file area to display the file name. If the file name is correct, then click
the Upload button in step 5.

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:

Move the cursor over the white area

Must be 5 digits and in 2 decimal format (ooxx) tO d | S p I ay th e f| I e nhame
3. Validate agency number:

4. Select File to upload: /

1

5. Press upload:

(Mete: Prezs on Resel to choose a nevw file type and agency number)

Upload J| Reset I
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4E. A message will pop up under the Upload button after the file loaded successfully. To load
additional file(s), click the Reset button and repeat steps 4B to 4G.

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 uploack:

Must be S digits and in 2 decimal formal (00 0
3. Validate agency number:

4. Select File to upload:

COWSe

5. Press upload:
(Mote: Press on Reset to choose a new file type and agency number)

Successhully uploaded files
DA_2013_99999 x5
_—

4F. To upload a Public Utility File, select Public Utility file in step 1 and repeat steps 4B to 4G.

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
() Direct Assessment File
@ Public Utility File

(7 Correction File

2. Enter agency number to upload:
999.99

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

3. Validate agency number:
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NOTE: Large files (over approximately 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. 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. Contact the DA
Unit if you need to upload a data file larger than 150,000 transactions.

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:
Direct Assessmenl File
Public Wility File

Cormrection File

2. Enter agency number to upload:

Must be 5 digits and in 2 decimal formal (0o o ]
3. Validate agency number:

4, Select File to upload:

5. Press upload:
[Mote: Press on Reset to choose a new file type and agency number))

Successfully uploaded files:
DA_2013_99998_ 150K bd

Large files (approximately aver 150,000 transactions, xlsx or bt files = 2 MB or xls files = 5 MB) will be imported today after business hours.
Check DAWeb for your file tomaorrow.

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.

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

@ Direct Assessment File

Public Utility File
Carrection File The agency number on uploaded file does not match with input. Please select an agency
number:
2. Enter agency number to upload: 9999

9
4qq qg You entered: @

E dini i i A
Must be S digits and in 2 decimal format (oo 20! 993 a0
Onfile:

3. Validate agency number:

Validate Select ][ Cancel ]
4, Select File to upload:

[ no files select2d

5. Press upload:
(Mote: Press on Reset to choose a new file type and agency number)
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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’.

e If both Agency numbers are incorrect, then click Cancel and repeat steps 4B to 4G.

Inbox Upload File Document Management Upload Document

Upload File

1. Select File Type:

(@ Direct Assessment File

Public Utility File o
The agency number on uploaded file does not match with input. Please select an agency
Correction File numkber:
2. Enter agency number to upload: ¥ou enterad: gégg,gg
t diai ; : |
Must be 5 digitz and in 2 decimal format (oo on fle: 988,88 « You do not have access ta this AGENGY
3. Validate agency number: number
Validate
4, Select File to upload: Select )| Cancel )
[ no files selec

5. Press upload:
(Mote: Press on Reset to choose a new file type and agency number)

4G. To view the uploaded file, click the Inbox tab.

E 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 (o)

3. Validate agency number:

4, Select File to upload: .
| [ no files selected ] Iimﬂﬂ:i"
| |

5. Press upload:
(Mote: Press on Reset to choose a new file type and agency number)

Successfully uploaded files:
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4H. Shown below is a sample of the Inbox.

Cptions | Log Out | Help

Inbox Upload File

Auditor Controller

Welcome, A

Document Management Upload Document

I n bOX HOTE: The checkbox to submit the file will be disabled until all four (1) legal documents are uploaded along with a valid data file

[ Qpen Search Panel Subrmit Refresh ]
3

) ) )

O ONONOMOrO = ONCED

I Fiscal Year | Agency # File Type TXM Count Total DA AMT Yalid Status Upload Date | Docs Report Action I
=
Edit
2013 Q999,39 o 0,988 $151,047,600,01 no 0&/03/ 2013 0 Check In
History /Detail Report Delete
PCL CHG RPT Edit
2013 999,99 PU 1,200 £120,000,00 wes 04/18/20132 0 Data Transmittal Check In
History /Detail Report Delete
Records per page: (100 || Recards: 1 - 2 of 2 - Pages: 1

NOTE: Listed below are descriptions of the Inbox fields.

Fields #1 to 9 can be sorted by clicking

on each column header. Ascending order sort is indicated by * . Click the same field again for

descending order sort ™. The example above is sorted by Upload Date.

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 version) files.

4 | TXN Count Total transaction count on the input file

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

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

alid A : .

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 uploaded 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: Shows 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, delete or submit the file.

11 | ACTION Check out allows a user to lock the file and keep other users with access to the file
from accessing, editing, deleting or submitting the file.
Edit: Click the ‘Edit’ link to correct errors in the Edit mode.
Delete: Click the ‘Delete’ link to delete the file from the Inbox.
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41. The example shows the Inbox with Fiscal Year (2013), Agency number (999.99), File Type (DA
and PU) and Status (Work in Progress). One file is not valid (Valid = ‘no’) and one is valid (Valid =
‘ves’). If Valid = ‘no’ then proceed to Correct the Data File in Edit Mode section (P. 53). Proceed
to the next step if Valid = ‘yes’.

NOTE: The Parcel Change Report AND Data Transmittal links are disabled when VALID = ‘no’.

Auditor Controller

Inbox Upload File Document Management Upload Document

I n box NOTE: The checkhox to submit the file will be disabled until all four {4) legal documents are uploaded along with a valid data file

[ QOpen Search Panel Submit l Refresh ]
Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type TXM Count Total DA AMT Yalid Status Upload Date Drocs Raport Action
PCL CHG RPT Edit
2013 299,99 L 5,988 $151,047,600,01 no 0&/05/ 2013 0 Drata Transmittal Check In
History / Detail Report Delete
PCL CHG RPT Edit
2013 999,99 PU 1,200 £120,000,00 wes 04/18/20132 0 Data Transmittal Check In
History /Detail Report Delete
Records per page: (100 ¥ Recards: 1 - 2 of 2 - Pages: 1

4J. For the valid file, click the PCL CHG RPT link under the Report column to retrieve the Parcel Change
Report. The report can be exported to PDF or Excel.

Auditor Controller

Inbox Upload File Document Management Upload Document

I Il bOX NOTE: The checkhox to submit the file will be disabled until all four {4) legal documents are uploaded along with a wvalid data file

Qpen Search Panel Subrmit l Refresh ]
Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type TXM Count Total DA AMT Yalid Status Upload Date Drocs I Report I Action
PCL CHG RPT Edit
2013 Q999,99 Lo 5,922 $151,047,600,01 no O&f0sf2013 0 Data Transmittal Check In
History /Detail Report Delete
PCL CHG RPT Edit
201z 999,99 PU 1,200 $120,000,00 ves 04718/ 2013 0 Fata Transmilia Check In
History /Detail Report Delete
Records per page: (100 % Records: 1 - 2 of 2 - Pages: 1
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4K. Blank Parcel Change Report means that there are no parcel changes for the selected file.

,.-_' - Microsoft Internet Explorer provide ounty, Auditor-Controller ._ =1E3
{= DAVWEB - M fit | Expl p ded by LA C ¥, Aud C 1 =] E %]
A
Z £ || Find.. w10t ARTIi A
Main Report

2013 PARCEL CHANGE FILE PARCEL CHANGE REPORT RUM DATE aeM17/2013 e
AGENCY NUMBER 999599 LIFLOAD DATE 044182013

TOTAL OLD PARCEL CNT:
TOTAL MEW PARCEL CNT:
FILE TYPE: Public Lkility File

FILE MAME: PU_2013_59999 x|sx

FORMAT STATUS AGENCY NUMBER DA AMOUNT

| 4

Dane A Trusted sites F5 v Hoo% -

NOTE: Print or Export 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 Go to ‘Create the Excel File Input’ (P.19)
file with parcel changes included in the file OR Create the Text File Input’ (P. 28)
¢ Add new parcels and delete old parcels in Edit mode Go to ‘Correct a File in Edit Mode’ (P. 53)
e Complete Upload Original DA file process AND Go to ‘Upload Correction File and
e Submit parcel changes as corrections Correction Data Transmittal’ (P.87)

Zh ol I| Find.. o1 ot - [100% |-
Main Report
2013  PARCEL CHAMGE FILE PARCEL CHANGE REPORT RUMN DATE 06A7/2013
AGEMCY NUMBER 993 95 URPLOAD DATE 06052013 1
TOTAL QLD PARCEL CMT: 13
TOTAL MEWY PARCEL CNT: 11

FILE TYPE: Direct Assessment File
FILE MAME: DA_2013_ 99999 xls

] PCL FORMAT STATUS AGEMCY MNUMBER 0A AMOUNT
212021412006002 5308019016 h1 8] o5 99 160.00
212021412006002 5808019020 h1 M 0
212060119001001 5811003008 M1 8] 999 99 160.00
212050119001001 5311003009 1 8] 995 99 150.00
212050113001001 5811003014 i1 N . >
Done J Trusted sites g - H100% T
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4L. Click the History/Detail Report link under the Report column to see the parcel and amount detail 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.

Inbox Upload File Document Management Upload Document

I Il bOX NOTE: The checkhox to submit the file will be disabled until all four {4) legal documents are uploaded along with a wvalid data file

[ Open Search Panel Subrnit l Refresh ]
Fecords: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type T®M Count Total DA AMT Yalid Status Upload Date Drocs I Report I Action
s Edit
2013 299,99 L 5,988 $151,047,600,01 no 0&/05/ 2013 0 Check In
I History /Detail Report I Delete
s PCL CHG RPT Edit
2013 299,99 PU 1,200 $120,000,00 ves 04718/ 2013 0 Dats ansooitta Check In
Histo, Detail Report Delete
Records per page: (100 | = Records: 1 - 2 of 2 - Pages: 1

4M. The File History tracks and logs the status of the file as it goes through the Direct Assessment
process. The Detail Report is a copy of the file uploaded by the agency. The Comment column
displays error messages for parcel numbers and/or amounts that are incorrectly formatted.

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

Fiscal Year 2013
Agency Mumber 99999
File Type Public Utility File
File Mame PU_2013_99999xlsx

File History
History Updated By Updated Date
File has been checked out User, Agency 05/03/2013
File has been uploadead User, Agency 04/18/2013
Records: 1 - 2 of 2
Detail Report
| Export Transactions to File |
Show Filter - Records: 1 - 50 of 1200 - Pages: 112|245
# Parcel Humber Amount Comment
1 2876543210 100
2 59876543211 100
2 S87e343212 100
4 59876543213 100
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4N. Click the Open button to view the file.

3

File Download

Do you want to open or save this file?

@

Mame: 99999, sy

Type: Microsoft Office Excel Comma Separated Yalues Fil...

Cancel

“While files from the Intermet can be uzeful, zome files can potentially
harm vour computer, If you do not trugt the zource, do not open or
zave thiz file. What's the rizk’?

|@|

40. Locate the rows that have comments/error messages and update the parcel number and/or amount
containing the error.
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.'KE-E:;\‘-I = - Ea& E F  00999[1].csv - Microsoft Excel - m X
ij’} Hame Insert Page Layout Formulas [Data Feni ey Wiewy Developer 'QJ - B X
== K Aral -1z || == 5 General < A S=TInsert = x -

& 3 |B I U-AAIEE=E=mE 8% 2| - I Delete - (@]~ W \?a
Faste F |- e A~ | iE|| B | |48 %8| S Fe) Format = || (2~ FSiTtr:rSf g;?fcfi
Clipboard T« Font F] Alignment F] Mumber = Cells Editing
D1 - £ | Comment ¥
A B e D E = > Hil
1 # Parcel Number Amount  [Comment
2 1 9876543210 100
3 2 9876543211 100
4 3 9876543212 100
5 4 9876543213 100
5] 5 9876543214 100
7 6 9876543215 100
g 7 9876543216 100
9 8 9876543217 100

10 9 9876543218 100

11 10 9876543219 100

M 4+ ¥ | 09990{1) %] [ m |

| Ready = B8 (O] 0 0ees k= [l +




4P. To delete the heading row, right click on row ‘“1” and select Delete from the pop-up window.

.E«a\. o9 @ B E ¥ 99999[1].csv - Microsoft Excel - B X
__j Home Insert Fage Layout Formulas Crata Rt g o iy Developer 'ﬁ") - 8 X
== ¥ Arial 12 - || == General v .aét Salnsert - - % \?a
_j B3 |B F U~A A EE=E= 8% 2| 5% Delete ~
Faste F 3 A |EE ||| |58 5%/ e =] Format ~ i‘ Eu?tr:r&v SFLT:IctSi

Clipboard M= Font ] Aligarnent F] Mumber & Cells Editing

E.&rial 12 A8 % » F j;| # v
B I =i-O-A-%%E O E = = Hil

i Barcalblumbar feaaynt  Comment
Edbs 100
j 52 Cowv 100
A paste 100
a Paste Special.., 100
f Insert 100
I Delete 100
Clear Contents 100
, 100
1 % Format Cells... 100
1 Row Height.., 100
i (a3 [ m I
R Unhide Nt 3604 Sum: 1.18519E+13 | (BR[O £ — ¥

4Q. To delete the Line number and Comment columns, right click on columns ‘A’ and ‘D’ and select
Delete from the pop-up window.

Icu,!\l Ho-¢o-E5&0 E = 99999[1].csv - Microsoft Excel - = X
—/ Harme Tnsert Page Layout Farmulas Drata Rewiewnr e Developer @ - = x
== d arial iz -~ ||| == = General  ~ A Se=lnsert - | E <
P‘aﬁ 3 B J U-AA EEEE S % 1| iyt I Delete = | 8]" ﬁ f&
- F | E S A i || (e = | B Format || 29 Eipare calect -

Clipboard Font Gl alignment = || (Arial <112 - AT AT % - % v F hiting

01 - ( _,ft| B 7 E=EH-O-A-%18E ¥
A E [ O E = o Hil
1 1 9876543210 100 @ |
2 2 9876543211 100 =3 Lopy
3 2 98765432212 100 @ Paste
4 4 9876543213 100 Paste Special...
3] 5 98765432214 100 Insert
5] 6 9876543215 100 Delete
7 7 9876543216 100 PE——
3 8 9876542217 100 & | Format Cells
9 9 9876543218 100 =~ o

10 10 9876543219 100 SR

11 11 9876543220 100 Hide

M 4 » M| 99999(1) ¥ ez

Ready | o Count: 1200 Sum: 720600 lrlﬁl | mﬁ E i : ;I|
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4R. Enter the agency number in cell ‘C1’.
NOTE: Format cell C1 to Text format if your account number contains leading and/or ending zeros.

r =
I!’E.,] Y- = @ [ /= 201299999 Direct Assessment File[1].csv - Microsoft Excel - = X
oo
Home Insert Page Layout Farmulas Data Review View Developer @ - 8 X

“E“"j & | Arial 12 - |= = =|5 | Genera - A g=lnset~ | E - ?
FTt B2 ||B I U-AN||IEEEHEH (8% 1| - I Delete ~ IEYSrt& S
aste ([ = = 85 || 0 in
- J||[E S A = "='E||@"_"| %0 70 - || B Format - || <2~ Fitter~ Select -
Clipboard M= Font ] Alignment IF] Mumber T Cells Editing
C1 - £ | 999.99 ¥
A B & D E F G HE
1 5301028035 QBBI QQQ.QQ!
2 5301028036 288
3 5301028051 288
4 5301028052 288
5 5301028054 288
4 5306006001 288
7 5306006024 288
8 5306006025 288
g 5306006048 504.8
10 5306006053 288
M 4 » M| 2012_999.99_Direct Assessment F < ¥1 [ | m |
Ready | 5 EER (1| [ - ) +
B
4S. From the menu bar, select File, Save As.

@' - ¢ E=) - 2012-QQQ'QQ'D"EC‘-MSE”"m”"e'“"ll_Dirren':t Assessment File[1].csv - Microsoft Excel - =X
\j Mt Save a copy of the document B Data Review View Developer @ - = x
> @M ::::it:v:f[::‘a}?:nExcelWorkbook. ;i General - _é‘ g=Insert ~ - ? ﬁ

|7 Qpen
g s B e 0T B fna
= = e e e, ML oased a0 b 5% - | ElFormat- | 2~ Fiter- select
— (@ Excel Binary Workbook IF] Mumber T« Cells Editing
ﬁ Save As | b [mgsa| Save the workbook in a binary file format
optimized for fast loading and saving. 99999 x
. Excel 97-2003 Workbook p—
@ Et ' @_L.l Save a copy of the workbook that is fully D E F G I'
@ compatible with Excel 97-2003. u
% Prepare * H
IE send ’ 4_6 Find add-ins for other file formats
EE;: Fublish  » — Other Formats
Open the Save As dialog box to select from
s all possible file types.
J Close
|5 Excel options | | X Exit Excel
i SAUCUUDU LD S 200
g 5306006048 504.8
10 1 5306006053 2606
M 4 » M| 2012 _099.99_Direct Assessment F < ¥] [ | m |
Ready | ] &8I0 {1 = v +
| =
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4T. To save as Excel file, choose a location where you want to save the file, rename the file, in the
drop-down menu select ‘Save as type’ as Excel Workbook (.xIs or .xIsx) and click the Save button.
To save as a Text file, skip to step 4V.

Save As

Save in: |E| 2013-DETAIL-RPT v| @-0 X ChE-

_2 Marme Size Type Drake Modif

My Recent
Documents

=

Deskiop

o,

7

My Documents

-

My Computer

Iy Mebwork,

Places < | >
File narme: 2013_999,99_Public_Ukility_File, xlsx L
Sawve as bype:
)

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

o) Y- -5 & Jlﬁl = I 2CI13_9":'l":‘I.QQ_Public_utilitj,r_FiIe.xISxI Microsoft Excel - = X
-ﬂ Hame Insert Page Layout Formulas Data Rewiew Wi Ceveloper W - = x
== ¥ | Arial 1z L[ == = General v & g lnsert - -

P‘aﬁ BB L U-AN| | EEEEH S % 1| ciytes I Delete ~ | (8]~ ﬁ F[?&
- |E A |||[EE R 8 5% - [ElFarmat- | 27 Fiter- select~
Clipboard = Font F] Alignment F] Mumber s Cells Editing
Al - fe | 9876543210 v
A E e [ = & " Hil
1 9876543210 100 999 99
2z 9576543211 100
3 9876543212 100

4 9576543213 100
5 9876543214 100
3 9576543215 100
7 9876543216 100
6 9576543217 100
e 9876543218 100

10 | 9876543219 100

11 9876543220 100

M 4 + ¥ | 099001} ¥ |_I- m I

| Ready | ] Court: 1200 Sum: 1.18519E+13 | |E5 [0 [] mé E-% [ E+i=| .
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4V. To save as Text file, choose a location where you want to save the file, rename the file, select CSV
(Comma delimited)(*.csv) in the ‘Save as type’ drop-down box and click the Save button.

Save jn: |[E| 2013-DETAIL-RFT v| @ - X ChE-

2 Marne Size | Tvpe Date Maodif

My Recent
Dacuments

=

Desktop

e,

(a7

My Docurnents

My Computer

o

Ty Mebwork,

Places 3 | >
File pame: 2015_999.99_Public_Utility_File,csy w |
Save as bype: Z |

Tools - Save Cancel

4W. Click the Yes button when the pop-up message appears.

Microsoft Office Excel [z

2013_993,99_Public_Utility_File,csv may conkain Features that are not compatible with C3Y (Comma delimited), Do wou want to keep the workbook in
this Format?

\q:!‘) + To keep this format, which leaves ouk any incompatible Features, click Yes.,
+ To preserve the features, click Mo, Then save a copy in the latest Excel Format,
+ To see what might be lost, click Help,
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4xX.

4Y.

The Detall file extension has been updated to .csv in the example below. Click the ‘X’ to close the
application.

!-’Eg H9-¢-Z&0 @

41

I 2013_999.99_Pub|ic_UtiIitj,r_FiIe.cwI Microsoft Excel - |-|

Harme Insert Page Layout Formulas Data Flewiew Wi Ceveloper @ - = x
== ¥ |rial 12 || === General I A galnsert» | E v
P‘? 2B 7 Uu-||AN]E==EE8% 1 " T Delete + || [g] ﬁ ﬁ&
d51Te - - (=53 e u} 111
- F|EASA ||EE R |50 58 - [EdFarmat= | 2" Filter= Select~
Clipboard = Font lw Alignment P Mumber = Cells Editing
C1 - fe | 999.99 ¥
A E (i D = = e Hil
1 9876543210 100 999 9391
2 9876543211 100
2 9876543212 100
4 9876543213 100
o 9876543214 100
G 9876543215 100
7 9876543216 100
& ga7Ee43217 100
9 9876543218 100
100 9876543219 100
11 Q876543220 100
4 4 » M| 2013_999.99_Public_Utility_File %1 [ m |
| Ready | ] EH [0 {1 = 0! +
Click the NO button when the pop-up message appears.
Microsoft Office Excel [z|

! E Do wou wank ko save the changes vou made bo '2013_999,99 Public_Lkility_File, csw'?
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47. Locate the folder where you saved the .csv file, right click on the file and select Open With, Choose
Program...

& 2013-DETAIL-RPT =

3

© File Edit  ‘View Favorites  Tools  Help |1.
. : =y L
o Back - s Lﬁ P ! Search (5 Folders ' I x n v
| Address [ HA\PROPERTY\DAIDAWeD ProjectiMANUALS|201 3-DETALL-RPT v| B e
Mame Size | Type [ate Modified
,Ei:\ 2013 999,99 Public_Uklity_File.csy 20 KB Microsoft Office Excel ... &/14/2013 2:55 PM
Open
Prink
Cpen with MPPrinkYigw
Make Available OFfline
Cipen With 3 (5 Microsoft Office Excel
{4 Scan For threats, & Notepad
— & Internet Explorer
o3 WwinZip g 2 wiordPad
Send To Prograrmm...
Zuk
Copy

4AA. Select Notepad and click the OK button.

Open \With

- ] Chioose the program waou wank bo use ko open this File:

File:  2013_999,99 Public_Ukility _File,csw

Programs

I@ Recommended Programs;
"E Internet Explorer
Microsoft Cffice Excel

|3

Maokepad
WordPad
I@ Other Programs;

Adobe Reader B

E Ebasic Shell for Win3z

=2 EBRun Far Win32

_‘! HostExplorer For WWin3z2

ﬁ iaraf Executable

l'ﬂ] RAIo.. - —_CL ~CCio - T—C_m-LL

[ ] always use the selected program to open this kind of file

Browse, ..

If the program you want is not in the lisk or on wour computer, you can look,
for the appropriate program on the Web,
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4BB. The .csv file will open in Notepad.

B 2013_999.99_Public_Utility_File.csv Notepad =3
File Edit Format Wiew Help

DE7A543210,100, 599, 95
DE76E545211,000,
DE7eR43212,100,
BE76543215,100,
DEVAE543214,100,
DE7E543215,100,
DEYE543216,100,
BE76543217,100,
BEFA543218,100,
DE7A5432159,100,
DEYEL43220,100,
DE7eR43221,100,
DEVAL43.222,100,
DEVEL43225,100,
DE7R43.224,100,
DE7EL432.25,100,

Ln 1, Cal 22

4CC. To save as .txt file, click File, Save As...

I 2013_999.99_Public_Utility_File.csv - Notepad M=1E3
Format  Wiew Help

ChrlH-M =L
k-

Page Setup...
Prink. .. Ckrl+P

Exit
G876045221,100,
DE7EM 222,100,
DE76545425,100,
G876045224,100,
DE7EM 225,100,

Ln 1, Col 22
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4DD. Delete the .csv extension from the File Name and click the Save button.

Save fs @
Savein | (3 2013DETAILRPT v 2 E
by Recent
Dacuments

&

Dezktop

©

by Diocuments

%

by Computer

File name: | 2013_933.93_Public_tility_File

My Metwork Save az type: | Text Documnents [* k) v
Encoding: | AMS| " |

4EE. The file extension has been updated to .txt.

B 201 3_999.99 Public_Utility_File.txt - Motepad
File Edit Format Wiew Help

SE7E545210,100,995, 95
B876545211,100,
D876545212,100,
9876545213,100,
GEFE545214,100,
9875545215,100,
GEY5545216,100,
BE7E545217,100,
B854 5218,100,
D876545219,100,
S876543220,100,
GEFE545221,100,
SE70545222,100,
GEYO345225,100,
BE7E545224,100,
BE76E545225,100,

Ln 1, Col 1
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4FF. Click the Data Transmittal link under the Report column to verify the Total Parcel Count and DA

Amount.

Inbox Upload File

Document Management

Upload Document

I I'I bDX HOTE: The checkbox to submit the file will be disabled until all four (1) legal documents are uploaded along with a valid data file

l QOpen Search Panel “ Submit " Refresh ]

Fiscal Year Agency # File Type

2013 Q999,39 o

2013 P9, EE) PU
Records per page: |1EIIZ| | % |

THEM Count

Total DA AMT yalid

5,988 $151,047,600,01 no @
$120,000,00  yes %

Status

1.z00

Records: 1 - 2 of 2 - Pages:

Upload Date Drocs I Raport I
D6/05/2013 0

History /Detail Report
041872013 0 Data Transmittal

History /Detail Report

Records: 1 - 2 of 2 - Pages:

1

Action

Edit
Check In
Delete

Edit
Check In
Delete

4GG. The Data Transmittal amounts must match your expected totals. If they do not match then the input
file should be reviewed to ensure all parcels are assessed properly. Re-upload a corrected file or make
corrections to an existing file in ‘Correct the Data File in Edit Mode’ section (P. 53).
e Print the Data Transmittal, sign and date it, fill in all blanks, scan it as a PDF and upload the signed
version to DAWeb. To upload documents, go to ‘Upload Legal Documents’ section (P. 74).

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

(_’f DAWEB - Microsoft Internet Explorer provided by LA County, Auditor-Controller;

DATE: June 18, 2013
TO: Department of Auditor-Controller
Property Tax Division
Direct Assessment Unit
ATTN: Aquilla Ivery-Simmons
FILE TYPE: Public Utility File

BILL DESCRIPTION:

AGENCY ACCOUNT NUMBER:

TOTAL ASSESSMENT AMOUNT:

TOTAL PARCEL COUNT:

999.99
LA County test account
$120,000.00

1,200

Secured Tax Roll (STR).

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 Fisc

al Year 2013-2014

Authorized By:

Name and Title:

Signature Date Signed

Name and Title:

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

Phone Number:

Contact Mame:

If there are any exceptions to the input, plase call or fax:

Phone Number:

Fax Number:

Email Address:

m

Done

€ Unknown Zone | Protected Mode: Off

5 ~
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NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded
along with a valid data file.
e To fix the invalid file, proceed to ‘Correct the Data File in Edit Mode’ section (P. 53).
e To upload documents, proceed to ‘Upload Legal Documents’ section (P. 74).

Auditor Controller

Inbox Upload File Document Management Upload Document
I n bDX NOTE: The checkbox to submit the file will be disabled until all four {4) legal documents are uploaded along with a valid data file
l Open Search Panel Submit l Refresh ]
Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type T®M Count Total DA AMT Yalid Status Upload Date Drocs Report Action
PCL CHG RPT Edit
2013 999,99 Ly 5,938 $151,047,600,01 no 0ef05/20132 0 Data Transmittal Check In
History /Detail Report Delete
PCL CHG RPT Edit
2013 DG, EE) PU 1,200 £120,000.00 yes o4/18/2013 0 Data Transmittal Check In
History /Detail Report Delete
Records per page: (100 ¥ Recards: 1 - 2 of 2 - Pages: 1
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CORRECT THE DATA FILE IN EDIT MODE

5A. If Valid = ‘no’, click the Edit link under the Action column to locate and fix the error(s). If the file has
150,000 transactions or less the entire file will display in edit mode. If it has more than 150,000
transactions, you can only edit the records with errors. The two options for making corrections are
as follows: (1) make corrections on the Edit page; (2) export the Detail Report, make changes on
your exported file, delete the file from DAWeb and re-upload the updated file.

Auditor Controller

Inbox Upload File Document Management Upload Document
I Il bOX NOTE: The checkhox to submit the file will be disabled until all four {4) legal documents are uploaded along with a wvalid data file
[ Qpen Search Panel Subrmit l Refresh ]
Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type TXM Count Total DA AMT Yalid Status Upload Date Drocs Report Action
PCL CHG RPT Edit
2013 Q999,99 Lo 5,922 $151,047,600,01 no O&f0sf2013 0 Data Transmittal Check In
History /Detail Report Delete
PCL CHG RPT Edit
2013 P9, EE) PU 1.z200 $120,000,00 yas O4/18/2013 0 Data Transmittal Check In
History /Detail Report Delete
Records per page: (100 | % | Records: 1 - 2 of 2 - Pages: 1

5B. Click the Action drop-down box to view a list of menu options.

Options | Lag Out | Help

Auditor Controller Welcome, Agency User
Inbox Upload File Document Management Upload Document
Edit DA File
Actionf [Select One] w
Fiscal Year 2013 Go Back to Inbox/Check In
Agency Murnber 88989 Delete
Reset

File Type Direct Assessment File

File Mame D&_2013_99899.xls

Remark

NOTE: The following options are listed under the Action drop-down box:

Brings you back to the Inbox with the file checked in and allows other users who
Go Back to Inbox/Check In . . .
have access to the agency number to edit, delete and submit the file.
Delete Deletes the agency file.
Resets changes on File type and Agency Number (must be done before clicking on
the Update link).

Reset
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5C. 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.

e Comments left by the Auditor regarding your agency data file(s) will be placed in the Remark box.
Remarks can only be entered by the Auditor after your file has been submitted to the Auditor.

e Important Message in red font: The File Type and Agency Number cannot be updated in Edit
mode. If the File Type or Agency Number was uploaded incorrectly, delete the file and re-upload.

e Allred error messages under the Comment section must be fixed in order to validate the file.
For a ‘Table of Error Messages and Solutions’, refer to P. 56.

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 2013
Agency Number 99999
File Type Direct Assessment File

File Name DA_2013_99999.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 5988 - Pages: i|2|2|4|5
# Parcel Humbar Amount Comment
1 5658008017 150.00 Edit | Delete
2 Se57022011 15000 Edit | Delete
® Parcel number must be 10 digits
] 381z00601 150.00 Edit | Delete
# Parcel number must be all numeric
4 S81200601G 150.00 Edit | Delete
o S21z00s8020 150.00 Edit | Delete
® [Duplicate Parcel
= 5812006020 150.00 Edit | Delete

# Direct assessment amount exceads the limit of 99,955,999.53
7 S820009014 150150150.00 Edit | Delete

® Invalid Direct Assessment Amount
8 5808005024 150.0A 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 assessment amount must be positive
11 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

14 SE12008021 150.00 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.

Inbox

Upload File

Edit DA File

Actign| [Select One)

Fiscal Year
Agency Number

File Type
File Mame

Remark

Auditor

Controller

Document Management

ma3
999.93

Direct Assessment File

DA_2013_99998 xIs

-
[

Upload Document

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.

# Parcel Number
145218 2331025017
149685 2332005013
145766 233201010
149835 2332016019
149926 2332015015
145963 23320210377
150002 2332023016
Records per page: |50 |3 |

Amount

-21.85

21.07

26.04

12515222273.08

31.113

5.14

24.85

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

‘Comment

s D

uplicate Parcel

® Direct assessment amount must be positive

® Parcel number must be 10 digits

® Direct assessment amount exceeds the limit of 99,599,959.95

* Amount cannot exceed two decimals:31.113

# Parcel number must be 10 digits

# Farcel number must be all numeric

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Deleta

Edit | Deleta

Add New

Page 55 of 113




Table of Error Messages and Solutions:

ERROR MESSAGE REASON EXAMPLE SOLUTION
] 8765432100 Delete or change
. Duplicate parcels are not
Duplicate Parcel allowed one of the
8765432100 duplicate records
If the first four digits of the 5934820883
Parcel number cannot be Parcel number is less than - 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
. 8999 999 999
gg:gg: Eﬂmgg: EE: Eg ;I? r?ijgrgz,ric No spaces or dashes allowed 8765432100
899-999-9999
parel pumber can not start with 9° | pa file can not start with ‘9’ 9876543210 8765432100
Parcel number must start with ‘9" for | 5 ) g1 1,6t 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
Eérseiﬁ;[lgssessment amount must be Amount can not be negative -1234.50 1234.50
Direct Assessment Amount can not

. . i 1,234.567 .
exceed two decimal points: XX. XXX Format is not XXXX.XX ,234.567 1234.57
Only corrections can have $0 value DA or PU files can not contain $0 in DA/PU file Update amount or

$0 Amount

delete record
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5D. For parcel number and amount corrections, click the Comment header twice until there is a down

arrow

-

upload File

Edit DA File

Fiscal Year

Agency Number

File Type

File Name

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.

10

i1

12

13

5511

3050

2154

Remark

Action | [Select One]

2013
999.99
Direct Assessment File

DA_2013_99999.xs

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

Auditor Controller

Document Management Upload Document

[]

Parcel Humber

S812008020

5820009014

S208009024

5812014024

9805019009

5657004002

5637004003

S864 023 009

581200601

SB1200801G

5819008987

0637017002

S821004027

Amount

150

150150150

150

u]

150

-150

.00

.00

08

.00

.00

.00

150.005

150

150

150

150

150

.00

.00

.00

.00

.00

.00

Show Filter - Records: 1 - 50 of 53388 - Pages: i]2|3|4]|5

Options | Log Out | Help

Welcome, Agency User

I Comment

I M I

# Duplicate Parcel

# Direct assessment amount exceeds the limit of 99,999,999.53

® Invalid Direct Assessment Amount

® Only corrections can have $0 value

# Parcel number cannot start with 3 for DA file

® Direct assessmeant amount must be positive

& Amount cannot exceed two decimals:130.003

#® Parcel number must be 10 digits
®* Parcel number must be =l numeric

# Parcel number must be 10 digits

* Parcel number must be zll numeric

® Parcel number cannot be non-assesszable parcels

Edit | Delete

Edit | Delate

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delate

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

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 oy Icome, Agency User
Inbox Upload File Document Management Upload Document
Edit DA File
Action | [Select One] E

Fiscal Year 2013
Agency Number 99999
File Type Direct Assessment File
File Mame DA_2013_99999.xs

Remark

Fon

i - pumber cannot be updated in Edit mode. If the File Type or Agency Number was uploaded incorrectly, delete the file and re-upload.
Sorted by Row Show Filter - Records: 1 - 50 of 5388 - Pages: 1]12]2]4a|5

# - Parcel Humber I Amount I Comment I

1 5658008017 150.00 Edit | Delete

2 5637022011 15000 Edit | Delete
# Parcel number muost be 10 digits

2 5812006801 150.00 Edit | Delete
# Parcel number must be z2ll numeric

4 581200601G 150.00 Edit | Delete

5 5812006020 150.00 Edit | Delete

# Duplicate Parcel
=1 5812006020 150.00 Edit | Delete

# Direct assessment amount exceseds the limit of 93,953,9595.95
7 S820002014 150150150.00 Edit | Delete

# Invalid Direct Assessment Amount
8 5808003024 150.0A Edit | Delete

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

# Parcel number cannot start with 2 for DA file
10 5806012009 150.00 Edit | Delete

# Direct 2sses=ment amount must be positive
11 5857004002 -150.00 Edit | Delete

* Amount cannot excead 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
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5E. The first error displayed on the list is a duplicate parcel.

click the Show Filter link.

Auditor Controller

To search for the duplicate parcel number,

Options | Log Out | Help

lcome, Agency User

upload File

Edit DA File

Fiscal Year
Agency Number
File Type

File Mame

Remark

Action | [Select One]

2013
999.99
Direct Assessment File

DA_2013_99999.xs

Document Management Upload Document

[=]

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.

10

11

iz

12

5511

3050

Parcel Humbar

5812006020

SB20009014

5808009024

5812014024

9805019009

0637004002

S657004003

o864 022 009

581200601

S81200801G

5815008587

5657017002

Amount

150.00

150150150.00

150.04

0.00

150.00

-150.00

150.005

150.00

150.00

150.00

150.00

150.00

Show Filter Records: 1 - 50 of 3388 - Pages:

Comment

# Duplicate Parcel

# Direct assessment amount exceeds the limit of 35,995,3595,99

® Invalid Direct Azsessment Amount

#® Only corrections can have $0 value

# Parcel number cannot start with 9 for DA file

# Direct assessmeant amount must be positive

® Amount cannot exceed two decimals: 150,005

# Parcel number must be 10 digits
* Parcel number must be sll numeric

# Parcel number must be 10 digits

* Parcel number must be zll numeric

#® Parcel number cannot be non-assesszble parcels

112|2|4]|3

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete
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5F. Type in the duplicate parcel number and click the Apply Filter link or press the Enter button.

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

upload File

Edit DA File

Action | [Select One]

Fiscal Year 2013

Agency Number 99999

File Type Direct Assessment File

File Mame DA_2013_99999.xs

Remark

Auditor Controller

Document Management

[=]

Upload Document

Options | Log Out | Help

lcome, Agency User

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

i0

11

1z

1z

Parcel Numbar

| Equal To

||

|ss1z008020|

5812006020

SB20005014

5808003024

5812014024

9806015003

0637004002

5637004003

o864 022 009

581200601

SB1200801G

Amount

|Equal Ta | ¥
| |

150.00
150150150.00
150.0A

0.00

150.00
-150.00

150.005

150.00

150.00

150.00

Apply Filter

Comment

Duplicate Parcel

Hide Filter

Records: 1 - 50 of 5988 - Pages:

Direct assessment amount exceeds the limit of 95,955,995.595

Invalid Direct Asse

ssment Amount

Only corrections can have 50 value

Parcel number cannot start with S for DA file

Direct assessment amount must be positive

Amount cannot exceed two decimals:150.005

Parcel number must be 10 digits

Parcel number must be all numeric

Parcel number must be 10 digits

Parcel number must be all numeric

112121413

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete

Edit | Delete
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5G. Duplicate parcels may have different amounts. Determine which duplicate parcels need to be
deleted, click the Delete link or click the Edit link and update the parcel number(s) so they are no

longer duplicates.

Inbox Upload File

Edit DA File

Fiscal Year 2013
Agency Mumber 999.99
File Type Direct AssessmentFile
File Mame DaA_2013_99999.xls

Remark

Document Management

Action | [Select One] E

Apply Filter | Hide Filter | Remowve Filter -

# Parcel Number Amount Comment
| Equal To || |Equal To | ¥
| 5812006020 [ |
# Duplicate Parcel
&8 S81z00s8020 150.00
5 5812006020 300.00
Records per page: |50 |

Upload Document

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

Records: 1 - 50 of 5988 - Pages: 112|243

Edit | Delete

Edit | Delete

Add New

NOTE: If the Duplicate Parcel error message did not clear after one of the duplicates was deleted or
edited, click the Edit link and then click the Update link to clear out the comment.

Apply Filter | Hide Filter | Remowve Filter - Records: 1 - 50 of 5988 - Pages: i|2|2|4|5
# Parcel Humber Amount Comment -
|Equal To | |Equal Te | ¥
| 5812006020 | | |
# Duplicate Parcel
=1 5812006020 150.00 Edit | Delete
Records per page: (50 || Add New
Apply Filter | Hide Filter | Remove Filter - Records: 1 - 50 of 5987 - Pages: 112|245
# Parcel Humber Amount Comment -
| Equal To |3 |Equal To ||
| 5812006020 [ |
# Duplicate Parcel
3 |l§81.2l3l3602t| | | 150.00 | Update | Cancel
Records per page: 50 |3 Add New
Apply Filter | Hide Filter | Remove Filter - Records: 1 - 50 of 5387 - Pages: 1]2|3|4|38
# Parcel Humber Amount Comment hd
| Equal To | |Equal Te | ¥
| 5812006020 | | |
= 5812006020 150.00 Edit | Delate
Records per page: |50 B3 Add New
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5H. Click the Remove Filter link to bring back the list of errors.

Options | Log Out | Help

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

Fiscal Year 2013
Agency Number 99999
File Type Direct Assessment File
File Mame DA_2013_99999.xs

Remark

The File Type and Agency Number 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: il2]2]4|5
# Parcel Numbar Amount Comment -
|Equal To || |Equal Ta | ¥
|se1zo08020 [ | |
=1 5812006020 150.00 Edit | Delete
Records per page: |50 | ¥ Add New

51. Click the Hide Filter link to hide the parcel filter panel.

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

Fiscal Year 2013
Agency Number 99999
File Type Direct Assessment File
File Mame DA_2013_99999.xs

Remark

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

Apply Filter — Racords: 1 - 50 of 5987 - Pages: i]2|3|4]|5

# Parcal Number Amount ‘Comment -

| Equal To |¥| |Equal To | % |
| [ |

# Direct assessment amount exceads the limit of 99,933,999.55
7 S8Z0009014 150150150.00 Edit | Delete

# Invalid Direct Assessment Amount
a8 5808009024 150.0A Edit | Delete

# Only corrections can have 50 valus
=] S81Z014024 0.00 Edit | Delete

# Parcel number cannot start with 9 for DA file
10 29806015009 150.00 Edit | Delete
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5J. 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

e

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

Fiscal Year 2013
Agency Number 99999
File Type Direct Assessment File
File Name DA_2013_99999.xs

Remark

The File Type and Agency Mumber cannot be updated in Edit maede. If the File Type or Agency Mumber was uploaded incorrectly, delete the file and re-upload.
Show Filter - Records: 1 - 50 of 5987 - Pages: 1|2|2|4|5

# Parcel Number Armount Comment -

# Direct assessment amount exceeds the limit of 93,955,9595,5353

7 | 3820005014 | [150.00 Update | Cancel

®* Invalid Direct Assessment Amount

8 58080039024 150.0A Edit | Delete
® Only corrections can have 50 value

=] 5812014024 0.00 Edit | Delete
* Parcel number cannot start with 9 for DA file

10 59806019009 150.00 Edit | Delete
# Direct assessment amount must be positive

11 Se37004002 -150.00 Edit | Delete
# Amount cannot exceed two decimals:150.005

12 Se57004003 150.005 Edit | Delete

& Parcel number must be 10 digits

i3 5864 023 009 150.00 # Parcel number must be all numeric Edit | Delete
® Parcel number must be 10 digits

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

4 58120060105 150.00 Edit | Delete
® Parcel number cannot be non-assesszble parcels

5511 5819008987 150.00 Edit | Delete

3812 5812025052 150.00 Edit | Delete
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5K. Row #7 (from the previous screen) has been updated and no longer appears at the top of the list
since it no longer contains an error message and the columns are sorted by the Comment field.

Options | Log Qut | Help

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

Fiscal Year 2013
Agency Mumber 999.99
File Type Direct AssessmentFile
File Name DA_2013_99999.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 5987 - Pages: 1224|535

#k Parcel Humbar Amount Comment -

# Invalid Direct Assessment Amount
=} S808009024 150.0A Edit | Delete

® Only corrections can have 350 value
= 5812014024 0.00 Edit | Delete

# Parcel number cannot start with 5 for DA file
10 5806019005 150.00 Edit | Delete

® Direct assessment amount must be positive
11 5637004002 -150.00 Edit | Deleta

* Amount cannot exceed two decimals: 130,005
iz 5657004003 150.005 Edit | Delete

& Parcel number must be 10 digits
13 5864 023 009 150.00 ® Parcel number must be all nurmeric Edit | Delete

& Parcel number must be 10 digits

2 S81200801 150.00 Edit | Delete
* Parcel number must be all numeric

4 581200601G 150.00 Edit | Deleta
# Parcel number cannot be non-assessable parcels

5511 5813008587 150.00 Edit | Delete

3812 3812025052 150.00 Edit | Deleta
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5L. To edit a parcel number, click on the Parcel Number field, enter the updated parcel in the text box
and click the Update link.

Options | Log Qut | Help

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

Fiscal Year 2013
Agency Number 99999
File Type Direct Assessment File
File Name DA_2013_99999.xls

Remark

The File Type and Agency Number cannat be updated in Edit mode. Ifthe File Type or Agency Number was uploaded incarrectly, delete the file and re-upload.

Show Filkter - Records: 1 - 50 of 5987 - Pages: i|2|2|4|5

# Parcel Number Amount ‘Comment -

#* Invalid Direct Assessment Amount
a8 5808003024 150.04 Edit | Delete

# Only corrections can have 30 value
= S812014024 0.00 Edit | Delete

_ # Pzarcel number cannot start with 8 for DA file

10 | 7Boen15005 |} |150.00 | Update | Cancel

# Direct assessment amount must be positive
11 5637004002 -150.00 Edit | Delete

#* Amount cannot exceed two decimals: 130,005
1z 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

&} S81z200801 150.00 Edit | Delete
# Pzarcel number must be all numeric

4 581200601G 150.00 Edit | Delete
# Parcel number cannot be non-assessable parcels

5511 Sg819008987 150.00 Edit | Delete

3812 5812025052 150.00 Edit | Delete

3813 S817033042 150.00 Edit | Delete
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5M. Please ensure all comments/error messages are completed and removed by clicking the
Comment header twice. The agency file will only show valid = ‘yes’ after all of the errors are fixed.

Options | Log Out | Help

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

Fiscal Year 2013
Agency Number 99999
File Type Direct Assessment File
File Name DA_2013_99999.xs

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 5987 - Pages: 1|2|2|4|5

# Parcel Number Amount Comment -

281z SB1z025052 150.00 Edit | Delete
3813 5817033042 150.00 Edit | Delete
814 S816022020 150.00 Edit | Delete
3815 5817029019 150.00 Edit | Delete
2816 S812008035 150.00 Edit | Delete
3817 5815025010 150.00 Edit | Delete
2818 5806021008 150.00 Edit | Delete
3819 5812023032 150.00 Edit | Delete
3820 S812023033 150.00 Edit | Delete
3821 5812023018 150.00 Edit | Delete
382z 5812023015 150.00 Edit | Delete
3823 5812023020 150.00 Edit | Delete
J8Z4 5810022010 150.00 Edit | Delete
3825 5658005007 150.00 Edit | Delete
826 S8e4037008 150.00 Edit | Delete
3827 5658011010 150.00 Edit | Delete
IJ8z8 58160040032 150.00 Edit | Delete
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5N. To add a new row, scroll to the bottom of the Edit page and click the Add New link.

& DAWER fa ~ B - ) @ v Page~ Safety~ Tooks~ @~

35 5811015013 150.00 Edit | Delete

36 5657009013 150.00 Edit | Delete

37 5816003010 150.00 Edit | Delete

38 5657025001 150.00 Edit | Delate

29 581703220322 150.00 Edit | Delete

40 5813005035 150.00 Edit | Delete

41 5815003002 150.00 Edit | Delete

42 5806003003 150.00 Edit | Delete

43 5808019008 150.00 Edit | Delete

< 5808012011 150.00 Edit | Delete

45 5817017051 150.00 Edit | Delete

45 5864021016 150.00 Edit | Delete

47 5814024001 150.00 Edit | Delete

48 5864009021 150.00 Edit | Delete

45 SBZ22021023 150.00 Edit | Delete

50 5817038011 150.00 Edit | Delete
Grand Total TXN CNT Total Amount

Total 5,987 £898,050.00

Records per page: |50 | Records: 1 - 50 of 53987 - Pages: i]l2|2|4|5

50. Enter the parcel number and amount and click the Save link to save or Cancel to cancel the entry.

@ DAWEB fi v B v = @ v Pagev Safetyv Tooks~ @
36 5657009013 150.00 Edit | Deleta
27 5816003010 150.00 Edit | Delete
28 5657025001 150.00 Edit | Delete
a9 5817033032 150.00 Edit | Delete
a0 5812005035 150.00 Edit | Delete
a1 5815002002 150.00 Edit | Deleta
az 5806009003 150.00 Edit | Delete
az 5806019008 150.00 Edit | Delete
a4 5808013011 150.00 Edit | Deleta
a5 5817017051 150.00 Edit | Delete
46 5864021016 150.00 Edit | Delete
a7 5814024001 150.00 Edit | Deleta
as 5864009021 150.00 Edit | Delete
asg 5822031033 150.00 Edit | Delete
so 5817038011 150.00 Edit | Deleta

(8777777777 | | [150.00]
Grand Total TXN CNT Total Amount
Total 5,987 £898,050.00

Records per page: |30 |

¥

| save | cancel |

Records: 1 - 50 of 5987 - Pages: 1]2]

I
0]
(%]
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5P. Once the data file has been saved, the new record is added to the end of the list and assigned the

next row number.

@ DAWER i v B ~ (0 @ v Pagev Safetyv Took~ @~

974 5812019011 150.00 Edit | Delete

2975 S806007006 150.00 Edit | Delete

53976 S812011027 150.00 Edit | Deleta

I9FT 5816005009 150.00 Edit | Delata

5978 5817030035 150.00 Edit | Delete

5973 5821012001 150.00 Edit | Delete

3380 5815013058 150.00 Edit | Delete

o981 5811016032 150.00 Edit | Delete

ooz S8e4022013 150.00 Edit | Delete

o983 S817030025 150.00 Edit | Delete

5984 5864006023 150.00 Edit | Delata

5985 5812017005 150.00 Edit | Delata

5986 5822004004 150.00 Edit | Delete

53987 5814013010 150.00 Edit | Delete

3388 5806017704 150.00 Edit | Delete

o991 grIIIIIIIT 150.00 Edit | Delete
Grand Total TXN CNT Total Amount

Total 5,088 £898,200.00

Records per page: |50 | Add New - FRecords: 5951 - 5988 of 5988 - Pages: 116 | 147 | 148 | 119 | 120

5Q. To delete a record, click the Delete link associated with the row that needs to be deleted.

& DAWEB fii ~ B ~ = & ~ Page~ Safety~ Took~ @~

FEEE 5812019011 150.00 Edit | Delete

2975 S806007006 150.00 Edit | Delete

o978 Seizoii0z7 150.00 Edit | Delete

3977 58160035009 150.00 Edit | Delete

5978 5817030035 150.00 Edit | Deleta

3979 5821012001 150.00 Edit | Delete

5980 5815013058 150.00 Edit | Delate

5981 5811016032 150.00 Edit | Delete

5982 5864022013 150.00 Edit | Delete

5983 5817030025 150.00 Edit | Delete

5984 5864006023 150.00 Edit | Delete

5985 5812017005 150.00 Edit | Delete

3386 5822004004 150.00 Edit | Delete

53987 5814013010 150.00 Edit | Delete

3388 5806017704 150.00 Edit | Delete

5991 BIFIFFTITIT 150.00 Edit | Delete
Grand Total TXN CNT Total Amount

Total 5,988 $8598,200.00

Records per paga: |50 | % Add New - Racords: 5951 - 5988 of 5988 - Pagas: 116 | 117 | 118 | 119 | 120
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5R. When the pop-up message appears, click OK to delete or Cancel to keep the record.

& DAWER i~ v [ @ v Pagev Safetyv Toolsv @~
5974 5812019011 150.00 Edit | Delete
5975 5806007006 150.00 Edit | Delete
5976 5812011027 i [ Edit | Delete

Message from webpage ['5—(|
5977 5815005009 —_ Edit | Delete
ss978 5817020035 9 Edit | Delete
\.‘.’ Are vou sure you want ko delete the parcel? )

5973 5821012001 Edit | Delete
5980 5815013058 Edit | Delete
5581 5811016032 | Ok | [ Cancel Edit | Delete
5982 5864022013 Edit | Delete
5983 5817030025 150.00 Edit | Delete
5584 5864006023 150.00 Edit | Delete
5985 5812017005 150.00 Edit | Delete
s986 5822004004 150.00 Edit | Delete
s987 5814012010 150.00 Edit | Delete
ssss 5808017704 150.00 Edit | Delete
s991 8777777777 150.00 Edit | Delete
Grand Total TXMN CNT Total Amount

Tetal 5,988 $898,200.00

Records per page: |50 || Add New - FRecords: 5951 - 5988 of 5388 - Pages: 116 | 117 | 148 | 148 | 120

5S. After all of the errors are fixed, new parcels added and old parcels deleted, click the action drop-
down menu and select Go Back to Inbox/Check In to bring you back to the Inbox and

automatically check in the file. Clicking on the Inbox tab will also take you back to the Inbox, but the
file will remain checked out. The file can be manually checked in from the Inbox.

Options | Log Out | Help
Auditor Controller Yiiglcome, Ag
“ Upload File Document Management Upload Document
Edit DA File
action | [Select One| w

Figcal Year 2013

h

Agency Mumber 99999 Uelete

File Type DirectAssessmentFile

File Mame DA_2013_99999.xls

Remark
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5T. If Valid = ‘yes’ then proceed to the next step. In addition, the Parcel Change Report and Data
Transmittal can be accessed. If Valid = ‘no’ then repeat steps 5A to 5S.

Options | Log Qut | Help

Auditor Controller - ¥ Welcome, Agency User

Inbox Upload File Document Management Upload Document

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4} legal documents are uploaded along with a valid data file

Open Search Panel [ Submit H Refresh l

Records: 1 - 2 of 2 - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action

PCL CHG RPT Edit
20132 995,99 DA 3,987 £8598,030.00 Ve 0&8/05/2013 0 Data Transmittal Check In
History/Detail Report Delete
PCL CHG RPT Edit
2013 s B PL 1,200 £120,000.00 Wes 04/18/2012 0 Data Transmittal Check In
History/Detail Report Delete

Records per page: 100 | ¥ | Records: 1 - 2 of 2 - Pages: i

5U. Click the PCL CHG RPT link under the Report column to view the Parcel Change Report.

Options | Log QOut | Help

Auditor Controller V3234 Welcome, Agency User

Inbox Upload File Document Management Upload Document

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

l Open Search Panel [ Submit H Refresh l

Records: 1 - 2 of 2 - Pages: i
Fiscal ¥Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action

PCL CHG RPT Edit
2013 995.959 Oa, 3,987 £898,050.00 Yas 0&8/05/20132 0 Data Transmittal Check In
History [ Detail Report Delata
PCL CHG RPT Edit
2013 s B PL 1,200 £120,000.00 Wes 04/18/2012 0 Data Transmittal Check In
History/Detail Report Delete

Records per page: 100 | ¥ | Records: 1 - 2 of 2 - Pages: 1
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5V. Blank Parcel Change Report means that there are no parcel changes for the selected file.

{= DAWEB - Microsoft Internet Explorer provided by LA County, Auditor-Controller,

b &2 | [Find.. s Cx o 10m - 0% |-

Main Report

2013 PARCEL CHANGE FILE PARCEL CHAMGE REFPORT RUMN DATE 06/13/2013
AGENCY NUMBER 999.99 LUPLOAD DATE 06/05/2013

TOTAL OLD PARCEL CNT:

TOTAL NEW PARCEL CNT:

FILE TYPE: Direct Assessment File
FILE NAME: DA_2013_99999 xls

D PCL FORMAT STATUS

AGENCY NUMBER. DA AMOUNT

Done

" Trusted sites 4 v Emi00% -

NOTE: Print or Export (refer to P. 15) the Parcel Change Report if it is not blank and proceed with

the following options:

o Delete the current file from the Inbox and re-upload
new file with parcel changes included in the file

Go to Create the Excel Input Data File (P. 19)
or Create the Text Input Data File (P. 28)

e Add new parcels and delete old parcels in Edit mode

Go to Correct the Data File in Edit Mode (P. 53)

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

Go to Upload Correction File and Correction Data
Transmittal (P. 87)

5W. Click the Data Transmittal link under the Report column to view the document and verify the Total

Parcel Count and DA Amount.

Inbox Upload File Document Management

Upload Document

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

Open Search Panel

[ | eres |

Fiscal Year Agency # File Type TXN Count Total DA AMT

2013 559.99 DA 3,987 £858,050.00

2013 999.95 PU 1,200 £120,000.00
Records per page: |lDD |

yes

yes

Records: 1 - 2 of 2 - Pages: 1

Valid Status Upload Date Docs Report Action

E HZ BP Edit
Data Transmittal Check In

History/ Detail Report Delete

% PCL CHG RPT Edit

06/05/2013 0

04/18/2013 0 Data Transmittal Check In
History/Detail Report Delete

Records: 1 - 2 of 2 - Pages: 1
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5X. The Data Transmittal displays the File Type, Agency Account Number, Bill Description, 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. Re-upload a corrected file or make corrections to the

existing file in ‘Correct the Data File in Edit Mode’ section (P. 53).

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

. Print the document, sign and date, fill in all blanks, scan the document as .PDF format and
upload the signed document to DAWeb (refer to ‘Upload Legal Documents’ section (P.74)).

{= DAWEB - Microsoft Internet Explorer provided by LA County, Auditor-Controller

DATE: June 18, 2013

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

FILE TYPE: Direct Assessment File
AGENCY ACCOUNT NUMBER: 999.99

BILL DESCRIPTION: LA County test account
TOTAL ASSESSMENT AMOUNT: $898,050.00

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 correct and that we are authorized to add this Direct Assessment amount onto the Fiscal Year 2013-2014

secured Tax Roll {STR).

Authorized By:

Signature Date Signed

Name and Title:

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

Name and Title:

Phone Number:

If there are any exceptions to the input, plase call or fax:

Contact Name:

Phone Number:

Fax Mumber:

Email Address:

B=1E3

m

Done /" Unknown Zone | Protected Mode: Off

5~
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NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded
along with a valid data file. Proceed to the next section: ‘Upload Legal Documents’ section

(P.74).

Auditor Controller

Options | Log Qut | Help

Welcome, Agency User

Inbox Upload File

Document Management

Upload Document

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4} legal documents are uploaded along with a valid data file

l Open Search Panel

subrie | [ vt |

Fiscal Year Agency #
20132 995,99
2013 s B

Records per page: | 100

File Type TXN Count
DA 3,987
PL 1,200
||

Total DA AMT Valid

$858,050.00 yas

$120,000.00 yas

Status

=
=

Records: 1 - 2 of 2 - Pages: i
Upload Date Docs Report Action

PCL CHG RPT Edit
0&/05/2012 0 Data Transmittal Check In
History/Detail Report Delete
PCL CHG RPT Edit
04/18/2012 0 Data Transmittal Check In
History/Detail Report Delete

Records: 1 - 2 of 2 - Pages: i
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UPLOAD LEGAL DOCUMENTS

6A. 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 a file is uploaded; however, agency
information will not appear in the Inbox until a data file for the respective agency number
has been uploaded. All documents will appear on the Document Management page, which
will be covered in the ‘Check the status of Legal Documents’ section (P. 100).

6B. To upload legal documents, click the Upload Document tab.

Options | Log Qut | Help

Auditor Controller V22D Welcome, Agency User

Upload File Document Management

|I'I bOX NOTE: The checkbox to submit the file will be disabled until all four {4) legal documents are uploaded along with a valid data file

l Open Search Panel [ Submit H Refresh l

Records: 1 - 2 of 2 - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action

PCL CHG RPT Edit
2013 5995.99 DA 5,987 £898,050.00 yes 06/05/2013 0 Data Transmittal Check In
History/Detail Report Delete
PCL CHG RPT Edit
2013 EEER-E] PU 1,200 £120,000.00 yves 04/18/2013 0 Data Transmittal Check In
History/Detail Report Delete

Records per page: |100 % Records: 1 - Z of 2 - Pages: 1

6C. 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.

Options | Log Qut | Help

Auditor Controller Ly Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

[Select One) 1-41_

[Select One]
Billing Agreement

Resolution/Crdinance

Agency Information Sheet

Data Transmittal

Engineer's / Misc. Report [Supporting doc]
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6D. Once the document type is selected, steps 2 to 3 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,
Resolution/Ordinance and Engineer’s/Miscellaneous 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.

Under step 3, click the Validate button to validate the agency number(s).

Options | Log Out | Help

Auditor Controller y2204 Welcome, Agency User
Inbox Upload File

Upload Document

1. Select document type:

Document Management Upload Document

[ Billing Agreement + |
2. Select agency number to upload:
444,44 S50 666.66 777.77 g888.88 » 999,90
» 9935.95 » 9535.97 » 959,58

» 9595.995

3. Validate selected agency number

K=
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6E. Under step 4, click the Browse button to upload the document.

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

+
2. Select agency number to upload:
444.44 555.55 EE6.66 77777 g888.88 » 9939.90
» 999,95 » 999,97 » 999.98 » 9939.99
3. Validate selected agency number
4. Select Document to upload: POF Format Only —

[ no files selected ] %

5. Press upload:
(Mote: Press on Reset to choose a new agency number and file type)

[ Upload ” Reset ]

6F. Select a .PDF document to upload and click the Open button or double click on that document.
Documents must be in .PDF format.

select file(s) to upload E
Look in: |L'j' Legal Documents ﬂ 0 ?’ 0
2. L DataTransmittal_999.99.pdf
L ESampIe Agency Information Sheet, pdf

My Recent i
Documents ESample Engineers-Misc report, pdf

@ ESample Resalution-Ordinance. pdf

Desktop

Sample Billing Agreement. pdr

T,

(7

My Documents

o

ky Computer
kg M etwiork File name: |Sam|:|le Billing Agreement. pdf j Open
Flaces S

Files of tupe: [*.pdf] ﬂ Cancel
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6G. Under step 5, click the Upload button to upload the document to DAWeb.

Options | Log Out | Help

Auditor Controller v2oo4 Welcome, Agency

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

Billing Agreeme +
2. Select agency number to upload:
444,44 555.55 EEE6.66 7777 888.88 » 993.90
» 999.95 » 999.97 » 999.98 » 9939.99

3. Validate selected agency number

4, Select Document to upload: PDF Format Only
#|sample Billing Agreement.pdf ﬁm
| 523.16kB |

5. Press upload:
(Mote: Prezs on Reset to choose a new agency number and file type)

I Upload ” Reset
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6H. A message will display at the bottom of the page that the file was successfully uploaded. To continue
uploading documents, click the Reset button and repeat steps 6D to 6G.

Options | Log Qut | Help

Auditor Controller v2324 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

Billing Agreement +
2. Select agency number to upload:
444,44 555.55 EE6.66 77777 gg8s8.88 » 999.90
» 955.55 » 955.97 » 955.58 » 995.55

3. Validate selected agency number

4, Select Document to upload: POF Format Only

[ no files selectad ] ﬁm

5. Press upload:
(Mote: Press on Heset to choose a new agency number and file type)

Upload Reset

| Successiully uploaded file: |
Sample Billing Agreement.pdf
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6l. 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, Resolution/Ordinance and
Engineer’s/Misc report document type. To deselect the group of selected agency numbers, click
on any agency number without holding down the Control (CTRL) button.

D H I Options | Log Out | Help

Auditor Controller vaa94 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

rREZOIUTIONSUirdinance +
2. Select agency number to upload:
444 44 Sl 666.66 77777 gg88.88 » 955.50
» 995,95 » 995,97 » 995.58 » 995.55
3. Validate selected agency number
4, Select Document to upload: POF Format Only
ﬁ| [ one file selected ] ﬁm

| 212.93kB |

5. Press upload;
(Mote: Press on Reset to choose a new agency number and file type)

[ Upload ” Reset

Successfully uploaded file:
Sample Resolution-Ordinance. pdf
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6J. 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.

DAWeED

Options | Log Out | Help

Inbox Upload File

Upload Document

1. Select document type:

444 .44 555.55 666.66
59595.95 5995.97 555,98

3. Validate selected agency number

4, Select Document to upload: PDF Format Only

Auditor Controller

Document Management

fffffffffff 888.88
> 595,59

®

Sample Agency Information Sheet.pdf

| 173.67kB

5. Press upload:

(Mote: Press on Reset to choose a new agency number and file type)

[ Upload ” Reset

Successfully uploaded file:
Sample Agency Infarmation Sheet. pdf

555. 90

4 Welcome, Agency User

Upload Document
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6K. 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.
e The specific Data Transmittal has to be linked to the co-responding agency number and file

type.

Options | Log Cut | Help

Inbox Upload File

Upload Document

1. Select document type:

2. Select agency number and file type to upload;

Fizscal Year Agency # File Type
» 2013 S e (B
2013 CyerD). o PLU

3. Validate selected agency number and file type

4, Select Document to upload: PDF Format Only

Auditor Controller

Document Management

®

| 37.68kB

5. Press upload:

(Mote: Press on Heset to choose a new agency number and file type)

[ Upload H Reset

Successfully uploaded file:
DataTransmittaI=EIEIEI.EIEI=DA.p|:IT

Welcome, Agency User

Upload Document
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6L. The Engineer’s/Miscellaneous report is a supporting document that provides additional information
to the Auditor. It is not a required legal document to submit your file. However, agencies will
need to upload an Engineer’s/Miscellaneous report if the Resolution/Ordinance does not
clearly state how the amounts being billed are derived.

Auditor Controller

Options | Log Out | Help

Inbox Upload File

Upload Document

1. Select document type:

e 5955.95 666.66
> 595.95 > 599.57 »> 599,98

3. Validate selected agency number

4, Select Document to upload: PDF Format Only

Document Management

T77.77 88B.88
> 599.59

&

Sample Engineers-Misc report.pdf

| 212.93kB

5. Press upload;

(Mote: Press on Reset to choose a new agency number and file type)

[ Upload ” Reset

Successfully uploaded file:
Sample Engineers-Misc report.pdf

> 599.50

Welcome, Agency User

Upload Document
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6M. Click the Inbox tab to go back to the Inbox.

E Upload File Document Management Upload Document

Upload Document

1. Select document type:

+
2. Select agency number to upload:
FEEREE] Sl 666.66 777.77 g288.88 » 995.50
» 959.55 » 995.97 » 995.58 * 555.55

3. Validate selected agency number

6N. If the file(s) are valid and the document counter under the Docs column is equal to ‘4’, then check the
checkbox and click the Submit button. Multiple files can be checked and submitted simultaneously.

NOTE: The Inbox only shows agency number 999.99 even though other agencies numbers were selected
in the upload document page. Agency information will not appear in the Inbox until a data
file for the respective agency number has been uploaded. All documents will appear on
the Document Management page, which will be covered in the ‘Check Legal Documents’
section (P. 100).

Also, The Engineer’s/Miscellaneous report is not included in the counter since it is not a required
legal document.

W Options | Log Out | Help

Auditor Controller V222 Welcome, Agency User

Inbox Upload File Document Management Upload Document

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

Submit [ Refresh

l Open Search Panel

Records: 1 - 2 of 2 - Pages: i
Fiscal ¥ear Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit
20132 995,99 DA 3,987 £8598,030.00 Ve 0&8/05/2013 4 Data Transmittal Check In
History/Detail Report Delete
PCL CHG RPT Edit
2013 = R i PL 1,200 £120,000.00 wes D4f18/2013 4 Data Transmittal Check In
History/Detail Report Delete
Records per page: 100 B4 Records: 1 - 2 of 2 - Pages: i
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60. Press OK to submit or Cancel to cancel the submission.

DAWeb S

Auditor Controller

Inbox Upload File Document Management Upload Document

INbOX  1oTE: The checkbox to subm ed along with a valid data file

[ Open Search Panel " Submit H Refresh

Are you sure you want to submit the following file(s)? ords: 1-20f 2- Pages: 0 o« 1 .

999.99 DA

Fiscal Year Agency # File Type 99989 FU Docs Report Action
PCL CHG RPT Edit
2013 595,95 DA 4 Data Transmittal Check In
History / Detail Report Delete
PCL CHG RPT Edit
2013 595,95 =¥] i Data Transmittal Check Out
History / Detail Report Delete
Records per page: |100 Records: 1 -2 of 2- Pages: w4 4 1 »

6P. A pop-up message states ‘File(s) submitted’, the status icons changed to ‘Pending Review’ and
the links under the Action column have been disabled. Submitted files cannot be edited, checked out
or deleted while under review. Contact the Auditor if you notice that the file needs to be edited or
deleted and they will reject the file back to you.

W Options | Log Out | Help

Auditor Controller VD32 Welcome, Agency User

Inbox Upload File Document Management Upload Document

I n box NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

Submit " Refresh l

| File(s) submitted |

[ Open Search Panel

Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type THN Count Total DA AMT Valid Status Upload Date Docs Report Action

PCL CHG RPT Edit
2013 999.99 [n ] 3,987 £898,050.00 =t PENDING 06/05/2013 4 Data Transmittal Check Out
REVIEW History / Detail Report Delete
PCL CHG RPT Edit
2013 999,99 PU 1,200 £120,000.00 yes PENDING 04/18/2013 4 Data Transmittal Check Out
REVIEW History / Detail Report Delate

Records per page: (100 | ¥ Records: 1 - 2 of 2 - Pages: i

6Q. Auditor staff will review the submitted file(s) and uploaded documents. If everything is approved the
file will be submitted into the Wednesday or Saturday STR Updates. If there is anything wrong with
the file and/or legal documents then the Auditor staff will reject the file and/or documents back to the
Agency for editing.
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NOTE: Log onto DAWeb to check the status of your Agency data file(s).

e Work in Progress — Agency is working on the file before it is submitted to the Auditor.

p—
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT
2013 995,99 DA 5.987 $898,050.00 ves 06/05/2013 4 Data Transmittal
History / Detail Report

e Pending Review — User submitted agency file to Auditor and waiting for Auditor staff to review.

Fiscal Year

Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT
999.99 =1 5.987 $898,050.00 yes PENDING 06/05/2013 4 Data Transmittal
= L=

History / Detail Report

Pending Approval — Auditor staff reviewed and submitted agency file to Auditor supervisor for
approval.

Fiscal Year Agency # File Type TXN Count Docs Report Action
PCL CHG RPT
2013 999.99 D& 3,987 4 Data Transmittal
History f 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. Click the Edit
link to read the Auditor comments inside the Remark box.
o This action cannot be done after the Supervisor approves the file.
o Any corrections after the Supervisor approves the file must be sentin as a
correction (COR) file

Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT
2'?13 999.99 DA 5,987 $898,050.00 yes 06/05/2013 4 Data Transmittal Check Out
History / Detail Report Delete
—_—
e Supervisor Approved — Auditor supervisor approved and submitted agency file to Batching.
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
# PCL CHG RPT
2013 999.939 DA 5.987 £898,050.00 yas S UPE YIS0 06/05/2013 4 Data Transmittal
Loan.tit ] History f Detail Report
—_—

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 TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT
999,99 D& 3,987 £ESE,050.00 yes Data Transmittal

@ 0&/05/2013 4

History / Detail Report

Sent to Mainframe — The agency file has been sent to the Mainframe and will be processed in
the STR Update.

Fiscal Year

2013

Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Drocs Report Action
— PCL CHG RPT
999,99 DA 5,987 £898,050.00 yes &EI 06/05/2013 4 Data Transmittal
Historyf Detail Report
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NOTE: Click the Refresh button periodically to update the Status and Docs columns. The Status and

Docs columns will not update if you are in the Inbox while the Auditor is updating the status of
your files and/or documents.

DAWeb

Options | Log Qut | Help

Auditor Controller

Inbox Upload File Document Management

Welcome, Agency User

Upload Document

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

[ Open Search Panel

Submit ll Refresh |

Fiscal ¥ear Agency # File Type TXN Count

2013 595.99 DA 5,987

2013 993.99 PU 1,200
Records per page: | 100 |

Total DA AMT valid

58598,050.00 yas

$120,000.00 =t

Records: 1 - 2 of 2 - Pages: i
Upload Date Docs Report Action

PCL CHG RPT Edit
0&8/05/20132 4 Data Transmittal Check Out
istory/ Detail Report Delete
PCL CHG RPT Edit
04/18/2013 4 Data Transmittal Check Out
istory/ Detail Report Delete

Records: 1 - 2 of 2 - Pages: 1
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UPLOAD CORRECTION FILE AND CORRECTION DATA TRANSMITTAL

IMPORTANT MESSAGE: Only current year corrections may be submitted during this period. The last
Thursday in August is the last date to submit corrections without getting
charged $13 per parcel. Only one correction file per Agency number should
be submitted before each Wednesday and Saturday STR Update.

7A. To upload a correction (COR) file, click the Upload File tab.

NOTE: The Inbox below already contains one COR file (COR v1) to show you what happens when
multiple COR files are submitted for the same agency number.

Inbox Document Management Upload Document

|I‘I bOX HOTE: The checkbox to submit the file will be disabled until all four {4) legal documents are uploaded along with a valid data file

[ Open Search Panel Submit “ Refresh

Records: 1 - 3 of 3 - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action

] PCL CHG RPT
2013 599,99 COR v1 5 $1,400.00 yes m 06/11/2013 4 Data Transmittal
History/Detail Report
] PCL CHG RPT
20132 9599.99 DA 5,987 £898,050.00 yes m 06/05/2013 4 Data Transmittal
History / Detail Report
(_— PCL CHG RPT
2013 599.99 pU 1,200 £120,000.00  yes ﬁi-‘.‘ 04/18/2013 4 Data Transmittal
History/Detail Report

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

7B. 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 Validate button.

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 digits and in 2 decimal format (xooxox)

3. Validate agency number:
Walidate
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7C. Click the Browse button in step 4, select a correction file to upload and click the Open button.

Look in: | (- 2013 Test fles = O m

—r— == i

5 ] coR_2013_200999 sy

] CoR_2013_99999v2 sx

@DHJDIS_‘QQQQD-Invalid s
D _2013 99998, bxk

@ Epa_2013_99999,xs
D _2013_99999v2 bt
RIS i5]DA_2013_99999v2 xlsx
~ EPU_2013_99999, xlsx

a7

My D ocuments

8

ty Recent
Documents

| 10.77kB |

5. Press upload:
(Mote: Press on Reset to chooze a new file type and agency numkber’

by Computer
My Network  File name; || j I| CEh
Flaces
Files of type: [“.kst; * piry; ® wls; . xlsx] ﬂ Cancel
4. Select File to upload:
33| [ one file selectad ] ﬁm

Upload Document

7D. Click the Upload button after the file has been selected.

Inbox Upload File Document Management

Upload File

1. Select File Type:
Direct Assessment File

Fublic Utility File

Carrection File

2. Enter agency number to upload:

Must be 5 digits and in 2 decimal farmat (2o
3. Validate agency number:
4. Select File to upload:

®[COR_2013_99999v2 xlsx
| 10.77kB |

5. Press upload:
Maote, Press on Reset to choose a new file type and agency number)

pload ” Reset ]

Upload Document
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7E. A message will pop up under the Upload button after the file loaded successfully. To view the
uploaded file(s), click the Inbox tab.

WARNING: Only one correction file per Agency number should be submitted before each
Wednesday and Saturday STR Update.

Auditor Controller

m Upload File Document Management Upload Document

Upload File

1. Select File Type:
Direct Azsessment File
Public Utility File

Caorrection File

2. Enter agency number to upload:

fust ke 5 digits and in 2 decimal format (e

3. Validate agency number:

4. Select File to upload:

| [ na files selected ] ﬁm
| |

4. Press upload:
[Mote: Press on Reset to chooze a new file type and agency number)

’ pload ” Reset ]

COR_2013_999992 xsxy

I Successfully uploaded files:
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7F. The example below shows the Inbox with the Fiscal Year (2013), Agency number, File Type (COR
v2) and Status (Work in Progress) and Docs counter is ‘3’. The File Type version for each
additional correction file will increment by 1. Proceed to the next step if Valid = ‘yes’. If Valid
= ‘no,’ then proceed to ‘Correct the Data File in Edit Mode’ section (P. 53)

NOTE: The Billing Agreement, Resolution/Ordinance, Agency Information Sheet and
Engineer’s/Miscellaneous report documents do not need to be re-uploaded since they were
already uploaded to the original D.A. or P.U. files. These documents will be automatically linked
to the COR files.

Inbox Upload File Document Management Upload Document

|I'I bO}( NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

Open Search Panel

Submit " Refresh

Records: 1 - 4 of 4 - Pages: 1

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

PCL CHG RPT Edit
06/13/2013 3 Data Transmittal Check Qut
History / Detail Report Delete

PCL CHG RPT
2013 999,99 COR v1 = 51,400.00 yas 06/11/2013 ES Data Transmittal

2013 939.93 COR w2 7 $1,150.00 yas

History / Detail Report

PCL CHG RPT
06/05/2013 4 Data Transmittal
History / Detail Report

2013 995.99 DA 5,987 $858,050.00 yas

PCL CHG RPT
2013 9959.29 PU 1,200 $120,000.00 yas 04/18/2013 4 Data Transmittal

History f Detail Report

7G. Click the PCL CHG RPT link under Report to retrieve the Parcel Change Report.

Options | Log Out | Help

Auditor Controller Welcome, Agency
Inbox Upload File Document Management Upload Document
In bO}( NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file
[ Open Search Fanel Submit " Refresh
Records: 1 - 4 of 4 - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCLCHG RPT Edit
2012 995,95 COR w2 7 £1,150.00 yes 0&6/19/2012 3 Data Transmittal Check Dut
History f Detail Report Delate
PCL CHG RPT
2013 995,95 COR w1l = £1,400.00 yes 06/11/2013 4 Data Transmittal
History/ Detail Report
PCL CHG RPT
2013 993,99 DA 5,987 £898,050.00 yes 06/05/20132 4 Data Transmittal
History / Detail Report
PCL CHG RPT
2013 995,95 PU 1,200 £120,000.00 yes 04/18/2013 4 Data Transmittal
History / Detail Report
Records per page: 100 || Records: 1 - 4 of 4 - Pages: i
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7H. A blank Parcel Change Report means that there are no parcel changes for the respective agency.
Click the ‘X’ to close the report window and proceed to the next step.

{= DAWEB - Microsoft Internet Explorer provided by LA County, Auditor-Controller,

- | 100% -

M % #1101

&S 2 | Find...

Main Report

2013 PARCEL CHAMGE FILE

TOTAL QLD PARCEL CNT: ]
TOTAL NEW PARCEL CNT: 0
FILE TYPE: Carrection File version 2

FILE NAME: COR_2013 999992 xlsx

FORMAT STATUS

PARCEL CHANGE REPORT
AGEMNCY NUMBER 99999

RUN DATE
LIFLOAD DATE

06/20/2013 =
061952013

AGENCY NUMBER DA AMOUNT

£

Done

J Trusted sites iy v Hio0% -

NOTE: Print or Export (refer to P. 15) the Parcel Change Report if it is not blank and proceed with

the following options:

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

Go to Create the Excel Input Data File (P. 19)
or Create the Text Input Data File (P. 28)

e Add new parcels and delete old parcels in Edit mode

Go to Correct the Data File in Edit Mode (P. 53)

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

Go to Upload Correction File and Correction Data
Transmittal (P. 87)

71. Click the Data Transmittal link under Report to verify the Total Parcel Count and DA Amount.

Inbox Upload File

Document Management

Upload Document

In box NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file

l Open Search Panel Submit " Refresh

Fiscal Year Agency # File Type TXN Count Total DA AMT

2013 995.99 COR w2 i £1,150.00
2013 999,99 COR vl 8 %£1,400.00
2013 995,99 DA 5,987 $858,050.00
2013 999,99 PU 1,200 $120,000.00

Records per page: | 100

Records: 1 - 4 of 4 - Pages: i
Valid Status Upload Date Docs Action

£ HC EP Edit
ves 0&6/19/20132 3 Data Transmittal | Check Out
HisTtory, Detall Hepo! Delete
PCL CHG RPT Edit
yes 06/11/2013 4 Data Transmittal Check Out
History/Detail Report Delete
PCL CHG RPT Edit
ves 06/05/2013 4 Data Transmittal Check Out
History/Detail Report Delete
PCL CHG RPT Edit
yes 04/18/2013 4 Data Transmittal Check Out
History/Detail Report Delete

Records: 1 - 4 of 4 - Pages: i
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7J. The Data Transmittal displays the File Type, Agency Account Number, Bill Description, 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 (see Correct the Data File in Edit Mode section, P. 53).

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

e Print the document, sign and date, fill in all blanks, scan the document as .PDF format and
upload the signed document to DAWeb.

{= DAWEB - Microsoft Internet Explorer provided by LA County, Auditor-Controller E”E|E|

-

DATE: June 20, 2013

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

FILE TYPE: Correction File version 2
AGENCY ACCOUNT NUMBER: 999.99

BILL DESCRIPTION: LA County test account
TOTAL ASSESSMENT AMOUNT: $1,150.00

TOTAL PARCEL COUNT: 7

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 2013-2014
Secured Tax Roll (STR).

Authorized By:

m

Signature Date Sigmed

Name and Title:

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

Name and Title:

Phone Number:

If there are any exceptions to the input, plase call or fax:

Contact Name:

Phone Number:

Fax Number:

Email Address:

Done €5 Unknown Zone | Protected Mode: Off 4 v
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7K. To upload the Data Transmittal, click the Upload Document tab.

W Options | Log Out | Help

Auditor Controller Ty Welcome, Agency User

In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file
[ Open Search Panel Submit l Refresh ]
Records: 1 - 4 of 4 - Pages: 1
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit
2013 59595.95 COR w2 7 £1,150.00 ves os/15/z2012 3 Data Transmittal Check Out
History / Detail Report Delete
— PCL CHG RPT Edit
2013 EEER-E] COR wl (= £1,400.00 ves .'=-'i‘ ogf1i1/z012 4 Data Transmittal Check Out
History / Detail Report Delate
— PCL CHG RPT Edit
2012 999.93 [ 5,987 £898,050.00 yes .'=-'i‘ 0&6/05/2013 4 Data Transmittal Check Dut
History / Detail Report Delete
— PCL CHG RPT Edit
2013 995.95 PU 1,200 £120,000.00 ves .'=-_|:- 04/18/2013 4 Data Transmittal Check Dut
History / Detail Report Delete
Records per page: | 100 | % Records: 1 - 4 of 4 - Pages! 1

7L. Under step 1, click the ‘Select document type:’ drop down box and select Data Transmittal. Once
the document type is selected, steps 2 to 3 will appear on the Upload Document page.

Options | Log Qut | Help

Auditor Controller Ty Welcome, Agency

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:
[Select One] +

[Select One]
Billing Agreement
Resclution/Ordinance

Agency Information Sheet

Data Transmittal

Engineer's / Misc. Report [Supporting doc]
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7M. Perform the following steps:
* Under step 2, select the agency number and file type to upload.
« Under step 3, click the Validate button.

NOTE: Make sure that the agency number and file type on the Data Transmittal matches the agency
number and file type you are selecting.

Options | Log Qut | Help

Auditor Controller y2o24 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

Diata Transmittal + |

2. Select agency number and file type to upload;
Fiscal Year Agency # File Type
| » 2013 999,39 COR w2 I

3. Validate selected agency number and file type
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7N. Under step 4, click the Browse button, select a .PDF document to upload and click the Open button
or double click the document selected. Documents must be in .PDF format.

Inbox Upload File Document KManagement Upload Document

Select file{s) to upload
Loak ir: |l'j' Leqal Documents j o jl' il F

2 L DataTransmittal_999,99,pdf

L DakaTransmittal 999,99 CORY1,pdf
EE DataTransmitkal 999,99 CORYZ, pdf
| A =arnple Agency Information Sheet,pd
@ Eﬁample Billing Agreement.pdf

Eﬁample Engineers-Misc report, pdf
Desktop Eﬁample Resolution-Crdinance, pdf

ky Recent
Documents

—,

(a7

My Documents

by Computer

My Network  File name: D ataTransmittal_339.99_CORY2 pf =]

Flaces
[* pdf]

d

Files of type: Cancel

3. Validate selected agency number and file type

4. Select Document to upload: PDF Format Onby

| [ no files selected ] ﬁm
' |

4. Press upload:
[Mote: Press on Reset to chooze a new agency number and file type)

[ Upload ” Reset
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70. Under step 5, click the Upload button to upload the document to DAWeb.

Cptions | Log Qut | Help

Auditor Controller ’ 4 Welcome, Agency User

Inbox Upload File Document Management Upload Document

Upload Document

1. Select document type:

2. Select agency number and file type to upload:
Fiszal vear  Agency # File Type
» 2013 Q999,99 COR w2

3. Validate selected agency number and file type

4. Select Document to upload: PDF Format Onhy
®|DataTransmittal_999.99_CORVZ pdf | Brovee |
| 38.01kB |

5. Press upload:
Maote: Press on Reset to chooze a newy agency number and file type)

Lpload ]I[ Reset
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7P. A message will display at the bottom of the page that the file was successfully uploaded. Click the
Inbox tab to go back to the Inbox.

Cptions | Log Qut | Help

Auditor Controller w2224 Welcome, Agenc

HDX Upload File Document Management Upload Document

Upload Document

1. Select document type:

2. Select agency number and file type to upload:
Fiscal vear  Agency # File Type
> 2013 S50 00 COR w2

3. Validate selected agency number and file type

4. Select Document to upload: PDF Format Onby

| [ nofiles selected ] ﬁm
| |

A, Press upload:
[Mote: Press on Reset to choose a newy agency number and file type)
Upload ” Reset
Successful-lj.r uploaded ﬁe:
DataTransmittal_999.99_CORW2 pdf
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7Q. If the file(s) are Valid = ‘yes’ and the document counter under the Docs column is equal to ‘4’, then
check the checkbox and click the Submit button. Multiple files can be checked and submitted
simultaneously.

Options | Log Qut | Help

Auditor Controller

Inbox Upload File Document Management Upload Document
I n box MHOTE: The checkhox to submit the file will he disabled until all four (4} legal documents are uploaded along with avalid data file
[ Qpen Search Panel Subrmit Refresh
Records: 1 - 4 of 4 - Pages: 1
Fiscal Year Agency # File Type T®N Count Total A AMT Yalid Status Uplead Date Docs Report Action
PCL CHG RPT Edit
20173 999,929 COR wE 7 $1,150.00 wes 0&/19/2013 4 Cata Transmittal Check Out
History /Detail Report Delete
PCL CHG RPT Edit
2013 95, S COR vl & $1.400.00 yes 0&/11/201% 4 Data Transmittal Check Dut
History /Detail Report Delete
PCL CHG RPT Edit
2013 999,99 L 5,987 $598,050,00 wes 0&/05/2013 4 Data Transmittal Check Dut
History /Detail Report Delete
PCL CHG RPT Edit
2013 999,99 PLI 1,200 $120,000,00 wes 04/18/20132 4 Data Transmittal Check Dut
History /Detail Report Delete
Records per page: |100 1% Fecords: 1 - 4 of 4 - Pages: 1

7R. Press OK to submit or Cancel to cancel the submission.

Cptions | Log Qut | Help

Auditor Controller

Inbox Upload File Document Management Upload Document
INbOX  notE: The checkbox to subn] ded along with a valid data file
[ Open Search Panel Submit l Refresh
. ] dzi1-4aofd-p ! 1
Are you sure you want to submit the following file(s)? i = 29851 M L
Fiscal ¥Year Agency # File Type 493.93 COR v2 Docs Report Action
PCLCHG RPT Edit
D 2013 SiiEl e COR w2 4 Data Transmittal Check Out
History /Detail Report Delete
Ok ] [ Cancel ] PCL CHEG RPT Edit
2013 EIErEl B COR vl b Data Transmittal Check Dut
History /Detail Report Delete
PCLCHG RPT Edit
2013 hehelisie) Cra 5,987 $598,050,00 yes 0&/05/2013 4 Data Transmittal Check ODut
History /Detail Report Delete
PCLCHG RPT Edit
2013 Sl e PU 1,200 $120,000.00 nes 04/18/20132 4 Data Transmittal Checl Dut
History /Detail Report Delete
Recards per page: [100 | Records: 1 - 4 of 4 - Pages: 0w 1 0
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7S. A pop-up message states ‘File(s) submitted’, the status icon changed to ‘Pending Review’ and the
links under the Action column have been disabled. Submitted files cannot be edited, checked out or
deleted while under review. Contact the Auditor if you notice that the file needs to be edited or
deleted and they will reject the file back to you.

Auditor Controller Welcome, Agency User
Inbox Upload File Document Management Upload Document
In bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file
[ Open Search Panel Submit ] Refresh l
| File(s) submitted |
Records: 1 - 4 of 4 - Pages: 1
Fiscal ¥ear Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit:
D 2013 5995.99 COR w2 7 %1,150.00 yes FENDING 06/19/2013 4 Data Transmittal JCheck ODut
BEMICH, | History / Detail Report Delate
— PCL CHG RPT Edit
2013 999.99 COR wil [ %1,.400.00 yes ;-.li‘ 06/11/2013 4 Data Transmittal Check Out
History / Detail Report Delete
— PCL CHG RPT Edit
2013 5999.99 (B 5,987 £898,050.00 yeas L-.li‘ 06/05/2013 4 Data Transmittal Check Out
History/Detail Report Delete
— PCL CHG RPT Edit
2013 953.99 PU 1,200 $120,000.00 yes i-'i‘ 04/18/2013 4 Data Transmittal Check Out
History / Detail Report Delete
Records per page: |100 || Records: 1 - 4 of 4 - Pages: 1

7T. Auditor staff will review the submitted file(s) and will process into the STR Update if the Data
Transmittal’s count and amount match the file’s count and amount. If there is anything wrong
with the file or if the count and amount do not match, then the Auditor staff will reject the file
back to the Agency for editing.
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CHECK THE STATUS OF LEGAL DOCUMENTS

8A. Go to the Inbox to check on uploaded documents. Document management can also be used and will
be explained in this section (step 8D, P. 103).
e The Docs column displays the number of documents uploaded 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 four documents have been approved.
» Red - at least one document has been denied by the Auditor.

NOTE: Since the Inbox is file driven, it will not display documents uploaded if the files have not
been uploaded. All documents are displayed on the Document Management page.

Upload File Document Management Upload Document
In box MOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file
l Open Search Panel " Submit “ Refresh ]
Records: 1 - 7 of 7 - Pages: 1
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit
2013 888.88 DA 10,000 £363,566.29 WEes 06/25/2013 3 Data Transmittal Check Out
History [ Detail Report Delete
PCL CHG RPT Edit
2012 777.77 oA 20,000 £1,137,225.66 yes 06/25/2013 0 Data Transmittal Check Qut
History [/ Detail Report Delete
PCL CHG RPT Edit
2013 666.66 DA 5,000 £154,075.90 WEes 06/25/2013 2 Data Transmittal Check Out
History [ Detail Report Delete
— PCL CHG RPT
2012 999.99 COR w2 7 %£1,150.00 yes PENDING 06/19/2013 4 Data Transmittal
REVIEW History [ Detail Report
PCL CHG RPT
2013 5999.95 COR w1 =1 £1,400.00 yes 06/11/2013 . | Data Transmittal
History [ Detail Report
PCL CHG RPT
2013 = (R 3,987 £898,050.00 WES 0&/05/2012 . | Data Transmittal
History [ Detail Report
PCL CHG RPT
2013 5999.95 FL 1,200 £120,000.00 yes 04/18/2013 . | Data Transmittal
History [ Detail Report
Records per page: | 100 || Records: 1 - 7 of 7 - Pages: 1

8B. Click on any number under the ‘Docs’ column to go to the ‘Document Detail’ page.

|I'I bOX NOTE: The checkbox to submit the file will be disabled until all four (4) legal documents are uploaded along with a valid data file
[ Open Search Panel Submit " Refresh
Records: 1 - 7 of 7 - Pages: i

Fiscal ¥ear Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Docs Report Action
PCL CHG RPT Edit
2013 888.88 DA 10,000 %£363,566.29 yes 06/25/2013 E Data Transmittal Check Qut
History/Detail Report Delete
PCL CHG RPT Edit
2013 FIL.TT DA 30,000 %$1,137,225.66 was 0&/25/2012 0 Data Transmittal Check Qut
History [/ Detail Report Delate
PCL CHG RPT Edit
2013 B66.66 DA 5,000 £194,075.90 yeas 06/25/2013 2 Data Transmittal Check Qut
History/Detail Report Delete
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8C. The ‘Document Detail’ page shows the details of your document(s) and displays the Required Legal
Documents and Supporting Document tables. Click the link(s) under the Document Type column
to display the document. Click the Back button to go back to the Inbox.

NOTE: The Required Legal Documents table will be displayed regardless of whether documents are
uploaded or not. However, the Supporting Document table will only appear if an
Engineer/Miscellaneous report is uploaded.

Inbox Upload File Document Management Upload Document

Document Detail

| Back

Fiscal Year 2013

Agency Wumber B83.88
Bill Description LA County test account
File Type Direct Assessment File

File Mame DA_2013_833238.na

Required Legal Documents

Document Type Status Comment Uploaded By Uploaded Date Updated By Updated Date
Agency Information Sheet Pending for Review User, Agency 06/26/2013
Billing Agreement Denied ::]'usnsq'gsr""':m“”t User, Agency 06/25/2013 | Supenisor, Auditor | 06/26/2013
Data Transmittal Mot Uploaded
Resolution/Ordinance Approved User, Agency 06/25/2013 Supervisor, Auditor 06/26/2013

Supporting Document

Document Type Status Comment Uploaded By Uploaded Date Updated By Updated Date

EngineeriMisc Pending for Review User, Agency 06/2712013

NOTE: Listed below are descriptions of the Document Detail page.

Document Type | List of the four required legal documents and supporting documents.

Status Not Uploaded, Pending Review, Approved, Denied and Not Required. Not Required
status only applies to a few agency account numbers that are not required to submit a
Billing Agreement. These agencies will only need to submit the other three legal

documents.
Comment Reasons for documents denied by the Auditor.
Uploaded By Displays the name of the person that uploaded the first document.
Uploaded Date | Displays the date the first document was uploaded.
Updated By Displays the name of person that last uploaded a later document or updated the status.

Updated Date Displays the date of the last upload or update.
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8D. 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.

Options | Log Out | Help

Auditor Controller

Document Management

l Open Search Panel

Export to Excel

Refresh

Drag a column header here to group by that colunn.

Upload Document

Records: 1 - 16 of 16 - Pages:

Fiscal Year Agency # Bill Description Drocument Status Commnuent Report  Action
2013 EEE. B I;:Cg:::t"' test Resolution/ Ordinance Approved :::::-'W Delete
2013 BE6.BE l;i‘cgun::t"' Last Billing Agreernent Approved :::::“T Deleta
2013 288,88 l;':cgz:?t"' test Billing Agreament Cenied Miszing Account Murmber :::::-'W Delete
2013 355,558 l;i‘cgun::t"' Last Resolution/Ordinance Approved :::::“T Deleta
2013 288,88 l;icgz::t"' test Agency Information Sheet Pending for Review :::::-'W Delete
2013 358,88 I;ilc:un::t"' st Engineer/Misc Pending for Review :::::'W Deleta
2013 999,92 l;icgz::t"' test Billing Agreement Cenied Miszing Required Signatures :::::-'W Delete
2013 999,98 I;:Cg:::t"' e =t Resolution Ordinance Pending for Review :::::-'W Delete
2013 999,99 l;icgz::t"' test Resalution/rdinance Approved :::::.w Delete
20132 999,29 I;:Cg:::t"' s Agency Information Sheet Approved :::::-'W Delete
013 999,99 'a‘i‘cg"_l:':t"'t"' test Data Transmittal - DA Approved :::“;w .
2013 999,949 I;:Cg:::t"' s Engineer Mizc Approved :::::-'W Delete
013 999,99 'a‘i‘cgs:t”t"' test Data Transmitkal - PU Approved :::::"Dw S
2013 999,99 ';':Cgl‘_l:‘:t"'t"' SN Data Transrnittal - COR i SEErEnes :::::-'W S
201= 399,93 l;icgun::tv et Data Transmittal - COR ve Denied :ﬂvirs‘:‘s?fg’:gee;—jif::}l Signatures :::::try Delete
2013 999,99 l;icgz::t"' L=t Billing Agreament Approved :::::-'W Delete
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8E. Click the View link under the Report column link to display the uploaded document.

Inbox Upload File

Document Management

Refresh

[ Open Search Panel

Export to Excel

Document Management

Upload Document

Records: 1 - 16 of 16 - Pages: i
Drag a column header here to group by that column.
Fiscal ¥ear Agency # ™ Bill Description Document Status Comment Report  Action
2013 399.39 LA County test Resolution/Ordinance Approved
account Delete
2012 999.59 (U5 ey = Agency Information Sheet Approved N
account Delete
2013 999.99 LA Gounty test Data Transmittal - DA Approved .
account Dalete
2012  999.99 LU Sy (E=s Engineer/Misc Approved .
account Delete
2013 999.99 LA County test Data Transmittal - PU Approved
account Delete
2013  999.93 (U5 ey = Data Transmittal - COR vi Approved .
account Delete
2013 999.99 e SEEE Data Transmittal - COR v2 Denied LREIE) I
account Missing Reguired Signatures Delate
8F. To track the history of the document, click the History link.
Inbox Upload File Document Management Upload Document
l Open Search Panel Export to Excel Refresh
Records: 1 - 16 of 16 - Pages:
Drag a column header here to group by that column.
Fiscal Year Agency # ™ Bill Description Document Status Comment Report  Action
L& County test _ L . _ N » View
2012 999,99 account Resolution/Ordinance Approved History Delete
L& County test § . View
2013 999.39 account Agency Information Sheet Approved History Delete
L& County test . . N » View
20123 999,39 account Data Transmittal - DA Approved History Delete
L& County test . . View
2013 O59.99 account Engineer/Misc Approved History Delete
L& County test . _ N » View
20123 999,39 account Data Transmittal - PU Approved History Delete
2013 999.99 LA County test Data Transmittal - COR v1 Approved View .
account History Delete
2012 999,99 L4 (=i ==t Data Transmittal - COR v2 Denied Wrong File Type: o

account

Missing Required Signatures :g Delete
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8G. Shown below is the Document History page. To go back to the Document Management page, click
the Back button.

Inbox Upload File Document Management Upload Document

Document History

| Back

Fiscal Year: 2013

Agency ¥ 95399
Bill Description: LA County test account

Cocument. Data Transmittal  Wiew Document

Document History

Yersion History/Status Comment Updated By Updated Date

Wirang File Type

a Cocurmment has been denied Miissing Roauied Senenes Supervisor, Auditar o0&/ 25/ 2013
3 Document is pending far review User, fgency 06/24/2013
2 Cocurmment has been deleted User, Agency O&/ 24/ 2013
2 Docurment iz pending for review Usar, Agency 0&f20/2013
i Docurment has been deleted Usar, Agency &/ 20/ 2013
i Document is pending far review Uzer, Agency 0e/13/2013

Fecards: 1 - 7 of 7

8H. To delete a document with a ‘Denied’ or ‘Pending Review’ status, click 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 your
document.

Inbox Upload File Document Management Upload Document

Document Management

l Open Search Panel " Export to Excel ” Refresh ]

Records: 1 - 16 of 16 - Pages: i
Drag a column header here to group by that column.
Fiscal ¥ear Agency # ™ Bill Description Document Status Comment Report  Action
2012 999.39 LA County test Resolution/Ordinance Approved 'l.l’!ew
account History
LA County test o T F o » View
2013 999.99 account Agency Information Sheet Approved History
2013  999.99 LA County test Data Transmittal - D& Approved View
account History
LA County test . e N » Wiew
2013 9599.99 account Engineer/Misc Approved History
2012  999.99 LA County test Datz Transmittal - PU Approved View
account History
2012 999.39 L5 ey == Data Transmittal - COR v1 Approved LSS
account History
L& County test . _ . Wrong File Type: View
2013 999.99 account Data Transmittal - COR v2 Denied Miseisg IR e uiredlSignatares History
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8l. A pop-up message will appear to confirm the delete. Click OK or Cancel.

Are you sure you want to delete the following document?
Agency # 99999
Document. Data Transmittal

8J. The Data Transmittal for agency number 999.99 has been deleted from the list. Upload a corrected
document.

Inbox Upload File Document Management Upload Document

Document Management

(oo st | St |

Drag a column header here to group by that column.

Records: 1 - 15 of 15 - Pages: 4 1 4

Fiscal Year Agency # ¥ Bill Description Document Status Comment Report  Action

2013 999.99 I;:CES:::W test Resclution/Crdinance Approved :Ir':t‘:;rv Dalete
20132 999,99 ::ESS::W = Agency Information Sheet Approved vl-:-bnrv Delete
2012  999.99 :‘:cgj:t”t"' test Datz Transmittal - DA Approved :,r;':rv Delete
2013  999.39 ;‘:cgs:t"t’ ==t Engineer/Misc Approved :-bnrv Delete
2013  999.99 'E":cgj:t”t" test D=tz Transmittal - PU Approved ',‘,r;‘f,,, Delete
2012  999.99 LA County est Data Transmittal - COR vi Approved :'bnrv e
2013 9599.99 IE":EES::W best Billing Agreement Approved :'r-::;rv Delete
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8K. Click, drag and drop each column header to the area indicated in the example below to group by that
column. The example below places a line break between each agency number and makes the page
easier to look at. Click, drag and drop the header back down before proceeding to the next
step.

NOTE: The Comment, Report and Action headers cannot be dragged to the top.

Inbox

ID Am Auditor Controller

Upload File

Document Management

Document Management

[ Open Search Panel Export to Excel Refresh
Agency #
Fiscal ¥ Agency # Bill Description Document

=l Agency #: 666.66

201z

201z

EEE.EE

EEE.EE

LA County test
account

LA County test
account

= Agency #: 888.88

201z

201z

201z

201z

£ea.88

£e8.88

£ea.88

£e8.88

LA County test
account

LA County test
account

LA County test
account

LA County test
account

[ Agency #: 999,93

2013

2013

999,98

999,98

L County test
account

L& County test
account

= Agency #: 999.99

2013

2013

2013

2013

2013

2013

999,99

999,99

999,99

999,99

999,99

993,99

L County test
account

L& County test
account

L County test
account

L& County test
account

L County test
account

L& County test

Billing Agreerment

Resalution/Crdinance

Billing Agreerment

Resalution/Crdinance

Agency Inforrmation Sheet

Erngineer/Misc

Billing Agreerment

Fesolution/Ordinance

Fesolution/ Ordinance

Agency Infarrnation Sheet

Data Transrmittal - DA

Engineer/Misc

Data Transrmittal - PLU

Data Transrmittal - COR vl

Status

Approved

Approved

Denied

Approved

Pending for Review

Pending for Review

Denied

Pending for Review

Approved

Approved

Approved

Approved

Approved

Apnoroved

Upload Document

Records: 1 - 15 of 15 - Pages:

Connyent

Mizsing Account Number

Mizsing Required Signatures

Report

Yiew
History

Yiew
History

Yiew
History

Yiew
History

Yiew
History

Yiew
History

Viewr
History

Viewr
History

Viewr
History

Viewr
History

Viewr
History

Viewr
History

Viewr
History

Viewr

Action

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete
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8L. Multiple grouping can be done. For example, click, drag and drop the Document header followed by
the Status header to sort by document and status.

Inbox Upload File

Document Management

Document Management

[ Cpen Search Panel Export to Excel

Refresh

| — |

Fiscal Year

Agency # Bill Description

= Document: Agency Information Sheet
= Status: Approved

LA County test

2013
account

999,99

= Status: Pending for Review

L& County test

2013
account

288,88

= Document: Billing Agreement
= Status: Approved

LA County test

2013
account

EEE, B

LA County test

2013
account

993.99

= Status: Denied

LA County test

201z
account

f28.82

L& Cournty test

2013
account

999.98

= Document: Data Transmittal - COR w1
= Status: Approved

LA County test

2013
account

999,99

= Document: Data Transmittal - DA
= Status: Approwed

LA County test

2013
account

999,99

(= Document: Data Transmittal - PO
= Status: Approved

LA Cournty test

2013
account

993,99

= Document: Engineer/ Misc

= Status: Approved

Drocument

Agency Information Sheet

Agency Information Sheet

Billing Agreement

Billing Agreernent

Billing Agreernent

Billing Agreernent

Data Transmitkal - COR vl

Cata Transmitkal - DA

Data Transmittal - PU

Upload Document

Records: 1 - 15 of 15 - Pages:

Status Comment

Approved

Pending for Review

Approved

Approved

Denied Mizsing Account Murmber

Denied

Mizzing Required Signatures

Approved

Approved

Approved

Report

Yiew
History

View
History

Yiew
History

Yiew
History

Yiew
History

View
History

Yiew
History

Yiew
History

View
History

Action

Delete

Delete

Delete
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8M. Click 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.

ID A“ Auditor Controller

Inbox Upload File Document Management Upload Document
Document Management
l Open Search Panel Expart to Excel Refresh
Records: 1 - 15 of 15 - Pages:
Drag a column header here to group by that column.

Fiscal Year  Agency # Bill Description Document Status Comment Report  Action
2013 999,98 I;i«cgz::ty test Billing Agrearment Denied Miszing Required Signatures :::z‘ﬁ" Delete
2013z 288,88 I;i«cgz::ty ezt Billing Agreerment Cenied Missing Account Humber :::;‘W Delete
2013 EEE.EE l;icgj::t"' test Billing Agreernent Approved ::::,DW Delate
2013 EEE.GE I;icgj::t? st Resolution/Ordinance Approved ::::;"!l’ Delete
2013 588.88 I;icgz::t? test Resolution/Ordinance Approved :::“:‘W Delete
2013 999,99 l;':cgz::tl" LSt Resolution/ Ordinance Approved :::z‘ﬁ" Delete
2013 999,99 I;i«cgz::ty test Agency Information Sheet Approved :::;‘W Delete
2013 999,99 ';i‘cgj:t”t"' e Data Transmittal - DA Approved :::';w Delete
2013 999,99 l;icgz::t"' test Engineer/Misc Approved :::;:“'!l’ Delete
2013 999,99 'a‘i‘cgj::t"' et Data Transmitkal - PU Approved :::rnw E——
2013 999,99 ';’:cgjl'jl':t"' test Data Transmittal - COR vl Approved :::rnw S
2013 999,99 la_icgz::tl" ezt Billing Agrearent Approved ::::'DW Delete
2013 888.88 l;icgz::t"' test Agency Information Sheet Pending for Review ::grnry Delete
2013 888.88 l;icgz::t"' e ErngineariMisc Pernding foar Review ::::,D"!’ Delete
2013 999,98 I;icgj::t? test Fesolution Ordinance Pending for Review ::::;"!l’ Deleta
Records per page: (100 || Records: 1 - 15 of 15 - Pages: i
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8N. The Open Search Panel can be used to search for a specific Agency Number or it can be used in
conjunction with an asterisk (*). For example, click the Open Search Panel button and enter 999.9*

in the Agency Number box.

Inbox

Upload File

Document Management

Document Management

Upload Document

l Qpen Search Panel Export to Excel Refresh
b Recards: 1 - 15 of 15 - Pages:
Search Panel
Fiscal Year
Status Comment Report  Action
Agency Number 4 View
bt Approve History
Dacument Type | All | )
: : hance Approved racy
I ] FL2 History
Status | All 2 |
. - Yiew
ht Denied Mizsing Account Murmber History Delets
Search Reset Close Search Panel
1ance Approved sy
= account R PR History
80. Shown below is the search result for Agency Numbers 999.98 and 999.99.
Inbox Upload File Document Management Upload Document
l Open Search Panel Export to Excel Refresh
Records: 1 - 9 of 9 - Pages: 1
Drag a column header here to group by that colunn.
Fiscal Year Agency # = Bill Description Docunvent Status Comment Report  Action
L& County test S0 . L . . Viewr
2013 399,93 account Billing Agreement Denied Mizzing Required Signatures History Delete
LA County test . . . . Yiewr
2013 999,98 account Resalution/Crdinance Pending for Review History Delete
LA County test . . Yiewr
201z 999,99 account Resolution/Crdinance Approved History
LA County test . Yiewr
2013 999,99 account Agency Information Sheet Approved History
2013 [ 399,92 LA County test Data Transrmittal - DA Approved Miew
account History
L& County test . . Viewr
2013 399,99 account EngineerMisc Approved History
za1z 999,99 LA County fest Data Transmitkal - PU Approved View
account History
2013 [ 399,92 LS Gy s Data Transmittal - COR vl Approved piew
account History
L& County test S0 Viewr
2013 399,99 account Billing Agreement Approved Histomy
Records per page: |100 || Records: 1 - 9 of 9 - Pages: 1
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8P. To go back to the full list, click the Reset button.

Inbox Upload File Document Management Upload Document

Document Management

[ Open Search Panel Export to Excel Refresh l
W Records: 1 - 9 of 9 - Pages: 1
Search Panel
Fiscal Year |
Status Comment Eeport  Action
Agency Mumber 999 9% [ View
nt Cenied Mizsing Required Signatures History Delete
Document Type | All v | )
; ; nance Pending for Review L
T i History Delete
Status | All |
Yiewr
nance Approved History
Search Reset Close Search Panel
2ULE EEEREE] ! Agency Lnfarmation Sheet Approved L
account History
2013 999,99 LA County test Diats Transrnittal - 0A Approued View
account History

8Q. To search by document type, select the following on the Document Type drop down box: Billing
Agreement, Resolution/Ordinance, Agency Information Sheet, Data Transmittal or
Engineer/Misc.

Inbox Upload File Document Management Upload Document

Document Management

l Open Search Panel Export to Excel Refresh
® Fecords: 1 - 15 of 15 - Pages: 1
Search Panel
Fiscal Year |
Statusz Comnuenkt Report  Action
Agency Mumber | 4 View
nt Approve History
Document Type Wi
newr
A nance Approved History
Status Rilling Agreement )
Resolution/Qrdinance rit Denied Mizsing Account Murmber Miew

History Delete

Agency Information Shest

Z0LE tﬁtﬂtﬁ.Data_ Transmmal utions Urdinance Approved LI
EngineerMisc Hi=tony

2013 888,88 I;i«cguo::tv test Agency Information Sheet Pending for Review :::::3"!' Delete

20132 =l=1= =] :icgz::t"' Lot Engineer/Mizc FPernding for Raview :::::'W Delete

2013 999,93 LA County test Billing Agreernent Denied Mizsing Required Signatures Miew

account History Delete
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8R. To search by document status, select the following on the Status drop down box: Pending for

Approval, Approved or Denied.

Inbox Upload File

Document Management

Document Management

Upload Document

l Open Search Panel Export to Excel Refresh l
i Fecords: 1 - 15 of 15 - Pages: i
Search Panel
Fiscal Year 2013
Status Comment Report  Action
Agency Number View
.................... | nt Approved History
Document Type |A|I e i
nance Approved ey
s History
Status
. . Yiewr
. nt Denied Mizzing Account Murmber History Delete
Search Pending for Approval
2UTs oud, App!’D\-’Ed ution) Ordinance Approved :iern
Denied I=Tory
L& County test . . . Yiew
201z 228,88 account Agency Information Sheeat Pending for Raview History Delete
8S. To convert the document list to Excel, click the Export to Excel button.
Inbox Upload File Document Management Upload Document
l Open Search Panel Export to Excel Refresh
Records: 1 - 15 of 15 - Pages:
Drag a column header here to group by that column.
Fiscal Year Agency # = Bill Description Document Status Comment Report Action
LA County test - . . . View
2013 566.66 account Billing Agreement Approved History
2013 665.66 (L5 Sy =t Resclution/Crdinance Approved V!Ew
account History
LA County test . . . I o y View
2013 B8588.88 account Billing Agreement Denied Missing Account Mumber History Delete
2013 Bg8e.88 (L) Iy = Resolution/Crdinance Approved V!EW
account History
LA County test " . . . View
2012 2g8.88 account Agency Information Sheet Pending for Review History Delete
LA County test . P . View
2013 B8588.88 account Engineer/Misc Pending for Review ISstory Delete
LA County test - . . . . . _ View
20123 9399.98 account Billing Agreement Dienied Missing Reguired Signatures History Delete
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8T. Click the Open button to view the file.

X

File Download

Do you want to open or save this file?

)

Mame: DocumentList, xls
Type: Microsoft Office Excel 97-2003 Warksheet, 2, 20KE

Cancel |

|

Open Save

| % | Wwhhile files from the Internet can be useful, zome files can potentially
e harm your computer. If pou do nat tust the zource, do not open or
S zave this file. What's the risk?

8U. Shown below is the document list in Excel.

NOTE: Under the ‘Agency #’ column, leading and/or ending zeros will be dropped.

E;"a\ [, IR E &0 @) = DocurmentList[1]xls - Microsoft Excel - = X
ja/ Harne Ihsert Page Layout Farmulas [ata FLewi e ey Deweloper 'Q) - B2 X
"—A"J &b Arial o P ol ESp——( =; General v _?;_;'ICDnditional Formatting = 5= Insert - 3 - % [ﬁ

=3 — [$ - % # | G Formatas Table ~ o Delete - E' .
Paste ¥ |B £ U~ |- N e S (%8 ;o8| =) cell Styles = F Format - || (27 Ei?tr:raj gé?:ctsi
Clipboa.., M Fant ] Alignmernt (] Mumber M= Shyles Cells Editing
| D24 - £ | v
A B & D = F L
1 |Fiscal Year Agency# Bill Description Document Status Comment
2 2013 BBE. BB LA County test account  Billing Agreement Approved
3 2013 B66. BB LA County test account  Resolution/Crdinance Approved
4 2013 AB88.88 LA County test account  Billing Agreement Denied Missing Account Mumber
4] 2013 g828.88 LA County test account  Resolution/Crdinance Appraved
B 2014 A88.88 LA County test account  Agency Information Sheet FPending for Review 1
7 2014 a88.88 LA County test account  EngineerMisc FPending for Review 3
g 2014 999 598 LA County test account  Billing Agreement Denied Missing Required Signatures
g 2013 999 58 LA County test account  Resolution/Crdinance Fending for Review
10 2013 999 59 LA County test account  Resolution/Crdinance Approved
11 2013 999 599 LA County test account  Agency Information Sheet  Approved
12 2013 599 99 LA County test account  Data Transmittal - DA Approved
13 2013 599 93 LA County test account  EngineerMisc Approved
14 2013 599 93 LA County test account  Data Transmittal - PU Approved
15 2013 999599 LA County test account  Data Transmittal - COR w1 Approved
16 2013 499959 LA County test account  Billing Agreement Approved
M 4 » ¥ | DocumentList 1 <% [ m |
Ready EEmST N e === ()
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8V. Click the Refresh button periodically to update the Status and Comment columns. The Status and
Comment columns will not update if you are in the Document Management page while the Auditor is
updating the status of your documents and comments.

ID ! “ Options | Log Qut | Help
Auditor Controller Welcome, Agen

upload File

Document Management Upload Document

Document Management

Refresh

l Open Search Panel

Export to Excel

Drag a column header here to group by that column.

Records: 1 - 15 of 15 - Pages:

Fiscal Year Agency # Bill Description Document Status Comment Report  Action
2013 565.66 I;:ESS::tI'r test Billing Agreement Approved ::::}rv Delete
2013 566,66 :’:EDCS::t"r == Resolution/Crdinance Approved ::E:JW Deleta
2013 B888.88 IE_':EDCS::tF test Billing Agreement Denied Missing Account Number ::::}w Deleta
2013 288.88 (L) SR = Resclution/Ordinance Approved e

20132 gga.88

2013 888.88

2013 599.98

2013 999.98

account

L& County test
account

LA County test
account

L& County test
account

L& County test
account

Agency Information Shaet

Engineer/Misc

Billing Agreement

Resolution/Ordinance

Pending for Review

Pending for Review

Denied

Pending for Review

Missing Required Signatures

History Delete

View
History Delete

View
History Delete

View
History Delete

View
History Delete

LA County test . . View
!
20132 999.99 account Resclution/Ordinance Approved History Delete
LA County test . . View
20132 999,99 account Agency Information Sheet Approved History Delete
LA County test ; _ View
2013 599.39 account Data Transmittal - DA Approved History Delete
LA County test . . View
i
2013 999.95 account Engineer/Misc Approved History Delete
2013  999.39 LA County test Datz Transmittal - PU Approved View
account History Delete
2012 999.939 L) EmrEy = Data Transmittal - COR v1 Approved UL
account History Delete
LA County test s View
2013 599.99 account Billing Agreement Approved History Delete
Records per page: [100 | % | Records: 1 - 15 of 15 - Pages: i
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