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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:

Evelyn Ramirez
500 West Temple St., Rm. 153
Los Angeles, CA 90012
(213) 893-2344
DAInquiry@auditor.lacounty.gov
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LOGIN PAGE

A. Open an Internet Browser.

DISCLAIMER: Los Angeles County no longer supports Internet Explorer (IE)11. Microsoft Edge and
Chrome are now the preferred browser. Other browsers like Firefox have been tested and can be used but
there may be issues with those browsers that we cannot fix/support. If there are any issues that cannot be
resolved, then it is recommended to download and use Microsoft Edge and Chrome. To download the
latest Microsoft Edge or Google Chrome please follow these links: https://www.microsoft.com/en-us/edge
or https://www.google.com/chrome/

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

0 [§ Dawes x 4+ - ] %

< O | @ hitps//daweb.auditorlacounty.gov | e :

Auditor-Controller Welcome, User

User Name Help Menu Options
| « DAWeb Agency Manual
Password
| « Virual Tulorials
» Instructions for Browser History Clean-up
Forget Password = Suggesfions for other web browsers
» DA Submission Procedure Manual
We're currently down for maintenance. » Billing Agreement template
= DA Exceplion Report
» DA Payment Listing Repor
DISCLAIMER:
« Contact
Please note that Internet Explorer {IE) 11 will no longer be

supported. M5 Edge and Chrome will now be the certified
browsers. To access DAWeDb, it is recommended to download
and use either of these browsers.

Page 3 of 133


https://www.microsoft.com/en-us/edge
https://www.google.com/chrome/
https://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

Billing Agreement
template

One of the four legal documents that agencies submit. It is 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.

DA Exception Report

Report by agency containing Direct Assessments submitted into the
Secured Tax Roll Update that were invalid parcels (exceptions) and the
assessment did not post to the update. Click on the ‘Exception Report’
tab on the Auditor-Controller website and search the report by agency
number.

Direct Payment Listing
Report

Report containing the current fiscal year’s parcels and DA amounts that
were placed on the Secured Tax Roll (STR) for each agency. Click on
the ‘DA Payment — Secured Master’ or ‘DA Payment — Secured Master’
tab on the Auditor-Controller website and search the report by agency
number.

Contact

Click the link to expand the contact information of the DA Unit Supervisor
who oversees all direct assessments and DAWeb inquiries.
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NOTE: The following tabs are located on the Department of Auditor-Controller’s website:
https://auditor.lacounty.gov/direct-assessments/

e DA Manual Forms
o Billing Agreement
o Agency Information Sheet
e Exception Report
e DA Payment — Secured Master
e DA Payment — Secured Defaulted

im} & Direct Assessments — Auditor-Cc X +

] @II https://auditor.lacounty.gov/direct-assessments/ I 18 T= ;

»d Auditor-Controller

ABOUT THE AUDITOR | PROPERTYTAX | REPORTS CAREERS UNCLAIMED CHECKS  LINKS OF INTEREST

— /
j

Contact List DA Manual and Forms Exception Report DA Payment - Secured Master DA Payment - Secured Defaulted

Direct Assessment Submission Procedural Manual Direct Assessment Forms

This is the current version of the Los Angeles County Auditor-
Controller Direct Assessment Submission Procedure Manual.
This manual has been created for use by taxing agencies that
submit their direct assessments to the Los Angeles County
Auditor-Controller for processing.

. [¥ Prior Year Correction Form
2020-21 Direct Assessment Manual

[« Billing Agreement

[§ Current Year Correction Form
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C. Tolog in, enter your User Name and Password and click the Log In button.

Auditor-Controller

User Name
|au5er |

Password
|l|cooo e w |

Faorgot Passward

Help Menu Options

« DAWeb Agency Manual

= Virtual Tutorials

* Instructions for Browser History Clean-up
* Suggestions for other web browsers

* DA Submission Procedure Manual

* Billing Agreement template

* DA Exception Report

« DA Payment Listing Report

« Contact

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

User Mame

Password

Forgot Passwaord
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E. Enter your User Name and click the Submit button.

| lzar Flama

ELISETI

I Submit I 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 Name
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

Passwaord

Forgot Passwaord
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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:

0ld Password

Mew Password
[I1 2121

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

Caonfirm Password

m Update ’ Reset

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

Options | Log Out | Help

Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Welcome to the DAWEB Training

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

|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 l Refresh
Records: 0 - 0 of 0 - Pages: 1
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
There are no records available.
Records per page: | 100 | % Recaords: 0 - 0 of O - Pages: 1
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J. Click anywhere on the blue Inbox message bar to collapse the message box.

Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

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

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 ] l Submit l l Refresh l
Records: 0 - 0 of 0 - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
There are no records available.
Records per page: | 100 |3 Records: 0 - 0 of O - Pages: 1

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

!W II Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Old Password || |

New Password | |

{Mew Password must contain atleast one
Uppercase, one Lowercase, one Mumber, at least 4
characters long.)

Confirm Password | |

| Update | | Reset
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L. Click the Help link to access the Help Menu Options from inside DAWeb.

Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

Help Menu Options

+ DAWeb Agency Manual

+ Virtual Tutorials

-

Instructions for Browser History Clean-up

-

Suggestions for other web browsers

+ DA Submission Procedure Manual

Billing Agreement template
+ DA Exception Report
« DA Payment Listing Report

+ Contact

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

Options Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

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 l Refresh
Records: 0 - 0 of 0 - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
There are no records available.
Records per page: | 100 || Records: 0 - 0 of 0 - Pages: 1
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CREATE AGENCY INFORMATION SHEET FORM

Agencies cannot proceed with submitting Direct Assessments or Public Utility files onto DAWEB without first
creating and saving the Agency Information Sheet Form.

Note: All upload file and upload document options will be disabled if you are attempting to upload a file
without first creating an Agency Information Sheet.

1A. To create an Agency Information Sheet, click the Create AIS Form tab.
NOTE: Any manual modifications will be subject for denial of the forms.

DAWeb

Auditor-Controller
Inbox Exempt Parcels Upload File Document Management

v2400
Upload Document |Create AIS Form

NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number |[S elect One]

1B. Select Account Number from the dropdown menu.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

AGENCY INFORMATION SHEET

Please select Account Mumber || [E1ES 40035 W
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1C. Verify that the Account Number, 16 Character Bill Description, and Agency Description is
correct.

Auditor-Controller v2.4.0.0

Inbox ExemptParcels Upload File Document Management Upload Document Create AIS Form R

NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number | 000.04 - AGENCY TEST hd

000.04  AGENCY TEST
{Account Number and 16 Character Bill Description)

TEST AGENCY
(Agency Description)

Please be advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

O 1. We will not submit Direct Assessment (DA) Input for the above referenced account (check appropriate box):
[ current Year (FY state above) [ Future Years {No Longer Active)

[] 2. We will submit DA Input for the above referenced direct assessment account on or before August 10th.

O 3. We have a written authority to levy assessments {i.e. resolution, ordinance, ceriified election results) until:
[ Expiration Date | MM/DD/YYYY [T Mo Expiration Date {Ongoing Resolution)

[] 4 We have received, read and understeod the 2024 DA Submission Procedure Manual.

[ 5. we have chosen (check appropriate box) Option 1 [ or Option 2 [ forthe DA Processing Undergoing Parcel
Changes (see page 13 of DA Submission Procedural Manual).

The following are the Agency contacts for taxpayer inguiries and processing questions regarding direct assessment charges for
the above referenced account number.

Bill Information

[ consultant Agency Name or [ Levying Agency (City/Department Name)

Contact Name: | |

Website:l |

Phone No. To Be Listed On Tax Bill: [(___)___-____|ext]| |

Contact's Address 1:| |

Address 2:| |Cil],r: | | State: | [Select One] » |Zip Code: :

Processing Information

[J consultant Agency Name or [ Levying Agency (City/Department Name)

Contact Name: | Phone No.: |f ) - |ext.| |

Consultant/Levying Agency E-mail Address:| |

The Auditor-Controller will forward all Direct Azsessment correspondence fo the attention of the Director of
Finance/Manager/Autherized Consulting Agency. Signature indicates that all above information is correct.

Authorized Signee

[_] Directer of Finance [ Manager [ Authorized Consulting Agent O Other(Title): |

Name: | |

| CLEARFORM || SAVE |
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Determine if the Agency will or will not be submitting Direct Assessments for the Current Fiscal Year.

If the Agency is not submitting, select checkbox 1 and select either Current Year or Future Years.
Then, enter your Billing and Processing Information. Under Website, enter your Agency website
leading with http:// or https://. Select the Authorized Signee Title and input the Authorized Signee
Name. All other fields will collapse as they are not required.

If the Agency is submitting, please proceed to 1H for instructions.

Auditor-Controller v2.4.00

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form R

NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number | 000.04 - AGENCY TEST v

000.04 AGENCY TEST
(Account Number and 18 Character Bill Description)

TEST AGENCY
{(Agency Description)

Please he advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

1. We will not submit Direct Assessment (DA) Input for the above referenced account {check appropriate box):
Current Year (FY state above) [ Future Years {No Longer Active)

The following are the Agency contacts for taxpayer inguiries and processing questions regarding direct assessment charges for
the above referenced account number:

[Bill Information

[CJ consultant Agency Name or [ Levying Agency (City/Department Name)

Contact Name: | |

Website: | |

Phone No. To Be Listed On Tax Bill: [(__)___- |ext | |

Contact's Address 1:| |

Address 2: City: State: | [Select One] v | Zip Code:
| | city: | state: Iv] ]

Processing Information

[CJ consultant Agency Name or [ Levying Agency (City/Department Name)

Contact Name: |F'h0ne No.: | .y - |ext| |

Consultant/Levying Agency E-mail Address: | |

The Auditor-Controller will forward all Direct Assessment correspondence to the attention of the Director of
Finance/ManagerfAuthorized Consulting Agency. Signature indicates that all above information is correct.

Authorized Signee

[ pirector of Finance [ Manager [ suthorized Consulting Agent O Other(Title): |

Name: | |

| CLEARFORM || SAVE |
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1E. Once the form is completed, click on Save. To start the form over, click on Clear Form.

Important Message: Once the form is saved on DAWEB, Upload File and Upload Document
will be enabled.

MNOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number | 000.04 - AGENCY TEST hd

000.04 AGENCY TEST
(Account Mumber and 16 Character Bill Description)

TEST AGENCY
(Agency Description)

Fleaze be advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

1. We will not submit Direct Assessment (DA) Input for the above referenced account (check appropriate box):
Current Year (FY state above) [ Future Years (No Longer Active)

The following are the Agency contacts for taxpayer inguiries and processing questions regarding direct assessment charges for
the above referenced account number:
Bill Information

Consultant Agency Name or O Levying Agency (City/Department Name)
|Cnn5ultant Agency Mame

Contact Name: | Contact First and Last Name |

Website: | https:/ftestagency.com |

Phone No. To Be Listed On Tax Bill:[(213)123-4123  |ext | |

Contact's Address 1:|1m}u Angeles St |

Address 2:| |Cil}r: ||_{JS Angeles | State: Zip Code: |90012

Frocessing Information

Consultant Agency Name or O Levying Agency (City/Department Name)
|Cnn5ulting Agency Name |

Contact Name: | Consultant Name | Phone No.: | (310)123-4573 |ext. | 678 |

Consultant/Levying Agency E-mail Address: | consultants123@consult.com |

The Auditor-Controller will forward all Direct Assessment correspondence to the attention of the Director of
Finance/ManagerfAuthorized Consulting Agency. Signature indicates that all above information is correct.

Authorized Signee

Director of Finance [ Man ager [ Authorized Con sulting Agent O Other(Title):

Name:|First and Last Name |

[ CLEARFORM || SAVE |
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1F. After you click Save, Print button will appear. Click on Print and a new window will open with print
options.

NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number | 000.04 - AGENCY TEST hd

000.04  AGENCY TEST
{Account Number and 16 Character Bill Description)

TEST AGENCY
{Agency Description)

Flease be advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

1. We will not submit Direct Assessment (DA) Input for the above referenced account (check appropriate box):
Current Year (FY state above) (O Future Years {No Longer Active)

The following are the Agency contacts for taxpayer inguines and processing questions regarding direct assessment charges for
the above referenced account number:
Bill Information

Consultant Agency Name or O Levying Agency {City/Department Name)
| Consultant Agency Name

Contact Name: | Contact First and Last Name |

Website: | https://testagency.com |

Phone No. To Be Listed On Tax Bill: | (213)123-4123  |ext | |

Contact's Address 1:|1UDU Angeles St |

Address 2:| |Ci11.r: | Los Angeles | State: | CA - |Zip Code:

Processing Information

Consultant Agency Name or O Levying Agency {City/Department Name)
|Cnnsulting Agency Name |

Contact Name: | Consultant Name | Phone No.: | (310)123-4578 |ext. | 678 |

Consultant/Levying Agency E-mail Address: | consultants123@consult.com |

The Auditor-Controller will forward all Direct Assessment correspondence to the aftention of the Director of
Finance/Manager/Authorized Consulting Agency. Signature indicates that all above information is correct.

Authorized Signee

Director of Finance [ Manager [ Authorized Con sulting Agent (I Other(Title):

Name: | First and Last Name |

| CLEARFORM || SAVE | PRINT |
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1G. A sample of the completed AIS Form will appear.

Please print the document, sign and date, scan the document as .PDF format and upload the signed
document to DAWEB. (Refer to ‘Upload Legal Documents’ section P. 87)

AGENCY INFORMATION SHEET

000.04 AGENCY TEST
(Account Number and 16 Character Bill Description)

TEST AGENCY
(Agency Description)

Please be advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

E 1. We will not submit Direct Assessment (DA) Input for the above referenced account (check appropriate
box):

Current Year (FY stated above) D Future Years {(No Longer Active)
We will submit DA Input for the above referenced direct assessment account on or before August 10th.
We have a written authority to levy assessments (i.e. resolution, ordinance, certified election results) until:

|:| Expiration Date |:| Mo Expiration Date (Ongoing Resolution)

We have received, read and understood the 2024 DA Submission Procedure Manual.

oo 0O0

5. We have chosen (check appropriate box) Option 1 D or Option 2 D for the DA Processing Undergoing
Parcel Changes (see page 13 of DA Submission Procedural Manual)

The following are the Agency contacts for taxpayer inguiries and processing questions regarding direct assessment
charges for the above referenced account number:

Bill Information
@ConsulhntAgency Name or DLevying Agency (City/Department Name)

Consultant Agency Name
Contact Name: Contact First and Last Name

Website: https://testagency.com
Phone No. To Be Listed On Tax Bill:  (213)123-4123 ext.

Contact's Address 1: 1000 Angeles St.

Address 2: City: Los Angeles State: CA Zip Code: 90012

Processing Information
|Z|Consultant Agency Name or |:|Levying Agency (City/Department Name)

Consulting Agency Name

Contact Name: Consultant Name Phone No.: (310)123-4578 ext. 678

Consultant/Levying Agency E-mail Address: consultants 123@consult.com

The Auditor-Controller will forward all direct assessment correspondence to the attention of the Director of
Finance/Manager/Authorized Consulting Agency. Signature indicates that all above information is correct.

Authorized Signee
EDIrec‘lor of Finance Dlﬂanager DAuthorIzed Consulting Agent DOlher (Title):

Mame: First and Last Name

(PRINT NAME)

Signature: Date:

Note: All changes must be updated and saved on the online fillable form only. Do not modify the PDF or Hardcopy.
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1H. If the Agency is submitting a Direct Assessment, please follow these instructions.

Select Checkbox 2. Checkbox 1 will collapse.

Select Checkbox 3 and select Expiration Date and enter date or select No Expiration Date.
Select Checkbox 4

Select Checkbox 5 and select Option 1 or Option 2

rObM=

NOTE: All Checkboxes, Expiration Date, and Option will have to be selected for the Agency
Information Sheet to be valid.

NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number | 000.02 - AGENCY TEST 2 i

000.02 AGEMCY TEST 2
(Account Number and 16 Character Bill Description)

TEST AGENCY 2
(Agency Description)

Flease be advised that for Fiscal Year (FY) 2020-2021 (check appropriate box):

2. We will submit DA Input for the above referenced direct assessment account on or before August 10th.

2 We have g written authorty to levy gssessments (e recolufion ordinance cerfified aleciion resylfsy until:

Expiration Date| 01/01/2022 | (] Mo Expiration Date (Ongoing Resolution)

4. We have received, read and understood the 2020 DA Submission Procedure Manual.

5. We have chosen (check appropriate bmt)lﬂptinn 1 Ed or Option 2 (] ffor the DA Frocessing Undergoing Parcel
Changes (see page 13 of DA Submission Procedural Manual).
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11.  NEXSEESCcomp eI IIRISEMaten This Wil be the Agency Contact Information. Al fields

will need to be completed for the Agency Information Sheet to be valid.

1.

2.
3.

Consultant Agency Name or Levying Agency (City/Department Name) — Select Consultant

Agency if representing the Agency, or Levying Agency if Agency is representing themselves.
Contact Name — Enter First and Last Name.
Website — Enter Agency web address with leading http:// or https:// if applicable.
Enter Phone Number and ext. to be used on tax database.
i. If Phone Number and ext. was created last year, the form will prepopulate with last
year’'s number.
ii. Verify that the prepopulated phone number is correct, or reinput correct number.
Enter Contact’s Address, City, State, and Zip Code to be used on tax database.
i. If Contact’s Address, City, State, and Zip Code was created last year, the form will
prepopulate with last year’s information.
ii. Verify that the prepopulated address is correct, or reinput correct address.

Note: New Accounts will not have phone number or address saved on DAWeb.
NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number| 000.04 - AGENCY TEST v

000.04  AGENCY TEST
(Account Mumber and 16 Character Bill Description)

TEST AGENCY
(Agency Description)

Flease be advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

(4]

2. \We will submit DA Input for the above referenced direct assessment account on or before August 10th.

3. We have a written authority to levy assessments (i.e. resolufion, ordinance, certified election results) until:
Ex=piration Date| 092572025 | (] Mo Expiration Date {Ongoing Resolution)

4. We have received, read and undersiood the 2024 DA Submission Procedurs Manual.
5. We have chosen (check appropriate box) Option 1 or Option 2 [ forthe DA Processing Undergoing Parcel
Changes (see page 13 of DA Submission Procedural Manual).

The following are the Agency contacts for taxpayer inguiries and processing guestions regarding direct assessment charges for
the above referenced account number:

Eill Information

Consultant Agency Name or || Levying Agency (City/Department Name)
Testing Agency Info Sheet

ontact Name: | Property Tax

ebsite: | hitps://testagency.com |

Phone No. To Be Listed On Tax BiII:I (123)456-6789 |exl|| 123 ||

Contact's Address 1 | 1000 Angeles St.
| tate:] CA V||Zip(20de: 90012

Address 2:| | ity |LnsAngele5
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1J. The next section is the Processing Information. This will be the Consultant’s contact information if
they are representing the Agency. If the Agency is representing themselves, they will also need to fill
out the Contact information. All fields need to be completed for the Agency Information Sheet to be
valid.
1. Select Consulting Agency if representing the Agency, or Levying Agency if Agency is
representing themselves.
2. Enter Contact Name, Phone Number, ext. (if applicable), and Email Address.

NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Fiease salect Account Mumber [ 000.02 - AGEMGCY TEST 2 W

000.02 AGENCY TEST 2
{Account Mumber and 15 Character Bill Description)

TEST AGENCY 2
{Agency Description)
Please be advised that for Fiscal Year (FY) 2020-2021 (check appropriate box):

2. We will submit DA Input for the above referenced direct assessment account on or before August 10t

3. WWe have a3 written autharity to levy assessments (i.e. resclution, ordinance, cerified election results) until:
Expiration Date | 01/01/2022 | O M Expiration Date {Ongoing Resolution)

4. \We have recened, read and understood the 2020 DA Submission Procedura Manual.
5. e have chosen [check appropriate box) Option 1 or Option 2 (] for the D& Processing Undergoing Parcel
Changes (see page 13 of DA Submission Procedural Manual).

The following are the Agency contacts for taxpayer inguiries and processing questions regarding direct assessment charges for
the abowve referenced account numbser:

Eill Infarmation
Consultant Agency Mame or [ Levying Agency [City/Department Name)
Contact Mame: | Contact First and Last Mame |

Website: |1Wﬂ';.leslagency.mm |

Phone No. To Be Listed On Tax Bill: | (213)123-4123 |est 123 |

Contact's Address 1: | 1000 Angeles 5L |

Address 2: | | City: | Log Angeles | State: | CA | Zip Code:

Processing Information

Consultant Agency Mame or [ Levying Agency [City/Department Name)
| Conzsultant Agency Mame

Contact Name:| Consultant Name Phone No.|[(310)123-4578 || 678

Consultant/Levying Agency E-mail A.ddres.E:l Consultanis1 QSEMHS-U It.com I
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1K. The final section is the Authorized Signee. Please do the following:
1. Select the Authorized Signee Title
2. Enter the Authorized Signee First and Last Name.
3. Once the form is completed, click on Save.
4. To start the form over, click on Clear Form.

Important Message: Once the form is saved on DAWEB, Upload File and Upload Document
will be enabled.

NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number| 001.72 - RA&T 482 PNLTY 2 w

00172 RA&T 482 PNLTY 2
(Account Mumber and 16 Character Bill Description)

LOS ANGELES COUNTY ASSESSOR'S OFFICE LEOFP
{Agency Description)

Flease be advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

1. We will not submit Direct Assessment (DA) Input for the above referenced account (check appropriate box):
[ current Year (FY state above) Future Years (No Longer Active)

The following are the Agency contacts for taxpayer inguiries and processing questions regarding direct assessment charges for
the above referenced account number:
Bill information

Consultant Agency Name or O Levying Agency (City/Department Name)
|NBS

Contact Name: | Caitlyn Nguyen |

Website: | https://llacounty.gov |

Phone No. To Be Listed On Tax Bill: | (123)456-7890  |ext | |

Contact's Address 1: | 1000 Angeles 5t. |

Address 2:| |Cit].r: |L{:sAngeles |State: Zip Code: (90012

Processing Information

[l consuttant Agency Name or Levying Agency (City/Department Name)
|RT PNLTY |

Contact Name: | Caitlyn | Phone No.: | (123)456-6789 |ext.| |

ConsultantiLevying Agency E-mail Address: | consultants123@consult.com |

The Auditor-Controller will forward all Direct Assessment correspondence to the attention of the Director of
Finance/Manager/Authorized Consulting Agency. Signature indicates that all above information is correct.

Authorized Signee

Director of Finance [ Manager [ Authorized Consulting Agent O Other(Title): |

| Name: | Caitlyn Nguyen |

| CLEAR FORM SAVE | PRINT
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Teap, Darren
Update Screen


1L. After you click Save, Print button will appear. Click on Print and a new window will open with print
options.

NOTE: Any manual modifications will be subject for denial of the forms.

AGENCY INFORMATION SHEET

Please select Account Number| 001.72 - R&T 482 PMLTY 2 A

00172 RAT 482 PNLTY 2
(Account Mumber and 16 Character Bill Description)

LOS ANGELES COUNTY ASSESSOR'S OFFICE LEOP
(Agency Description)

Flease he advised that for Fiscal Year (FY) 2024-2025 (check appropniate box):

1. We will not submit Direct Assessment (DA) Input for the above referenced account (check appropriate box):
[ current Year [FY state above) Fufure Years (No Longer Active)

The following are the Agency contacts for taxpayer inguiries and processing questions regarding direct assessment charges for
the above referenced account number:
Bill Information

Consultant Agency Name or O Levying Agency (City/Department Name)
INBS

Contact Name: | Caitlyn Nguyen |

Website: | https:/llacounty.gov |

Phone No. To Be Listed On Tax Bill: | (123)456-7890  |ext | |

Contact's Address 1:| 1000 Angeles St. |

Address 2:| |Cil].r: |L{JsAngeIes | State: | CA w |Zip Code:

Processing Information

[l consultant Agency Name or Levying Agency (City/Department Name)
|RT PNLTY |

Contact Name: | Caitlyn | Phone No.: | (123)456-678% | axt. | |

Consultant/Levying Agency E-mail Address: | consultants123@consult.com |

The Auditor-Controller will forward all Direct Assessment correspondence to the attention of the Director of
Finance/Manager/Authorized Consulting Agency. Signature indicates that all above infermation is correct.

Authorized Signee

Director of Finance [ Manager [ Authorized Consulting Agent O Other(Title): |

Name: | Caitlyn Nguyen |

| CLEARFORM || SAVE PRINT
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Teap, Darren
Update Screen


1M. A sample of the completed AIS Form will appear.

Please print the document, sign and date, scan the document as .PDF format and upload the signed
doc to DAWEB. (Refer to ‘Upload Legal Documents’ section P. 87)

AGENCY INFORMATION SHEET

000.04 AGENCY TEST
(Account Number and 16 Character Bill Description)

TEST AGENCY
(Agency Description)

Please be advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

D 1. We will not submit Direct Assessment (DA) Input for the above referenced account (check appropriate
box):

D Current Year (FY stated above) D Future Years (Mo Longer Active)

We will submit DA Input for the above referenced direct assessment account on or before August 10th.

@

& &

We have a written authority to levy assessments (i.e. resolution, ordinance, certified election results) until:

|ZI Expiration Date 09/25/2025 |:| Mo Expiration Date (Ongoing Resolution)

We have received, read and understood the 2024 DA Submission Procedure Manual.

KK
o B

We have chosen (check appropriate box) Option 1 or Option 2 D for the DA Processing Undergoing
Parcel Changes (see page 13 of DA Submission Procedural Manual)

The following are the Agency contacts for taxpayer inquiries and processing questions regarding direct assessment
charges for the above referenced account number:

Bill Information
|Z|Consultant Agency Name or |:|Levying Agency (City/Department Name)
Testing Agency Info Sheet

Contact Name: Property Tax

Website: https:/testagency.com
Phone No. To Be Listed On Tax Bill: (123)456-6789 ext.

Contact's Address 1: 1000 Angeles St.

Address 2: City: Los Angeles State: CA Zip Code: 90012

Processing Information
EConsultant Agency Name or DLevying Agency (City/Department Name)

Consultin ency Name

Contact Name: Consultant Name Phone Mo.: (123)456-6789 ext

Consultant/Levying Agency E-mail Address: consultants 123@consult.com

The Auditor-Controller will forward all direct assessment correspondence to the attention of the Director of
Finance/Manager/Authorized Consulting Agency. Signature indicates that all above information is correct.

Authorized Signee
|Z|Dlrec‘tor of Finance Dmanager DAulhorlzed Consulting Agent DOlher (Title):

Name: First and Last Name

{(PRINT NAME)

Signature: Date:

Mote: All changes must be updated and saved on the online fillable form only. Do not moedify the PDF or Hardcopy.
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1N. Failure to correctly input all required fields of the Agency Information Sheet Form will be displayed in
red.

Please select Account Number | 000.04 - AGENCY TEST v

000.04 AGENCY TEST
(Account Number and 16 Character Bill Description)

TEST AGENCY
{Agency Description)

Flease be advised that for Fiscal Year (FY) 2024-2025 (check appropriate box):

Current Year or Future Year is required

Checkbox 1 or 2 is reguired

Checkbox 3 is required

Expiration Date or no Expiration Date checkbox is required
Checkbox 4 is required

Checkbox 5 is required

Checkbox Option 1 or Option 2 iz required

Checkbox Consultant or Levying Agency is required
Conzsultant Agency Name or Levying Agency (City/Department Name) is required
Eill Contact Name is required

Invalid Bill Information Phone format

Contact's Address 1 is required

Contact's Address City is required

Contact's Address State is required

Contact's Address Zipcode is required

Checkbox Conzultant or Levying Agency is reguired
Consultant Agency Name or Levying Agency (City/Department Name) is required
Frocessing Contact's Name is required

Invalid Processing Information Phone format
Conzultant/Levying Agency E-mail is required

Checkbox Authorized Signee is required

Signes Name is reguired

1. We will not submit Direct Azsessment (DA) Input for the above referenced account {check appropriate box):
Current Year (FY state above) Future Years (No Longer Active)
@I 2. We will submit DA Input for the above referenced direct assessment account on or before August 10th,

3. We have a written authority to levy assessments {i.e. resolution, ordinance, certified election results) until:
@kxpiration Date | MM/DD/YYYY |@|No Expiration Date {Ongoing Resolution)

@I 4. \We have received, read and understood the 2024 DA Submission Procedure Manual.
@ 5. We have choszen (check appropriate box) Option 1@' or Option @ for the DA Processing Undergoing Parcel
Changes (see page 13 of DA Submission Procedural Manual).

The following are the Agency contacts for taxpayer inguiries and processing questions regarding direct assessment charges for
the above referenced account number:

Bill Information

@konsultant Agency Name or @ewing Agency (City/Department Name)

Contact Name: | |

Website:| |

Phone No. To Be Listed On Tax Bill: [(__)__- Jext | |

Contact's Address 1: | |

Address 2:| |Cit_|,r: | | state: [[Select One] v | Zip Code: I:I

Processing Information

@konsultant Agency Name or @ewing Agency (City/Department Name)

Contact Name: | Phone No:[(__ ) - |e:-:t.| |

Consultant/Levying Agency E-mail Address: | |

The Auditor-Controller will forward all Direct Assessment correspondence to the attention of the Director of
Finance/Manager/Authorized Consulting Agency. Signature indicates that all above information is correct.

Authorized Signee

@biredor of Finance @nanager@uthorized Conzsulting Agent@lother(ﬁtle):

Name: | |

| CLEARFORM || SAVE |
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Teap, Darren
Try to make it fit on one page. 


10. Once the AIS form is saved, you can select a different Account Number (if the agency handles
multiple accounts) from the drop down, once an account number is selected it will create the following
Prompt giving the agency the option to save the Processing Information.

Would you like to keep the Processing Information the same? Cr
would you like to clear the Processing Information?

Clear Processing Info || Keep Processing Info

Clear Processing Info will display a blank Agency Information Sheet and Keep Processing Info will
preserve the Processing Information for the next Account.
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RETRIEVE THE PARCEL CHANGE REPORT
**IMPORTANT MESSAGE***
New agencies cannot 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. 33) or ‘Create the Text
Input Data File’ section (P. 42).

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

2A.

for the new fiscal year becomes available at the end of June. Returning
Agencies will retrieve the new Parcel Change Report by locating the previous year’s Direct
Assessment and Public Utility files by clicking on the Open Search Panel tab in the Inbox.

Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

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 ]

Records: 0 - 0 of O - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
There are no recards available.
Records per page: | 100 | ¥ Records: O - 0 of 0 - Pages: 1

2B. Enter the previous Fiscal Year (enter 2021 in FY 2022) and click the Search button to retrieve all of
your previous year files.

Auditor-Controller V2400

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

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

Refresh

Submit l

l Open Search Panel

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

I Fiscal Year !2‘]21| I“ Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
There are no records available,

Records: 0 - O of O - Pages: 1
File Type |AII "|
valid [ Al v
Status |AII V|
Upload Date
From| =1 =
l Search Reset l 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.

Auditor-Controller v24.0.0
Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form
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
l Open Search Panel H Submit H Refresh l
o 7 Records: 0 - 0 of O - Pages: i
Fiscal Year _ Total DA AMT valid Status Upload Date Submit Date Docs Report Action
Theare are no records ava Eb 2.
LR R : Records: 0 - O of O - Pages: i
File Type |All ]
valid [ All v |
Status |AII V|
Upload Date
FI’OI’TIl |ETO| |E
l Search Reset l Close Search Panel
SEARCH FEATURES
1 | Fiscal Year Fiscal Year that the Agency Number was processed.
Agency # Direct Assessment Agency Number assigned to each agency by the Auditor-
Controller.
3 | File Type File Type submitted for STR processing. The four file types are as follows:
e Direct Assessment
¢ Public Utility
o DA Correction
e PU 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
¢ Pending Review
e Pending Approval
e Supervisor Approved
e Batched
¢ 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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2C. 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.

Auditor-Controller v24.0.0

Rl Exempt Parcels Upload File Document Management Upload Document Create AIS Form

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

[ Open Search Panel H Submit ” Refresh l

Records: 1 - 10 of 734 - Pages: 1221

(1

15

Fiscal Year Agency # ~ File Type THXN Count Total DA AMT valid Status Upload Date Submit Date Docs Report Action

PCL CHG RP Edit
2021 539.21 PU 2 £3,857.59 yes 08/10/2021 08/10/2021 4 - = pr— Check Out
@ H|5tory,.l’e!| rt Delete
PCL CHG RP Edit
2021 539.21 DA €,06% $2,559,843.51 yes 08/09/2021 08/0%/2021 4 = o = N Check Out
Hlstorv,.l’egl prt Delete
. PCL CHG RPT| Edit
2021 531.72 DA COR w4 2,495 £0.00 yes 08/10/2021 08f15/2021 4 Histor ,-I'elil e ot Check Out
v - P Delete

Exception Report
2021 531.72 DA 32,476 $14,270,279.16 yes 08/09/2021 DEBf15/2021 4 Histo felil Re ot Check Out
g - e Delete

Exception Report
Edit
2021 523.55 DA 4,224 $4,088,822.00 yes 08/0z2/2021 08f02/2021 4 H'lsto lf'elil Fe Dt Check Out
¥ - P Delete

Exception Report
) PCL CHG _RPT Edit
2021 523.51 DA 4,232 $1.617.,724.32 yes 08/02/2021 08/02/2021 4 Histo!elil Repot Check Out
- = Delete

sception Repo

PCL CHG RPT Edit
2021 S905.62 DA 20,194 £5.4325,842.44 yes 08/10/2021 08/10/2021 4 H'lsto,.l'elil Repot Check Out
Delete

Exception Report

2D. 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.

3 https:/fqa.daweb.auditor.lacounty.gov/Rpt_PCLCHG.aspx?FilelD=298DocumentlD=5237 - Work - Microsoft Edge — O

) https://ga.daweb.auditorlacounty.gov/Rpt_PCLCHG.aspx?FilelD=29&DocumentlD=5237

| & Find... i % #1071 - [1o00% |-

2021 PARCEL CHANGE FILE PARCEL CHANGE REFORT RUN DATE 06/29/2021
AGENCY NUMBER 999 99 UPLOAD DATE 06/M16/2020

TOTAL OLD PARCEL CNT: 2

TOTAL NEW FARCEL CNT: 10

FILE TYPE: Direct Assessment File
FILE NAME: DA_2018_99999 xls

D PCL FORMAT STATUS AGENCY NUMEBER. DA AMOUNT
2190619280010015319003018 n 0 999.99 598.50
219061928001001 5319003052 n N 0
219070228001001 5311010022 1 9] 099.99 604.80
219070225001001 5311010066 1 T 0
219080773001001 5311010066 ™ T 0
219080773001001 5311010067 ™ N 0
219080773001001 5311010068 ™ N 0
219080773001001 5311010069 M N 0

2E. Print or Expoﬁ the Parcel Change réport 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. 33) or ‘Create the Text Input Data File’ (P. 42)
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3 https:/fga.daweb.auditor.lacounty.gov/Rpt_PCLCHG.aspx?FilelD=298:DocumentlD=5237 - Work - Microsoft Edge

[5)  https://ga.daweb.auditor.lacounty.gov/Rpt_PCLCHG.aspx?File

Find... il

—

=298 DocumentID=5237

* ®_l|10cf1 = | 100% o

2021 PARCEL CHAMGE FILE

TOTAL OLD PARCEL CNT:
TOTAL NEW PARCEL CNT:

FILE TYPE: Direct Assessment File
FILE NAME: DA_2018_99999 x5

RUN DATE
UPLOAD DATE

2 ) PARCEL CHANGE REFORT 4
AGENCY MUMEBER 999 99

06/29/2021
06162020

2
10

N N N N N
[[] PCL FORMAT STATUS AGENCY NUMEBER DA AMOUNT
2190619230010015319003018 11 ] 0990 99 RO3.50
219061925001001 5319003052 11 N ]
2190702258001001 5311010022 11 ] G490 ag 604 80
219070222001001 5311010066 hl T ]
219080773001001 5311010066 ™ T ]
219080773001001 5311010067 1M N ]
219080773001001 5311010068 1M N ]
219080773001001 5311010069 1M il 0

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

1 | YYYY Parcel Change File | YYYY = year of the Parcel Change File used in generating this report
2 | Parcel Change Report Report Heading
3 | Agency Number Displays the Agency Number used in generating this report
4 | Run Date Date the report was generated
5 | Upload Date Date that the file was uploaded onto DAWeb
6 | Total Old Parcel Count Total count of parcels with status = O (Old)
7 | Total New Parcel Count Total count of parcels with status = N (New)
8 | File Type Direct Assessment File, Public Utility File, DA Correction, or PU 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
12 | Format new parcel.
¢ 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)
13 | st o Add parcels with ‘N’ status to the new roll and assign assessment amount
atus e s
¢ 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 Amount Assessment Amount !isted on the input file. New and tempore.\ry parcels have .
$0.00 assessments since they were not assessed on the previous year’s input file.
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2F. 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 2J (P. 31)

= (==4 Find._.. #® %[ 1001 |= [100% |=

M

2021 PARCEL CHANGE FILE PARCEL CHANGE REPORT RUN DATE 06/29/2021
AGENCY NUMBER 999 99 UPLOAD DATE 06/16/2020

TOTAL QLD PARCEL CNT: 2

TOTAL NEW PARCEL CNT: 10

FILE TYFE: Direct Asseszment File

FILE NAME: DA_2018_99999 xIs Eserrril

D FCL File Format: AMOUNT
218061928001001 5319003018 POF = 598,50
218061928001001 5319003052 0
218070228001001 5311010022 Page Range: _ 504.80
219070228001001 5311010066 -
210080773001001 5311010066 @ Al Pages
219080773001001 5311010067 ) Select Pages
218080773001001 5311010065 ,
219080773001001 5311010069 From: :l
219080773001001 5311010070 T ]
218080773001001 5311010071
219080773001001 5311010072
218080773001001 5311010073
219080773001001 5311010074
218080773001001 5311010075 _Export_

ocoOoooDoD oo o

2G. File will automatically download.

S L | [Fne. |8 &1 |+ [100% |-

Main Report |

2021 PARCEL CHANGE FILE PARCEL CHANGE REPORT RUN DATE 06/29/2021
AGENCY NUMBER 99999 UPLOAD DATE 06/16/2020

TOTAL CLD PARCEL CNT: 2

TOTAL NEW PARCEL CNT: 10

FILE TYPE: Direct Assessment File
FILE MAME: DA_2018_99999 xIs

D PCL FORMAT STATUS AGENCY NUMEER DA AMOUNT
219061922001001 5319003018 1 o 999.99 598.50
219061922001001 5319003052 1 N 0
219070228001001 5311010022 " o 999.99 604.80
219070228001001 53110100866 " T 0
219080773001001 5311010066 1M T 0
219080773001001 5311010067 1 N 0
219080773001001 5311010063 ™ N 0
219080773001001 5311010069 ™ N 0
219080773001001 5311010070 1M N 0
219080773001001 5311010071 ™ N 0
219080773001001 5311010072 M N 0
219080773001001 5311010073 1 N 0
21S0s0TT3001001 31 gtooT I R : -

. CrystalReportViewerl.pdf

> Open file - Show all 4
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2H. You can find the file in the Downloads folder.

; | = | Downloads — O w0
Home Share View . |
&« i ; > This PC » Downloads v 0 Search Downloads 2

s Quick access m

@ OneDrive - County of Los Angeles %

[ This PC

CrystalReportVie
¥ Network werl pdf

1item Bz

2l. 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.

S I|£. IFind... @ %101 |~ [100% |=

[ Main Report |

2021 PARCEL CHANGE FILE PARCEL CHANGE REPORT RUN DATE 06/29/2021
AGENCY NUMBER 99999 UFLOAD DATE 061672020

TOTAL OLD PARCEL CNT: 2
TOTAL NEW PARCEL CNT: 10
FILE TYPE: Direct Assessment File
FILE NAME: DA_2018_99999 xI5

=

File Format:

1D PCL Microsoft Sxcel (97-2003) - AMOUNT

2190619220010015319003018 593 50
218061928001001 5319003052 Page Range: _ 0
219070222001001 5311010022 604.80
218070222001001 5311010066 —
3103077300100+ 2311010063 R

218080773001001 5311010068 Foms[ |
219080773001001 5311010069 T |
218080773001001 5311010070
218080773001001 5311010071
219080773001001 5311010072
219080773001001 5311010073
219080773001001 5311010074
218080773001001 5311010075 = =

(O] Pages

ocoooDoDoDoo o
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2J. File will automatically download.

2021

TOTAL OLD PARCEL CNT:
TOTAL NEW PARCEL CNT:

FILE TYPE: Direct Assessment File
FILE NAME: DA_2018_99999 xIs

D PCL

PARCEL CHANGE FILE

2

10

FORMAT

PARCEL CHANGE REPORT
AGENCY NUMBER 989 99

RUMN DATE
UPLOAD DATE

STATUS AGENCY NUMBER

06/29/2021
06/16/2020

DA AMOUNT

2190619280010015319003018
219061928001001 5319003052
219070228001001 5311010022
219070228001001 5311010088
219080773001001 5311010066
219080773001001 5311010087
219080773001001 5311010068
219080773001001 5311010069
219080773001001 5211010070
219080773001001 5311010071
210080773001001 5311010072
210080773001001 5311010073
219080773001001 5311010074

|
il
i
i
™
™
™
™
™
™
™
™
™

Ann

CrystalReportViewerl...xls
Open file

999.99
9399.99

EEZZZEZZZZA4A0Z0

-

2K. You can find the file in the Downloads folder.

598.50
0
504.80

o000 0000000

Show all 4

¥

s Quick access

[ This PC

[_j' Metwork

1 item

= | Downloads

Share View

&« v A ‘ » This PC » Downloads

@ OneDrive - County of Los Angeles

v D

Search Downloads

CrystalRep
ortViewerl.
uls

f=: =
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2L. Proceed to the following sections once all the Parcel Change Reports have been retrieved:
e Create the Excel Input Data File (P. 33) or
e Create the Text Input Data File (P. 42)
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CREATE THE EXCEL INPUT DATA FILE

3A. Open Microsoft Excel

E

I' In ros Dfr

3B. 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

'Eﬂ\\ HO-C-58& _‘||E| = Eookl - Microsoft Excel - = X
—r’j Home Insert  Page layout Formulas  Data  Review ‘iew Developer @) — ™ X
3 Arial W FEREE A T =+ o, A W e - &7~
F'_aste )[Rl T”A‘ ) === ET Mumber|| Stwles || Cells E I%T
- F|E D A |iE £E|| @ - . . -

Clipboard s Font ] Alignment ] Editing

1 - Je | 999 99 ¥
A E G B E = L
1 8765432100 1000 QQQ.QQ!
218765432101 1000
2 |8765432102 1000 A
4 18765432103 1000 1
oo |8765432104 1000
G |87652432105 1000
7§ 8760432106 1000
g 8765432107 1000
9 8765432108 10000 2

10 | 8765432109 10000 25

11

M 4 » M| Sheetl ~Shest? ~ Sheet3 - ¥ (L m

L (E[E T e ———v———O"
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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:

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

ﬁﬂ“l =, 5 & ) ) 7 Bookl - Microsoft Excel - = X
—~/I Home Insert Page Layout Formulas Data Reaview View "EI!J - B X
== X || Arial -liz ||| == S General = & :_:':_Il x = ‘E"f'
J_{g B I U~A &||E== %% @ E'ﬂ%'
F‘afte f = [ ~ &*I I‘E? i?'l@"l =g | St_-.-;les Cfills .

Clipboard T« Font P Alignment L Mumber T« Editing

C1 vl £ 00 Arial 12 -~ A A% % » F
A B C |(BIE-O-A-Wi%E
1 6765432100 1000 9.0l m
2 8762432101 1000 d | Cut
3 6765432102 1000 Sa | Copy
4 8765432103 1000 (3 Paste
a 8765432104 1000 Paste Special...
6 8765432105 1000 —
7 8765432106 1000 Delate.
8 8765432107 1000 ElearCcuntents
9 6765432108 10000.2 -
10 8765432109 10000.25 S '
11 Sort k
12 _J | Insert Comment
13 ﬁ" Format Cells... I
:11; Fick From Drop-down List...
Mame a Range...
|*;”j » M| Sheetl - Sheet? ~ Sheet3 .~ ¥] ‘_,!{,;. Hyperlink...
Ready | OO 100% (= i) +)
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¢ On the Number tab under Category, select Text format and click the OK button.

Custom Lists

Murber | Alignment Fiaont Border Fil Praokection

Cakegory:
General Sample

Murnber 9.9
Currency

Accounting Text Farmat cells are treated as text even when a number is
Date in the cell, The cellis displayed exactly as entered,

Time
Percentage
Fraction
Scientific

Special
Cuskam

[ (o]:4 I[ 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.

Mo\ H9-t-EF&0 |§| s Eookl - Microsoft Excel - = X
- Home | Insert Page layout Formulas Data  Review View Developer @) - @ X
E Je Avial -1;: - |%%%|§ o, A il e T - &7~
FTaStE - lB e T”A ﬁv| lE = E|@T Mumber| Styles | Cells @T I%T
- T E S A |||EE e = , = -

Cliphoard M= Font F] Alignment P Editing

Y ~ (2 Je | 009 20 i
A E G D f = |
1 8765432100 100040049 90 !
2 8765452101 1000
3 8760432102 1000 3

4 B762432103 1000
o 8765452104 1000
6 8765432105 1000
§ 87E2432106 1000
g | 87ehd32107 1000
9 8760432108 100002

10 8765432109 1000025

M 4 » ¥ | Sheetl - Sheet? - Sheet3 - #J [ M m

ety -5 [EEESTTNEE=—=——0 ")
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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 | Algnment | Font | Border | Fill | Protection |
Qategnry:
General Sample
Mumber
CuUrrEncy
Accounting Text Format cells are treated as text even when a number is
akbe in the cell, The cell is displayed exactly as entered.
Tinme
Percentages
Fraction
Scientific
Special
Custborn

O ] I Cancel

NOTE: Do not use the following formats:

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

Format Cells ﬁl@

Murnber | Abgnment |  Font | Border | Fill || Protection |
Cakegory:

General Sample

MNumber

CurrEncy

Text Formak cells are treated as bext even when a number is
i the cell. The cell is displayed exactly as entered.

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

Do not include the following:
e Headings
e Totals/Sum
e Calculated cells
e Hidden columns or rows

'.'fﬁ::; Ho-0-Z& 0 )+ Bookl - Microsoft Excel _ X
S Home Insert Page Layout Formulas Data Review View Developer 'Q] - =
Arial -l1a ||| ==l | |Tm - | g=Insert -
p_aﬁ“‘j |B I U-|AA||EEEEH 8% Sis ;ﬁneletev ﬁ:?}&
- ||| '”{% A - = *=||‘§f"" | | %68 | -~ || [ElFormat ~ | (2~ Filter~ Select -
Clipboard ™ Font ] Alignment ] Mumber M= Cells Editing
C3 - | v
A B C D F G
1 - -] i o=,
2 8?85432100 1000.00 '009.90 \ /
3 (8765432101 '1000.00 | V
4 8765432102 1000.00 Column ‘E |
5 8765432103 '1000.00 Should not be I
6 8765432104 1000.00
7 8765432105 1000.00
8 8765432106 1000.00
9 8765432107 1000.00
10 8765432108 '10000.20
11 8765432109 '10000.25
12
13
M4 4 » M| Sheetl - Sheet2 -~ Sheet3 -~ ¥J [ i
| Ready | ] [ = 0 +
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NOTE for DA, PU and COR files: Exclude parcels where the first four digits are less than 8900
AND the last three digits end between (300-399 or 800-999). These Non-assessable parcels are
government owned, and are exempt from Direct Assessments.

S
Hor | Inse | Pag | For  Dat | Rev | Vie| Acn | & a = [EH
| = | J;I & | Q|| | B =
15| _ —
Page Show  Zoom Window placros
Layout 3 - v T -
Workbook Views Macros
111 - I v
A B C D E -
1 50459 NON-ASSESSABLE: [
1st four digits < 8900 and
2 |879 5999 last three digits between
3 gooo (300-399 or 800-999)
4 [ 8900000351
5 | 8940222999 ASSESSABLE.
6 | 8950333894 . 15t four digits >= 8900 and |
last three digits between =
719876543800 (300-399 or 800-999)
8 | 9876543859
9 |9876544399] )
10
11
12
13 N
14
15
16 -
M 4 » M| Sheetl Sheet2 “Sheet3[i|4| a0
Ready | |([E|T@ M@ 100% (=) () (1)
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]

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

O\ H9-®- @& /= Bookl [Group] - Microsoft Excel - = X
i t2a0 _— :
R | Home | Insert Page Layout Formulas Data Review View Developer @ =1 4
ﬁ Arial ] [ |§ = §| Eﬁ General -1l “Inse:‘t s
s Eredi s Flrerl R
(- 17 I T I e | e 85 0 1
[ J ”:-||_{hvé-| !I—g; i;-'E“'?-i"”| _Tn "En| ‘ iFnrmat* ' Q' Filter - 5EFECt*|
Clipboard f | Font =/ Alignment 5| Number || Cells Editing |
Al -~ (2 e ¥
Al B | c | b | E | F | G | H =
‘] | |
L
Cabl 3
==
b
iz
i Delete or Leave extra
< sheets blank
M 4 b [ Sheetl | Sheet2 . Sheet3 %2 ' :
| Ready | | O = . +

NOTE: The tab name must be less than 17 characters or the file will not upload correctly.
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B el ||A. A||§§§ = ||| O !| |=1-“Delete* #]-

Paste | [ = ; == [ Styles Sort & Find &
[ 3 ..fg_;ll___ﬁ o I | 2 2 7 S S
Clipboard & || Font =/l Mignment & Number | L cells Editing ]

9 -Q e ¥

A | B | [N s YRR Y - J—" -— . H &

.. J
i
Lol
et
_5__
iz

7
M 4 kM L I I
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3C. Listed below is a Table of the Formatting Guidelines:

FIELD: GUIDELINE: EXAMPLE OF ERROR:
DA, PU and COR files: if the first four
digits of the Parcel number is less than 5934820883
‘8900’ then the last 3 digits must not
end in 300-399 or 800-999 8584827999
DA Exempt Parcel file: the first four 4820543
digits of the Parcel number must be 5934820
less than ‘8900’ and the last 3 digits
must end in 300-399 or 800-999 8584827450
876543210 (9 digits)
Must be 10 digits long
87654321089 (11+ digits)
8765 432 100
PARCEL 8765-432-100
Must be all numeric (No spaces,
dashes, letters or special characters 8765432K00
such as $,&,%,%, |, #, @, etc.)
8765%32100
876543210@
8765432100
Must not contain duplicate parcels
8765432100
Direct As§e§sment Parcels must not 9876543210
start with ‘9
Public Utility Parcels must start with ‘9’ 8765432100
Must not exceed 99,999,999.99 123,456,789.01
1,234.5H
Must be all numeric (No letters or $1234.50
special characters such as $,&,%,*, !, #,
@, etc.) 1234.50*
ASSESSMENT AMOUNT 12&4.50
Must be positive amount —-1234.50
Must not be more than two decimal 1,234,567
format
DA and PU files must not contain $0 0.00 or 0 not accepted
assessment amount
I:_)A Exempt Parcel and Correction $0 DA or PU amount
files can have $0 assessment amount
Must be entered in cell C1 on the
Excel file
9999.9
AGENCY NUMBER .
Must be in two decimal format 99.999
(XXX.XX) 9.9999
.99999
\ . . 9999
AGENCY NUMBER Must be five digits
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999.9
9.999
99.9
Must be all numeric (No letters or
special characters such as $,&,%,*, !, #, 99F.99
@, etc.)
3D. Save and name the Excel file with the following file naming convention:
File Type: Naming Convention: Notes:
Direct Assessment DA 20YY XXXXX YY = Fiscal Year, XXXXX = Agency #
Public Utility PU_20YY_XXXXX YY = Fiscal Year, XXXXX = Agency #

Correction (DA or PU)

COR1_20YY_XXXXX

YY = Fiscal Year, XXXXX = Agency #

COR2_20YY_XXXXX
COR3_20YY_XXXXX
COR4_20YY_XXXXX

EXEMPT 20YY XXXXX | YY = Fiscal Year, XXXXX = Agency #

Exempt Parcels

NOTE:

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

Save As El El

v @ -0 X oi@-

Date Modif

Save in: () 2018 DA files

©

My Recent
Docurments

2

Deskbop

Marne Size Type

My Docurnents

-
=8
My Computer
.

=
Iy Metwiork,

Places

Taoals -

4

File narme;

Save as bype:

DA 201800990, xlsx

EE::-::I
Excel Macro-Enable

Cancel

Excel Binary Workbook (*, xlsb)
Excel 97-2003 Workbook (¥, xls) h

3E. Proceed to the following sections after the files have been formatted and saved.
e Upload Original Direct Assessment and Public Utility Files (P. 46)
e Upload Correction File and Correction Data Transmittal (P. 100)
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CREATE THE TEXT INPUT DATA FILE

4A. Open Notepad or WordPad

r El
Motepad WordPad

)
A

4B. Enter the following fields on the first row:

e Parcel Number — 10 digits only (no spaces, dashes or letters)

e Assessment Amount — max is 99,999,999.99

e Agency Number — enter one occurrence in row 1 only. Must be 5 digits and in 2 decimal
format.

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

I Untitled - Notepad
File Edit Format View Help

8765452100,1000, 00, 009, '59

~

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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4C. 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 Faormak ‘Wiew Help

Br6a5432100,1000, 00, 000,50
B765432101, 1000, 00,
Bra5432102,1000, 00,
5705345.4103,1000. 00, PARCEL and AMOUNT ONLY after
5765432104 ,1000. 00, the first row
Br6a5432105,1000, 00,

B7Y65432106,1000, 00, Must use a comma between each field.
Brah432107,1000, 00, No spaces, dashes or characters.

BYE54342108,1000, 00,
BrE54342109,1000, 00,

| _/

Lmn 11, Cal 1
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4D. Listed below is a Table of Formatting Guidelines:

FIELD: GUIDELINE: EXAMPLE OF ERROR:
DA, PU and COR files: if the first four
digits of the Parcel number is less than 5934820883
‘8900’ then the last 3 digits must not
end in 300-399 or 800-999. 8584827999
DA Exempt Parcel file: the first four 4820543
digits of the Parcel number must be 5934820
less than ‘8900’ and the last 3 digits
must end in 300-399 or 800-999. 8584827450
876543210 (9 digits)
Must be 10 digits long
87654321089 (11+ digits)
8765 432 100
PARCEL 8765-432-100
Must be all numeric (No spaces,
dashes, letters or special characters 8765432K00
such as $,&,%,%, |, #, @, etc.)
8765%32100
876543210@
8765432100
Must not contain duplicate parcels
8765432100
Direct As§e§sment Parcels must not 9876543210
start with ‘9
Public Utility Parcels must start with ‘9’ 8765432100
Must not exceed 99,999,999.99 123,456,789.01
1,234.5H
Must be all numeric (No letters or $1234.50
special characters such as $,&,%,*, !, #,
@, etc.) 1234.50*
ASSESSMENT AMOUNT 12&4.50
Must be positive amount —-1234.50
Must not be more than two decimal 1,234,567
format
DA and PU files must not contain $0 0.00 or 0 not accepted
assessment amount
I:_)A Exempt Parcel and Correction $0 DA or PU amount
files can have $0 assessment amount
Must be entered in cell C1 on the
Excel file
9999.9
AGENCY NUMBER .
Must be in two decimal format 99.999
(XXX.XX) 9.9999
.99999
\ . . 9999
AGENCY NUMBER Must be five digits
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999.9
9.999
99.9
Must be all numeric (No letters or
special characters such as $,&,%,*, !, #, 99F.99
@, etc.)
4E. Save and name the Text file with the following file naming convention:
File Type: Naming Convention: Notes:
Direct Assessment DA 20YY XXXXX YY = Fiscal Year, XXXXX = Agency #
Public Utility PU 20YY XXXXX YY = Fiscal Year, XXXXX = Agency #
Correction (DA or PU) | COR1_20YY_XXXXX YY = Fiscal Year, XXXXX = Agency #
COR2_20YY_XXXXX
COR3_20YY_XXXXX
COR4 20YY XXXXX
Exempt Parcels EXEMPT 20YY XXXXX | YY =Fiscal Year, XXXXX = Agency #

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

Save As - : a 2.5
@-u-v| J < Samples for manual » 2018 Test Files - | 5 | | Search X118 Test Files 2|
Organize « New folder g= - (7]
Micrasoft Excel MName Date modified Ty

. DA_2018 99999 tut 6/20/2018 7:26 AM  Te
- Favorites
= Libraries

18 Computer

@l‘l_i Metwork
L
Pl I I
File name: DA_2018_99999.td -
Save as type:lTex't (Tab delimited]) [*.txt) I 'J
Authors: Crystal Decisions Tags: Add a tag
l' « Hide Folders Tools - [ Save l l Cancel I

4F. Proceed to the following sections after the files have been formatted and saved.
e Upload Original Direct Assessment and Public Utility Files (P. 46)
e Upload Correction File and Correction Data Transmittal (P. 100)
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UPLOAD ORIGINAL DIRECT ASSESSMENT AND PUBLIC UTILITY FILES

Important Message: Before Direct Assessment or Public Utility files can be uploaded, an Agency
Information Sheet must be completed. Refer to ‘Create Agency Information Sheet Form’ (P. 11).

5A. To upload afile, click the Upload File tab.

Options | Log Out | Help

Auditor-Controller v233d Welcome, Agency User

Inbox Exempt Parcels E Document Management  Upload Document Create AIS Form

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 Submit H Refresh

l Open Search Panel

Records: 0 - 0 of 0 - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
There are no records available.
Records per page: |100 |3 Records: 0 - 0 of 0 - Pages: 1

5B. 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.

DAWelb

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form Report ¥ FTP Administration ~ E-Mail

Upload File

I 1. Select File Type: I
I_) Direct Assessment File
) Public Utility File
() Correction Direct Assessment File
O correction Public Utility File

) Exempt Parcels File

2. Enter agency number to upload:

Must be 5 digits and in 2 decimal format (x00c.300)

Auditor-Controller V2400

alidate agency number:
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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. 100).

Inbox Exempt Parcels Upload File Document Management

Upload File

1. Select File Type:
() Direct Assessment File ﬁ ) An original DA or PU file
_ 2% must be uploaded
L) Public Utility File
® Correction Direct Assessment File
() Comection Public Utility File

() Exempt Parcels File

2. Enter agency number to upload:
1999.99 |

Must be 5 digits and in 2 decimal format (xoo.00)

3. Validate agency number:

5C. 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.

€ Open *
&~ v <« Samplesf.. » 2018 Test Files v @ Search 2018 Test Files el
Inbox Exempt Parcels Upload File DocumentManagement Upll Organize « New folder ==« [N 9
Upload File Prog_Request 6 Mame Date modifie
Steve - Tax . .
1. Select File Type: File with Errors

Direct Assessment File

@& OneDrive - County of LDSAHgE'ES @ 2013_999.99_'3LIb“C_Ut”ity_FilE.(W
Public Utility File

B3 COR_99999.xlsx

Comection Direct Azsessment File E This PC |—1 DA 2018 99990

Correction Public Utility File .

Exempt Parcals File - 3D Objects Lt
[ Desktop PU_2012_98939.xI<

2. Enter agency number to upload: -
999.99 |‘::'] Documents

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

‘, Downloads
3. Validate agency number: J’ Music
4. Select File to upload: | Pictures v £ v
‘ [ no files selected ] !mﬁ File name: | DA_2018_99999.ds v| All Files (*.7) i
5. Press upload: Caneel

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

Upload File

1. Select File Type:
Direct Assessment File
Fublic Utility File
Correction Direct Assessment File
Correction Public Utility File

Exempt Parcels File

.- , Move the cursor over the white area
. Enter agency number to upload: . ]
999 99 to display the file name

Must be 5 digits and in 2 decimal format (3000300

3. Validate agency number:

5. Press upload:

on Resef to choose a new file type and agency number)
Reset

S5E. A message will pop up under the Upload button after the file loaded successfully. To load
additional file(s), repeat steps 5B to 5E.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload File

1. Select File Type:
® Direct Assessment File
) Public Utility File
) Correction Direct Assessment File
) Correction Public Litility File

() Exempt Parcels File

Z. Enter agency number to upload:

Must be 5 digitz and in 2 decimal format [xoo.300)

3. Validate agency number:
Validate

Successiully uploaded files:
A_2018_59050 xs
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5F. To upload a Public Utility File, select Public Utility file in step 1 and repeat steps 5C to 5E.

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

Upload File

1. Select File Type:
() Direct Assessment File
® Public Utility File
() Correction Direct Assessment File
(O Correction Public Utility File
() Exempt Parcels File

2. Enter agency number to upload:

{999 99 |
Must be S digits and in 2 decimal format (o000

3. Validate agency number:

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.

The agency number on uploaded file does not match with input. Please select an agency
number:

999 99
You entered:
O]

99990
on file:
O

Select ] [ Cancel
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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 cannot 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 5B to 5E.

Inbox Exempt Parcels Upload File Document Management Upload Document  Create AIS Form

Upload File

1. Relect File Tvne:

Direct Assessment File

Public Utility File

Correction Direct Assessment File
Correction Public Utility File

Exempt Parcels File

2. Enter agency number to upload:
999.99

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

3. Validate agency number:
Walidate
4. Select File to upload:

The agency number on uploaded file does not match with input. Please select an agency
number:

99.99

[ no files selected You enterad:

888.88 « You do not have access to this AGENCY
number

On file:
5. Press upload: nie

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

Upload | | Reset

5G. To view the uploaded file, click the Inbox tab.

D Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload File

1. Select File Type:
Direct Assessment File

Public Utility File
Correction Direct Azsessment File
Caorrection Public Liility File
Exempt Parcels File
2. Enter agency number to upload:
|999.99

Must be 5 digits and in 2 decimal format (o000

3. Validate agency number:

Successfully uploaded files:
PU_2013_59959 xls
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5H. Shown below is a sample of the Inbox.

Options | Log Out | Help

Auditor-Controller Welcome, Test User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

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

[Open Search Panel U,_%meit efresh
TGN 0 0 00 () (DD (D

I Fiscal Year ] Agency # File Type TXM Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action I
'
2 1= =1-1 A 115 2 491 g o 0e,/25,/ 210
2018 595,95 DA €.115 £152,491,247.89 no 0&/25/2018 3 History/Detail Report
Exception Report
PCL CHG RPT
f ]
- . ) . Data Transmittal
3 599,55 385 £1 80 75.89 was 08,25/ 21 0g/ 2320 . N
2018 599.95 PU 1,385 £1,809,275.8 vy i} 52018 0 2f2018 3 History/Detail Report
Exception Report
Records per page: | 100 | ¥ Records: 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.
Agency # Direct Assessment Agency Number assigned to each agency by the Auditor-
Controller.
3 | File Type File Type submitted for STR processing.

4 file types: Direct Assessment (DA), Public Utility (PU), DA Correction,
and PU 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 e . .
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 | Submit Date Indicates the date the file was submitted in DAWeb
10 Docs The number of legal documents uploaded by an agency (ie: Resolution,
Agency Information Sheet, Billing Agreement, and Data Transmittal).
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.
1 History: Shows the status of the agency number throughout the DA process.

Detail RPT: Generates the Detail Report by clicking on the link.
Exception Report: Links to Exceptions Webpage that shows Invalid Parcels
that need to be corrected and resubmitted

Check In / Check Out:

Check In allows other users with access to the same Agency number to access,
edit, delete or submit the file.

12 | 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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5l. The example shows the Inbox with Fiscal Year (2018), 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. 66). Proceed
to the next step if Valid = ‘yes’.

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

Options | Log Out | Help

Auditor-Controller v2400 Welcome, Test User

Inbox Exempt Parcels Uplead File Document Management  Upload Document Create AIS Form

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

Records: 1 - 2 of 2 - Pages: 1

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

— PCL CHG RPT di

— . Data Transmittal it

201e 95, DA E,115 £152,491.247.8 [al-] 06/25/2018 3 Check In
Delete

Exception Report

w

)
w
n

PCL CHG RPT Edit
2018 595,99 PU 1,385 £1,809,275.8  yes 06/25/2018 08/23/2018 3 _DataTransmittal ., o .
History/Detail Report Delete
Exception Report o
Records per page: | 100 |3 Records: 1 - 2 of 2 - Pages: 1

5J. 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.

Options | Log Out | Help

Auditor-Controller v2400 Welcome, Test User

Inbox Exempt Parcels Uplead File Document Management  Upload Document Create AIS Form

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: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type < TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs I Report I Action
— PCL CHG RPT di
— . Data Transmittal it
2018 595,59 DA €,115 £152,491.347.85 nog 06/25/2018 3 - it Check In
History/Detail Report Delete
sception Repg ==
PCL CHG RPT Edit
2 599,50 385 B 5 - 06/25/2( 0B/23/2  Hatd iral = eck ©
2018 595.95 PU 1,385 £1,809,275.89 yes 0&6/25/2018 0 22018 3 History, Detail Report Check Out
- Delete
Exception Report
Records per page: | 100 |3 Records: 1 - 2 of 2 - Pages: 1
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5K. Blank Parcel Change Report means that there are no parcel changes for the selected file.

S £ | Find... AR TSI R »[100% |-

Main Report

2018 PARCEL CHANGE FILE PARCEL CHANGE REPORT RUN DATE 06/25/2018 B
AGENCY NUMBER 959.95 UPLOAD DATE 06/25/2018

TOTAL OLD PARCEL CNT:
TOTAL NEW PARCEL CNT:

FILE TYPE: Public Utility File
FILE NAME: PU_2018_59359 xIs

FORMAT STATUS AGENCY NUMBER DA AMOUNT

Done J Trusted sites ¥ - L T

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

options:

¢ Delete the current file from the Inbox and upload new Go to ‘Create the Excel File Input’ (P.33)

file with parcel changes included in the file OR Create the Text File Input’ (P. 42)
o Add new parcels and delete old parcels in Edit mode Go to ‘Correct a File in Edit Mode’ (P. 66)
o Complete Upload Original DA file process AND Go to ‘Upload Correction File and
e Submit parcel changes as corrections Correction Data Transmittal’ (P.100)

& L2 | | Final.. M x a1 ot - [100% |- I
Main Repork

2015  PARCEL CHANGE FILE PARCEL CHANGE REPORT RUN DATE 0B/M1%/2018
AGENCY NUMBER 999.55 UPLOAD DATE 0e/07/2018

TOTAL OLD PARCEL CNT: 13

TOTAL NEW PARCEL CNT: 11
FILE TYPE: Direct Assessment File
FILE NAME: DA_2015_59999 xIs

] PCL FORMAT STATUS AGEMCY MUMBER 0a - AMOUNT
212021412006002 5303019016 A o 899 99 150.00
212021412005002 5808019020 M1 M a
212060119001001  A311003008 M1 o 9599 99 150.00
212050119001001 5311003009 M1 o 999,99 150.00
212050113001001 5511003014 1 N - »
Done " Trusted sites ¥q H100% <
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5L. 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.

Options | Log Out | Help

Auditor-Controller V2400 Welcome, Test User

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

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

[ Open Search Panel Submit ] Refresh
Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type = TXN Count Total DA AMT Valid Status Upload Date Submit Date Dno_r.l Report I Action

2018 593,93 DA 6,115 £152,491,347.89 no = 06/25/2018 3 :‘*:‘I:EC”:E':;E' f|,e—de..t1
- T ; e TooTrTe e e I History/Detail Report I - ':;_|-=-=
RLCEepLion Repor B
i PCL H _RI'-'T Edit
el 595,59 ,385 £1,8¢0 75.85 3 082520 0823 20 = -y o il Check Ou
2018 595.95 PU 1,385 £1,809,275.8 yes 0 52018 0 22018 3 History/ Detail Report n E:I\Ela_:
wception Hepor S

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

5M. 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 Exempt Parcels Upload File Document Management Upload Document Create AIS Form
File History/Detail Report

Fiscal Year 2018
Agency Number 99999
File Type Direct Assessment File

File Name DA_2013_93999.xls

File History
History Updated By Updated Date
Filz has been uploaded User, Agency 05/25/2018
Records: 1 -1of 1
Detail Report
Export Transactions to File
Show Filter - Records: 1 - 50 of 6115 - Pages: 1]2|3]4al5
# Parcel Number Amount Duplicate Comment
1 53201028035 288
2 5301028036 288
3 2301028051 288
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5N. The file will automatically download. Click the Open file button in the web browser Downloads folder
to view the file.

Downloads B Qe 5?’ I'

93930, cay

ol e

See more

50. Locate the rows that have comments/error messages and update the parcel number and/or amount
containing the error.

Page Layout Formulas
r-9 e | =
W 36 Calibri Sl A A= 8 =F Wrap Text Ge
Ez ~
Paste B I U- ¥+ A === £=£=3= EMerge&iCenter - $
Clipboard = Font 1 Alignment 1
D1 7 I Comment
A [ B | = | D | E | F | G | H
1 |# Parcel Number Amount Comment
20 1 5301028035 288
3 | 2 5301028036 288
4 | 3 5301028051 288
> | 4 5301028052 288
& | 5 5301028054 288
T B 5306006001 288
& | 7 5306006024 288
9 | 3 5306006025 288
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5P. To delete the heading row, right click on row ‘1’ and select Delete from the pop-up window.

99999.csv - Excel

Insert Page Layout Formulas Data Review View ACROBAT o Tell
& - - p—
D E‘t{} Calikri 11 - A A T == - %WrapTa{t General
E% -
Paste s B I U- - DA E=EE= =3 EMergeBiCenter - $ - % 2 5
Clipboard Font ra Alignment ] Number
Ay | (Calibri <11 <A AT $ -9 o
B I = Ov- A% 5«
- 1 = | = | = | E | F | G | H | I |
1- - -
1B Comment
Cut
2 | % - 8
9 B Copy a
.q,_ ‘.D Paste Options: 8
5 | “D 8
4] ) 8
T Paste Special...
7 8
a m Smart Lookup a
g | Insert... 8
10 I Delete... IS
11 8
- Clear Contents
12 8

5Q. To delete the Line number and Comment columns, right click on columns ‘A’ and ‘D’ and select
Delete from the pop-up window.

99999.csv - Excel MNguyen, T
Insert Page Layout Formulas Data Review View ACROBAT Q1
"y L L =E=0 = . . .
D 26 Calibri oAl A A = General %Coﬂdltlﬂﬂﬂ Formatting
bact Eg -~ = = = -~ § -0 9 GFormatasTable'
aste - - - - P —
.~ B 11U O A E=3= - 0 38 [39 Cell Styles ~
Clipboard = Font M ] — - — [les
Calibri ~/11 - A" & $ -~ % » &
D1 N % B I =&~ A5
A B c D F 2 G | H 1
1 1 5301028035 288 b Cut
2 2 5301028036 288 By Copy
3 2 5301028051 288 ‘.D Paste Options:
4 4 5301028052 288 = =0 =
- =a =
3 5 5301028054 288 2 = Ld
6 6/ 5306006001 288 Paste Special...
7 7 5306006024 288 Insert
8 8 5306006025 288 [ peeee ]
9 9 5306006048 604.8
Clear Contents
10 10 5306006053 288
11 11| 5308001025 288 Format Cells..
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5R. Enter the agency number in cell ‘C1’.
NOTE: Format cell C1 to Text format if your account number contains leading and/or ending zeros.

99999, csv - Excel

Insert Page Layout Farmulas Data Review

LT Calibri === General | FZ Conditions
. DEIE]* = = $ -0 9 QFormatas'
aste = —
ste « B I U = - €0 oo [£7 Cell Styles |
Clipboard Fant P Alignment P Number P Sty
c1 - B | 999.99
A . ] C D . E . F . G . H .
1 5301023035 ZBEI ‘3‘9‘9‘3‘9'
2 | 5301028036 288
3 | 5301028051 288
4 | 5301023052 288
3 | 5301023054 288
6 | 5306006001 288
7 5306006024 288
8 | 5306006025 288
g | 5300000043 604.8
5S. From the menu bar, select File, Save As.
b¥:| Save As u
e ——
‘c '\..)"l | HADAWeb\2018 Test Files ~| ||| Search 2018 Test Fites o
Organize « MNew folder 4= - @
Microsoft Excel MName . ¥ Date modified Type Size
New @ DA_2018_99999.xls 5/1/2012 1:26 PM Microsoft Excel 97... 346 KB
- Favorites @] PU_2018_99999.xls 4/24/2012 5:34 PM Microsoft Excel 97... 32KB
Open
4 Libraries
Save
Save As L Computer
Save as Adobe € Network
PDF
Print
Share
Export
Publish
Close
File name: DA_2018_99999 x| -
Tt Save as type: ’Excel 97-2003 Workbook (*.xls) -
Authors: Teap, Darren Tags: Add atag Title: Add a title
Feedback
[ Save Thumbnail
Options
+ Hide Folders Tools = [ Save ] ’ Cancel

Page 57 of 133



5T. 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 5V.

[ b¥:| Save As u
KD\ J=[ ) H\DAWeD\2018 Test Files ~ [ |[ Search 2018 Test Fites )
Organize = New folder 4= - @
-
Microsoft Excel Name ¥ Date modified Type Size
@ DA_2018_99999.xls 5/1/2012 1:26 PM Microsoft Excel 97... 346 KB

- Favorites @ PU_2018_99999.xls 4/24/2012 5:34 PM Microsoft Excel 97... 32KB
Open

4 Libraries
Save

L™
Save As 1% Computer
Save as Adobe G‘ Network
PDF
Print
Share
Export
Publish
Close

File name:| DA_2018_99999 x| -
Account Save as type: | Excel 97-2003 Workbook (*.xls) -
Authors: Teap, Darren Tags: Add atag Title: Add a title
Feedback
[ Save Thumbnail

Options

= Hide Folders Tools ~ ﬁ Save l ’ Cancel

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

DA 2018 99999 xls - Excel

Page Layout Formulas Data Review View ACROBAT

& - j—
D % Calibri 11 - A A T == - %‘Wrame{t General 1
Eg -
Paste o B I U -~ - &v_&v = = = £= 3= I"m-"lf:rgf:Bq'.Cls:ntf:rv $-9% » 4
Clipboard Font P Alignment P Mumber
D1 v fe | 999.99
A . B . C ] E . F . G . H . || . ]
1 1 5301028035 2&8' 99‘3.9‘31
2 | 2 5301028036 288
3 | 3 2301028051 288
4 | 4 2301028052 288
3 | 5 5301028054 288
& | il 5306006001 288
7| 7 3306006024 288
8 | 8 2306006025 288
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5V. 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.

- R
bt Save As M
.'H‘. - —
4 '\_j' | ] v‘ - | | Search 2018 Te. 2 |
Organize + MNew folder EER (7]
Microsoft Excel MName Date modified Type Size
e Mo items match your search.
- Favorites 1=
Open
4 Libraries
Save
'E,
Save As M Computer
Save as Ado ‘_ Netwark g
PDF
H
Print [|
Share
Export
Publish
Close
File name: | DA_2018_99999,csv -
Jy—— Save as type: | CSV UTF-8 (Comma delimited) (*.csv) VI
Authors: Teap, Darren Tags: Add atag Title: Add a title
Feedback
Options ~ Hide Folders Tools - l[ Save l [ Cancel ]
— |

5W. Click the Yes button when the pop-up message appears.

Microsoft Office Excel [z|

DA 2018 99999 csv may contain features that are not compatible with C5V (Comma Delimited). Do you want to keep the workbook in
this format?

+ T keep this format, which leaves out any incompatible features, click Yes,
+ To preserve the Features, click Mo, Then save a copy in the lakest Excel Format,
+ To see what might be lost, click Help.

Y
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5X. The Detail file extension has been updated to .csv in the example below. Click the ‘X’ to close the
application.

Da_201
Insert Page Layout Formulas [ View ACROBAT Q Tell mi
& - - jp—
D E‘%' Calibri 11 A A T == ‘F}‘* %WrapTﬂt General
E@ -
Paste 1? B I U - i~ {‘47_&7 = = = e£= 3= Merge&Center* $-9% » %
Clipboard Font Ta Alignment Ta Mumber
D1 = £ || 999.99
A . B . C . D . E . F . G . H . I . J
1] 1 5301028035 288 999.99
2 2 5301028036 288
3 | 3 5301028051 288
4 | 4 5301028052 288
S5 | 5 5301028054 288
6 | i} 5306006001 288
7 | 7 5306006024 288
g | 8 5306006025 288

5Y. Click the NO button when the pop-up message appears.

Microsoft Excel g

Want to save your changes to
‘2018_999.99_Public_Utility_File.csv'?

o) [oomisme] (Ccamen
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5Z. Locate the folder where you saved the .csv file, right click on the file and select Open With, Choose
Program...

Mame Date modified Type Size
|® Da_2018 99999, cav SRR e AT A b4--nsoft Excel C... 133 KB
B DA_2018 09999 xls Open bsoft Excel 07... 429 KB
B PU_2018 99999 xIs Print boft Excel 97... 32KB
Edit
1-Zip 3
CRC SHA 3
B Convert to Adobe PDF
#= Convert to Adcbe POF and EMail
[of  Edit with Motepad++
Open with » Excel 2016
E Open with TextPad Mj Motepad
B  Scan for threats... 'E' WordPad
Always available offline Choose default program...

5AA. Select Notepad and click the OK button.

w1
Open with —— ﬁ

= Choose the program you want to use to open this file:

File: DA_2018_99999.csv

Recommended Programs

X g Excel 2016 7] Motepad
Microsoft Corporation S § Microsoft Corporation
WordPad

.;,_ Microsoft Corparation

Other Programs v

Always use the selected program to open this kind of file

If the program you want is not in the list or on your computer, you can look for the appropriate program on the

Weh,
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5BB. The .csv file will open in Notepad.

"] DA_2018_99999.csv - Notepad L= | E e

File | Edit = Format View Help

3301028035,288,999,99 -
3301028036, 288, W
3301028051, 288, =
3301028052, 288,

5301028054, 288,

33060060001, 288,

5306006024 ,288,

5306006025, 288, |
5306006048,604. 8,
5306006053, 288,

5CC. To save as .txt file, click File, Save As...

| DA_2018_89999.csv - Notepad l EM
File | Edit Format View Help
Mew Ctrl+M |+
| Open... Ctrl+0 L
Save Ctrl+5
I Save As... Il
Page Setup...
| Print... Ctrl+P =
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5DD. Delete the .csv extension from the File Name and click the Save button.

-

~
| Save As u
—
" - e
UUV| = Samples for manual » 2018 Test Files - |“'—f| | Search 2018 Test Files 0 |
Organize Mew folder 4= - (7]
MName Date modified Type Size

> { Favorites

] Mo itemns match your search,
> = Libraries

i 1M Computer

H G‘! MNetwork
4| I} r
File name:| DA_2018 99999 | -
Save as type: lTex:t Documents (*.bd) v]

<« Hide Folders Encoding: [UTF—S v] I Save I Cancel
[

S5EE. The file extension has been updated to .txt.

[
[o]

| DA_2018_99999.txt - Notepad

_

File Edit Format View Help

5301028035,288,999,99 -
5301028036,288, K
5301028051, 288, i
5301028052 ,288,
5301028054 ,288,
53000060001, 288,
5306000024 ,288,
53060060025,288,
53060060048,604. 8, i
5306006053, 288,
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5FF. Click the Data Transmittal link under the Report column to verify the Total Parcel Count and DA
Amount. NOTE: Please review the Data Transmittal immediately after file upload, to insure the total
expected parcels and assessment amount were uploaded completely.

Options | Log Out | Help

Auditor-Controller V2400 Welcome, Test User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

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

l Open Search Panel H Submit H Refresh l

Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type & TXN Count Total DA AMT Valid Status Upload Date Submit Date Dnr_f.l Report I Action
S cdr
2 EEER-L] A 115 £152,491,347.83 L 06425/ P . Check In
2018 999.55 DA 6,11 £152,491.247.8 no Q0 5/2018 3 History/ Detail Repart I f _I
- Delete
Exception Report
PCL CHG RPT =1
— - Edit
2018 555,99 PU 1,385 $1,809,275.89  yes Eﬂn'.! 06/25/2016 08/23/2018 3 - Dt 'a”“a' Check Out
Exception Report EE
Records per page: |100 | Records: 1 - 2 of 2 - Pages: 1

5GG. 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. 66).
¢ 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. 87).
¢ The Auditor requires a signed Data Transmittal as 1 of the 4 Legal Documents.

DATE:  June 25, 2018

TO: Department of Auditor-Controller
Property Tax Services Division
Direct Assessment Unit
ATTN: Evelyn Ramirez

FILE TYPE: Public Utility File
AGENCY ACCOUNT NUMBER: 999.99

BILL DESCRIPTION: Test Agency
TOTAL ASSESSMENT AMOUNT: $1,809,275.89
TOTAL PARCEL COUNT: 1,385

This is to certify that the Total Assessment Amount and Total Parcel Count for cur Agency Account Number listed
abowve is comect and that we are authorized to add this Direct Assessment amount onto the Fiscal Year 2018-2019
Secured Tax Roll (STR).

Authorized By:

Signature Date Signed

Mame and Title:

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

Primary Contact

Mama and Title:

Fhone Mumber:

Email Address:
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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. 66).
e To upload documents, proceed to ‘Upload Legal Documents’ section (P. 87).

Options | Log Out | Help

Auditor-Controller V2400 Welcome, Test User
Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form
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 Panel Submit ] Refresh
Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type & TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
PCL CHG RPT di
5 S R R - PR Data Transmittal cl E "
2018 595.59 DA 6,115 £152,491,347.89 [al:] 06/25/2018 3 History/Detail Repart Check In
. Delate
Exception Report
PCL CHG RPT di
. - — ey Data Transmittal b kE_, gt
2018 599.95 PU 1,385 %1,809,275.89 yes 06/25/2018 08,/23/2018 3 History/Detail Report Check Out
- Delete
Exception Report
Records per page: | 100 k-3 Records: 1 - 2 of 2 - Pages: 1
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CORRECT THE DATA FILE IN EDIT MODE

6A. 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. [f 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.

Options | Log Out | Help

Auditor-Controller v 2400 Welcome, Test User
Inbox Exempt Parcels Upload File Document Management Upload Document  Create AIS Form
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 l [ Submit ] [ Refresh l
Records: 1 - 2 of 2 - Pages: i
Fiscal Year Agency # File Type <« TXMN Count Total DA AMT valid Status Upload Date Submit Date Docs Report Action
Data Transmittal Edit
2 253,35 2 115 £152,491,347.85 . 0E/25/ 21 ~ Da an tta —
2018 EEER-E Da 6,11 £152,491,347.8 no 0&/25/2018 3 History/ Detail Report heck In
- Delete
Exception Report
PCL CHG RPT i
. . Data Transmittal k = :
5 99,38 285 8 .89 \ 06,25/ 20 082321 = - Check Ou
2018 ECER-L PU 1,38 £1,803,275.85 yes 06/25/2018 08/23/2018 3 History/ Detail Report h E=E|=-=
Exception Report S
Records per page: | 100 || Records: 1 - 2 of 2 - Pages: i

6B. Click the Action drop-down box to view a list of menu options.

Options | Log Out | Help

Auditor-Controller v2334 Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Edit DA File

Go Back to Inbox/Check In
Fiscal Year 2018 Submit the File to the Auditor

Delete
Reset

File Type Direct Assessment File
File Name DA_2013_ 99993 xls

Agency Mumber 995949

Remark

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

Go Back to Inbox/Check In Brings you back to the Inbox with the flle_checked in and aIIo_ws otr_ler users who
have access to the agency number to edit, delete and submit the file.

Submit the File to the Auditor | Submits the agency file to the Auditor for review.

Delete Deletes the agency file.

Resets changes on File type and Agency Number (must be done before clicking

Reset on the Update link).
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6C. Verify the following on the Edit page:

o 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 All red 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. 69.

Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Edit DA File

Action | [Select One] W

Fiscal Year 2013
Agency Number 99599
File Type Direct Assessment File

File Name DA_2013_9999%.xis

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.

Show Filter - Records: 1 - 50 of 6115 - Pages: 112|245

= Parcel Number Amount Duplicate Comment -

13 5864 023 009 150.00 * Parcel number must be 10 digits Edit | Delete

¢ Parcel number must be zll numeric

2452 5315002801 604,80 ¢ Parcel number cannot ba non-zssessable parcels Edit | Delete
3 581200601 150.00 ¢ Parcel number must be 10 digits Edit | Delete
4 581200601G 150.00 ¢ Parcel number must be all numeric Edit | Delete
7 5820005014 150150150.00 ¢ Diract assessment amount exceads the limit of 59,599,393.35 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.

Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Edit DA File

Action | [Select One] '

Fiscal Year 20138
Agency Number 99999
File Type Direct Assessment File

File Name DA_2013_899999.xls

Remark

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

Show Filter - Records: 1 - 50 of 6115 - Pages: 1/2|312l5

# Parcel Number Amount Duplicate [Comment -

5048 5320005905 504,80 & Parcel number cannot b2 non-zssessable parcels Edit | Delete
12 5864 023 009 150.00 " Parcel member must be ail momaric e
2452 5315003301 504,80 # Farcel number cannot be non-zssessable parcals Edit | Delete
3 581200601 150.00 » Parcel number must be 10 digits Edit | Delete
4 5812006016 150.00 s Parcel number must be zll numeric Edit | Delete
7 5820009014 150150150.00 ¢ Direct assassment amount exceeads the limit of 39,993,353.9% Edit | Delete
] 5808009024 150,04 ® Invzlid Direct Assessment Amount Edit | Delete
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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
2348654301
If the first four digits of the
Parcel number cannot be Parcel number is less than 5934820883 Delete or update
non-assessable for DA file ‘8900’ then the last 3 digits must — parcel
not end between 800-999
8584827999
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
876%$432100
. 8999 999 999
Eg;gz: 23222; mgzi Ez ;I(I) r?t:grgzyric No spaces or dashes allowed 8765432100
899-999-9999
paroel pumber cannot start with 9" | pa file cannot start with ‘9’ 9876543210 8765432100
Ea”]fif; number must start with 9°for | 5 16 st start with ‘9 8765432100 9876543210
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
Eéﬁﬁt/:ssessment amount must be Amount cannot be negative -1234.50 1234.50
Direct Assessment Amount cannot .
exceed two decimal points: XX.XXX Format is not XXXX.XX 1,234.567 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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6D. For parcel number and amount corrections, click the Comment header twice until there is a down

-

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

Options | Log Out | Help

Auditor Controller . y Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Edit DA File

Action | [Select One] v

Figcal Year 2018
Agency Mumber 99999
File Type Direct Assessment File

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 33988 - Pages: i|l2]2|4|5

# Y Parcel Number Amount ICommerﬂ I — I
1 Se38008017 150.00 Edit | Delete
2 5657022011 15000 Edit | Delete

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

# Parcel number must be all numeric
4 581200601G 150.00 Edit | Delete

3 5812006020 150.00 Edit | Delete

# Duplicate Parcel
=1 5812006020 150.00 Edit | Delete

#* Direct assessment amount exceeds the limit of 55,355,535.55
7 SB8Z0003014 150150150.00 Edit | Delete

# Invalid Direct Assessment Amount
=1 S808009024 150.0A Edit | Delete

® Only corrections can have $0 value
3 5812014024 0.00 Edit | Delete

# Parcel number cannot start with 9 for DA file
10 5806013009 150.00 Edit | Delete

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

* Amount cannot exceed two decimals:150.005
12 5637004003 150.005 Edit | Delete

# Parcel number muost be 10 digits
13 5864 023 009 150.00 # Parcel number must be all numeric 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

(S

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Auditor Controller . y Welcome, Agency User

Edit DA File

Action | [Select One] W

Fiscal Year 2018
Agency Mumber 99999
File Type Direct Assessment File

File Name DA_2013_93999 x5

Remark

Mumber 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 33988 - Pages: i|l2]2|4|5

# & Parcel Humber I Amount I Comment I

1 Se38008017 150.00 Edit | Delete

2 5657022011 15000 Edit | Delete
# Parcel number muost be 10 digits

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

4 581200601G 150.00 Edit | Delete

o 5812006020 150.00 Edit | Delete
# Duplicate Parcel

=1 5812006020 150.00 Edit | Delete

#* Direct assessment amount exceeds the limit of 55,355,535.55

7 SB8Z0003014 150150150.00 Edit | Delete
# Invalid Direct Assessment Amount

=1 S808009024 150.0A Edit | Delete
® Only corrections can have $0 value

=] 5812014024 0.00 Edit | Delete
# Parcel number cannot start with 2 for DA file

10 5806013009 150.00 Edit | Delete

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

* Amount cannot exceed two decimals:150.005
12 5637004003 150.005 Edit | Delete

# Parcel number muost be 10 digits
13 5864 023 009 150.00 # Parcel number must be all numeric Edit | Delete
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6E. The first error displayed on the list is a duplicate parcel. To search for the duplicate parcel number,
click the Show Filter link.

Options | Log Out | Help

Auditor Controller \ y Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Edit DA File

Action | [Select One] '

Fiscal Year 2018
Agency Mumber 99299
File Type Direct Assessment File

File Name DA_2013_99998.xls

Remark

The File Type and Agency Number cannot be updated in Edit mode. If the File Type or Agegoydumberwas uploaded incorrectly, delete the file and re-upload.
Show Filter Records: 1 - 50 of 5988 - Pages: i|12|2|4|5

# Parcel Humbar Amount Comment -

# Duplicate Parcel
= 5812006020 150.00 Edit | Delete

# Direct assessment amount exceeds the limit of 95,9595,955.,599
7 5820005014 150150150.00 Edit | Delete

# Invalid Direct Assessment Amount
8 5808005024 150.0A Edit | Delete

# Only corrections can have £0 value
9 5812014024 0.00 Edit | Delata

# Parcel number cannat start with 5 for DA file
10 9808015009 150.00 Edit | Delete

# Direct sssessment amount must be positive
i1 5657004002 -150.00 Edit | Delete

# Amount cannot exceed two decimals:150.005
12 5657004003 150.005 Edit | Delete

Parcel number must be 10 digits
i3 5854 023 009 150.00 # Parcel number must be all numeric Edit | Delete

# Parcel number muost be 10 digits

=2 S81z200601 150.00 Edit | Delete
# Parcel number must be zall numeric

) 581200601G 150.00 Edit | Delete
# Parcel number cannot be non-zssessable parcals

5511 5819008987 150.00 Edit | Delete

2050 Se57017002 150.00 Edit | Delate
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6F. 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’.

Options | Log Out | Help

Auditor Controller

Welcome, Agency

Inbox Exempt Parcels Upload File Create AIS Form

Edit DA File

Action | [Select One] v

Document Management  Upload Document

Fiscal Year 2018
Agency Mumber 99299
File Type Direct Assessment File

File Name DA_2013_09999.xls

Remark

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

Apply Filter | Hide Filter - Records: 1 - 50 of 5988 - Pages: i|2|2|4|5
# Parcel Number Amount Comment
| Equal To |Equal Ta | %
|5812006020| |

® Duplicate Parcel

& S81z00s020 150.00 Edit | Delete
# Direct assessment ameunt exceads the limit of 99,993,995.53

7 S820009014 150150150.00 Edit | Delete
® Invalid Direct Assessment Amount

8 5808009024 150.04 Edit | Delete
® Only corrections can have $0 value

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

10 9806015009 150.00 Edit | Delete
& Direct assessment amount must be positive

11 5637004002 -150.00 Edit | Delete
® Amount cannot exceed two decimals:150.005

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

12 5864 022 009 150.00 # Parcel number must be all numeric Edit | Delete
® Parcel number must be 10 digits

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

) 581200601G 150.00 Edit | Delete
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6G. 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 Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Edit DA File

Action | [Select One] w

Fiscal Year 2018
Agency Mumber 999939
File Type Direct Assessment File

File Name DA_2018_9%999.xls

Remark

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

Apply Filter | Hide Filter | Remowve Filter - Records: 1 - 50 of 5988 - Pages: 112|245

# Parcel Humber Amount Comment -

|Equa|Tc B8 |Equal Ta |

| 5812006020 [ |

& Duplicate Parcel

[} 5812006020 150.00 Edit | Delete
5 5812006020 300.00 Edit | Delete
Records per page: |50 || 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 | Remove Filker - Records: 1 - 50 of 5988 - Pages: i|2|2|4a|5
# Parcel Humber Amount Comment hd
|Equal To | |Equal To |
| 5812006020 [
# Duplicate Parcel
=1 S812006020 150.00 Edit | Delete
Records per page: |50 | Add New
Apply Filter | Hide Filter | Remove Filter - Records: 1 - 50 of 5987 - Pages: 1/]2]|2]|4]|5
# Parcel Humbar Amount Comment -
|Equa|To &4 |Equa|To |
| 5812008020 [ |
# Duplicate Parcel
[ ||581.2DDGEI2EI _| | 150.00 | Updatel| Cancel
Records per page: |50 -4 Add New
Apply Filter | Hide Filter | Remowve Filter - Records: 1 - 50 of 5387 - Pages: R R - O Y B S -
# Parcel Humber Amount Comment -
| Equal To |
| 5812008020 | |Equal To | ¥
= 5812006020 | Edit | Deleta
Racords per page: |50 [ Add Hew
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6H. Click the Remove Filter link to bring back the list of errors.

Options | Log Out | Help

Auditor Controller V2294 Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document  Create AIS Form

Edit DA File

Action | [Select One] e

Fiscal Year 2018
Agency Mumber 99299
File Type Direct Assessment File

File Name DA_2018_99998 xis

Remark

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

Apply Filter | Hide Filter]] Remove Filter | - Records: 1 - 50 of 5987 - Pages: i|l2]|2|4|5
# Parcel Humber Amount Comment -
| Equal To | ¥ |Equal Ta |3
| 5812006020 | | |
=1 5812008020 150.00 Edit | Delete
Records per page: |50 || Add New

6l. Click the Hide Filter link to hide the parcel filter panel.

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

Edit DA File

Action | [Select One] w

Fiscal Year 2018
Agency Number 993.59
File Type Direct Assessment File

File Name DA_2013_99989.xs

Remark

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.

Apply Filter Hide Filter |- Records: 1 - 50 of 5987 - Pages: i|2|2|4|5
# Parcel Number Amount Comment b
| Equal Te | ¥ |Equal Ta | ¥
| | \
® Direct assessment amount excesds the limit of 9%,955,555.595
7 5820005014 150150150.00 Edit | Delete
# Invalid Direct Assessment Amount
a 5808005024 150.0A Edit | Delete
® Only corrections can have 30 valus
] 5812014024 0.00 Edit | Delete
®* Parcel number cannot start with 9 for DA file
10 5806015005 150.00 Edit | Delete
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6J. To edit an amount, click on the Amount field, enter the updated amount in the text box and click
the Update link.

Options | Log Qut | Help

(S

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Auditor Controller e : Welcome, Agen

Edit DA File

Action | [Select One] W

Fiscal Year 2018
Agency Number 999.99
File Type Direct Assessment File

File Name DA_2018_95999 xis

Remark

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

Show Filter - Records: 1 - 50 of 5987 - Pages: i|2|2|4|5
# Parcel Number Amount Comment hi
# Direct assessment amaount exceeds the limit of 99,5955,9595,359
r | 3820005014 | |].5D.EIEI Update | Cancel
# Invalid Direct Assessment Amount
8 5808009024 150.04 Edit | Delete

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

#* Parcel number cannot start with 9 for DA file
10 5806019009 150.00 Edit | Delete

# Direct essessment amount must be positive
11 Se37004002 -150.00 Edit | Delete

#* Amount cannot exceed two decimals:150.005
12 Se37004003 150.005 Edit | Delete

Parcel number must be 10 digits
i3 5864 022 009 150.00 # Parcel number must be all numeric Edit | Delete

# Parcel number must be 10 digits

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

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

5511 5819008987 150.00 Edit | Delete

3812 5812025052 150.00 Edit | Delete
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6K. 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 Out | Help

Auditor Controller V2294 Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create ALS Form

Edit DA File

Action | [Select One] e

Fiscal Year 2013
Agency Number 999.99
File Type Direct Assessment File

File Name DA_2013_95999.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: 1|2|2]|4|5

#k Parcel Number Amount Comment -

# Invalid Direct Assessment Amount
8 5808003024 150.04 Edit | Delete

#® Only corrections can have 30 valus
= 5812014024 0.00 Edit | Delete

# Pzrcel number cannot start with S far DA filze
10 58060159009 150.00 Edit | Delete

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

* Amount cannot exceed two decimals: 130.005
12 Se37004003 150.005 Edit | Delete

# Parcel number must be 10 digits
13 S864 022 009 150.00 # Pzrcel number must be all numeric Edit | Delete

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

# Parcel number must be all numeric
4 581200601G 150.00 Edit | Delete

# Pzrcel number cannot be non-zssesssble parcels
5511 S819008987 150.00 Edit | Delete

3812 5812025052 150.00 Edit | Delete
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6L. 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 Out | Help

Auditor Controller . ; Welcome, Agenc)

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Edit DA File

Action | [Select One] W

Fiscal Year 2018
Agency Number 98989
File Type Direct Assessment File

File Name DA_2013_99999 s

Remark

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

Show Filter - Records: 1 - 50 of 5987 - Pages: i|2|2|4|5
# Parcel Number Amount Comment hd
# Invalid Direct Assessment Amount
2 S802003024 150.04 Edit | Delete
# Only corrections can have $0 value
=] 5812014024 0.00 Edit | Delete
R e # Parcel number cannat start with 8 for DA file
10 | 7eos013009 [} |[is50.00 | Update | Cancel
# Direct assessment amount must be positive
11 5657004002 -150.00 Edit | Delete
# Amount cannot exceed two decimals:150.005
12 Se37004003 150.005 Edit | Delete

# Parcel number must be 10 digits
13 S864 022 009 150.00 # Pzrcel number must be 2l numeric Edit | Delete

# Parcel number must be 10 digits

2 581200601 150.00 Edit | Delete
#* Parcel number must be all numeric

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

5511 5819008987 150.00 Edit | Delete

3812 5812025052 150.00 Edit | Delete

28132 S8170322042 150.00 Edit | Delete

Page 78 of 133



6M. 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 errors are fixed.

Options | Log Out | Help

Auditor Controller Welcome, Agency

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

Edit DA File

Action | [Select One] v

Fiscal Year 2013
Agency Number 98989
File Type Direct Assessment File

File Name DA_2018_89999 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: 1|2|2|4|5

# Parcel Number Amount ‘Comment -

a1z Sg81z2025052 150.00 Edit | Delete
3813 5817033042 150.00 Edit | Delete
814 S816023020 150.00 Edit | Delete
3815 5817029019 150.00 Edit | Delete
3816 5812008035 150.00 Edit | Delete
3817 5815025010 150.00 Edit | Delete
3818 S806021006 150.00 Edit | Delete
3815 5812023032 150.00 Edit | Delete
3820 5812023033 150.00 Edit | Delete
3821 5812023018 150.00 Edit | Delete
Igzz S812023019 150.00 Edit | Delete
3823 5812023020 150.00 Edit | Delete
D824 5810022010 150.00 Edit | Delete
3825 5658005007 150.00 Edit | Delete
3826 5864037008 150.00 Edit | Delete
2827 56538011010 150.00 Edit | Delete
3828 5816004003 150.00 Edit | Delete

Page 79 of 133




6N. To add a new row, scroll to the bottom of the Edit page and click the Add New link.

35 5811015013 i50.00
36 5657009013 i150.00
27 5816002010 150.00
28 5657025001 150.00
z9 5817032032 150.00
40 5813005025 150.00
41 5815003002 i50.00
42 5806009003 150.00
43 5806019008 150.00
4 5808012011 150.00
43 5817017051 150.00
46 5864021016 150.00
47 5814024001 i50.00
48 5864009021 150.00
45 5822031033 i50.00
S0 5817038011 150.00
Grand Total TXN CNT Total Amount
Total 5,987 £898,050.00
Records per page: | 50 | ¥

Records: 1 - 50 of 5987 - Pages:

Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete

Edit | Delete

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

36

38
339

40

42
43

44

48
49

50

Grand
Total

5657009013 150.00
5816003010 150.00
5657025001 150.00
5817033032 150.00
5813005035 150.00
5815003002 150.00
5806009003 150.00
5806015008 150.00
5808013011 150.00
5817017051 150.00
5864021016 150.00
5814024001 150.00
5864005021 150.00
5822031033 150.00
5817038011 150.00
|8777777777 [| [1s0.00]

Total TEN CNT
3,987

Records per page: | 30

Total Amount
£8598,050.00

Al

m - Records: 1 - 50 of 5987 - Pages:
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Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete
Edit | Delete

Edit | Delete




6P. Once the data file has been saved, the new record is added to the end of the list and assigned the
next row number.

5574 58120159011 150.00 Edit | Delete
5975 5806007006 150.00 Edit | Delete
5976 5812011027 150.00 Edit | Delete
5977 5816005009 150.00 Edit | Delete
5978 5817030035 150.00 Edit | Delete
5973 5821012001 150.00 Edit | Delete
5980 5815013058 150.00 Edit | Delete
3981 5811016032 150.00 Edit | Delete
3982 5864022013 150.00 Edit | Delete
5983 5817030025 150.00 Edit | Delete
3584 5864006023 150.00 Edit | Delete
5985 5812017005 150.00 Edit | Delete
5986 3822004004 150.00 Edit | Delete
3987 5814013010 150.00 Edit | Delete
5988 53806017704 150.00 Edit | Delete
sl BTTTITITITT 150.00 Edit | Delete
Grand Total TEN CNT Total Amount

Ioial = o o= 500 no

Records per page: | 50

Add New

- Records: 5951 - 5988 of 5988 - Pages:

116 | 117 | 118 | 119 | 120

6Q. To delete a record, click the Delete link associated with the row that needs to be deleted.

3974

9975

3976

5977

3978

5979

3380

3981

3382

33982

53984

3985

3986

5987

3988

59991

Grand
Total

5812019011

SB06007006

5812011027

5816005009

S5B17030035

5821012001

5815013058

5811016032

SB64022013

5817030025

SB64006023

5812017005

SB22004004

5814013010

SBO06017704

BIFTITITI?

Total TXN CNT

3.988

Records per page: |50

150

150

150

150

150

150

150

150

150

150

150

150

150

150

150

150

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

Total Amount

£898,200.00

¥

Add New

Records: 5951 - 5988 of 5988 - Pages:

Edit |
Edit |
Edit |
Edit |
Edit |
Edit |
Edit |
Edit |
Edit |
Edit |
Edit |
Edit |
Edit |
Edit |

Edit |

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Edit

Delete
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6R. When the pop-up message appears, click OK to delete or Cancel to keep the record.

3574 5812019011 150.00 Edit | Delata
5975 5806007006 150.00 Edit | Delete
5976 5812011027 150.00 Edit | Delete
5977 5816005009 ; . Edit | Delete
5978 5817020035 Message fl'l]ITI WEhpag‘E E| Edit | Delete
5979 5821012001 ) Edit | Delete
2980 s815013058 \.?/ #Are you sure you wank ko delete the parcel? Edit | Delate
5981 5811016032 Edit | Delata
5982 5864022013 | fe )4 | [ ':EIrIl:EI Edit | Delete
5983 5817030025 Edit | Delete
9584 S8e4006023 150.00 Edit | Delete
5985 5812017005 150.00 Edit | Delete
o986 S8ZzZ004004 150.00 Edit | Delete
5987 5814013010 150.00 Edit | Delate
5988 5806017704 150.00 Edit | Delete
5991 BIFFITITIFT 150.00 Edit | Delete
Grand Total TXN CNT Total Amount

Total 5,988 $8598,.200.00

Records per page: |50 | ¥ Add New - Records: 5951 - 5988 of 5988 - Pages: 116 | 117 | 118 | 119 | 120

6S. 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 v2334 Welcome, Agency User

m Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

Edit DA File

Action elect One
Go Back to Inbox/Check In
Fiscal Year 2018 Submit the File to the Auditor
Delet
Agency Mumber 99528 RE:;

File Type Direct Assessment File

File Name DA_2013_99999.xis

Remark
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6T. 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 6A to 6S.

Auditor-Controller V2400
Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form
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 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type =+ TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
PCL CHG RPT Edit
2018 999.99 DA £,104 $2,339,388.29 | yes 06/25/2018 3 Hi Data Transmittal § - 1 o,
Exception Report Delete
PCL CHG RPT Edit
. - P o Data Transmittal -
2018 999.95 PU 1,385 51,809,275.89 yes 0&6/25/2018 08/23/2018 3 o - Check Out
History/Detail Report Delete
Exception Report o
Records per paga: |100 | = Records: 1 - 2 of 2 - Pages: 1

6U. Click the PCL CHG RPT link under the Report column to view the Parcel Change Report.

Auditor-Controller V2400

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

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: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type 4 TXM Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
= § meecac R
2 Q99,99 A LA £7.3 g v 06,25/ 21
2018 5959.59 DA &,104 £2,3329,388.25 yes 0&/25/2018 3 History/ Detail Report Check Out
- Delete
Exception Report
PCL CHG RPT di
5 1 Data Transmittal Edit
2018 535.55 PU 1,385 £1,809,275.89 yes 0&6/25/2018 08/23/2018 3 - 5 Check Out
History/Detail Report
- Delete
Exception Report
Records per page: | 100 | Records: 1 - 2 of 2 - Pages: i
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6V. Blank Parcel Change Report means that there are no parcel changes for the selected file.

.Y
il =y | Find... & % [ 1011 - [100% |- 1
Main Report
2018 PARCEL CHANGE FILE PARCEL CHANGE REPORT RUN DATE D6/25/2018
AGENCY NUMBER 999.99 UPLOAD DATE D6/25/2018 L
TOTAL OLD PARCEL CNT:
TOTAL NEW PARCEL CNT:
FILE TYPE: Direct Assessment File
FILE NAME: DA 2018 99999 xls
D PCL FORMAT STATUS AGEMNCY NUMBER DA AMOUNT
b
Done 7 Trusted sites Fy v W00 -

NOTE: Print or Export (refer to P. 28) the Parcel Change Report if it is not blank and proceed with
the following options:

¢ Delete the current file from the Inbox and re-upload Go to Create the Excel Input Data File (P. 33)
new file with parcel changes included in the file or Create the Text Input Data File (P. 42)
e Add new parcels and delete old parcels in Edit mode | Go to Correct the Data File in Edit Mode (P. 66)
e Complete Upload Original DA File process AND Go to Upload Correction File and Correction Data
o Submit parcel changes as corrections Transmittal (P. 100)

6W. Click the Data Transmittal link under the Report column to view the document and verify the Total
Parcel Count and DA Amount.

Auditor-Controller V2400

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

|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 QOpen Search Panel H Submit H Refresh ]

Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency#  FileType 4 TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Action
— PCL CHG RPT di
— ) Data Transmittal Edit
2016 999.95 DA £,104 $2,339,388.23 yes 06/25/2018 3 Check Qut

History, Detall Repor

Exception Report Delate

PCL CHG RPT di
' ” Data Transmittal kE :

b 099, 95 385 a g . 06 25/ 2 0823720 he O
2018 599.95 PU 1,385 $1,809,275.89 yes 06/25/2018 08/23/2018 3 History, Detail Report C LE'eldal—_:

Exception Report

Records per page: | 100 | Records: 1 - 2 of 2 - Pages: 1
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6X. 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. 66).

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.87).

DATE: February 17, 2023

TO: Departrnent of Auditor-Controlles
Property Tax Services Divigion
DOirect Assessmeant Unit =
ATTH: Evelyn Ramirez

FILE TYPE: Direct Assessment File
AGENCY ACCOUNT NUMBER: 840949

BILL DESCRIPTION: LA County Test
TOTAL ASSESSMENT AMOUNT: £2,339,388.29

TOTAL PARCEL COUNT: 6104

This i to cartily that the Todal Assessmant Smount and Total Parcel Gousl for our Agendy Actount Numiber listed
a0y is commect and that wo are suthosized b0 @dd this Direct Asssssmant amound onbe the Fisal Year 201825
Secunsd Tax Raoll {ETR).

e

Buthorized By -
Bagnature Dt Bigynied

Pelaimad and Tithe:

Hihare are any probiems relating 1o the data provided, please call:
Primary Corfact:

Maswax and Tike:

Phiie Mumniss:

Emal Address

Seocmdary Conmact (i apolicabde):

Blasay and Tikhe:

Phinie MumnEssr:

Emad Address

Ramindar: Pleasa check for axcaptions by cicking "DA Excoption Repor™ undar Halp ma oplions
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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.87).

Auditor-Controller V2400

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

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 J

Records: 1 - 2 of 2 - Pages: i
Fiscal Year Agency # File Type =+ TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
PCL CHG RPT Edit
2018 999.99 DA 6,104 $2,339,388.23  yes 06/25/2018 3 _ DataTransmittal o) o,
History/Detail Report Delete
Exception Report
PCL CHG RPT Edit
i _, S - Data Transmittal
2018 999.95 PU 1,385 51,809,275.89 yes 0&6/25/2018 08/23/2018 3 o - Check Out
History/ Detail Report Delete
Exception Report
Records per paga: |100 | = Records: 1 - 2 of 2 - Pages: 1
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UPLOAD LEGAL DOCUMENTS

7A. 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. 113).

7B. To upload legal documents, click the Upload Document tab.

Auditor-Controller v2400

Inbox Exempt Parcels Upload File Document Management Upload Document | Create AIS Form

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 Subrmit ] Refresh
Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type &« TXN Count Total DA AMT valid Status Upload Date Submit Date Docs Report Action

— PCL CHG RPT Edit

2018 999.99 DA 6,104 $2,333,388.25  yes k| 06/25/2018 3 _ DataTransmittal .
History/Detail Report

- Delete
Exception Report

)
i)
o
)
[e)

PCL CHG RPT .
) - Data Transmittal i
PU 1,385 $1,809,275.85 yes 06/25/2018 08,/23/2018 3 History/ Detail Report Check Out

Delete

2018
Exception Report

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

7C. 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 Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload Document

1. 5elect document type:

[Select One] +

[Selact One]
Eilling Agreement

Resolution/Ordinance
Agency Information Sheet

Data Transmittal

Engineer's / Misc. Report [Supporting doc]
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7D. 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).

Auditor-Controller

V3334 Welcome, Agency User
Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form
1. Select document type:
[ Billing Agreement + |
-Z.selectagency number 1o upload:
444,44 555.55 666.56 77177 g38.88 » 999.50
» 993.95 » 939.57 » 993.98

» 599,59

idate selected agency number

dllC
[vicne ]
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7E. Under step 4, click the Browse button to upload the document.

Inbox Exempt Parcels Upload File Document Management

Upload Document

1. Select document type:

2. Select agency number to upload;

666.66 888.88

» 599.58

444,44

» 599,595 » 599,59

3. Validate selected agency number

4, Select Document to upload: PDF Format Only

[ no files selected ]

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

[ Upload ” Reset ]

Upload Document

» 599,50

Create AIS Form

7F. Select a .PDF document to upload and click the Open button or double click on that document.

Documents must be in .PDF format.

&« v <« DA » DAWeb » Legal Documents v O

Organize » New folder

Mame

7 Quick access
" Sample Engineer_Misc.pdf

@ OneDlrive - County of Los Angeles
[ This PC "L Sample COR1 DataTransmittal pdf
"L Sample DataTransmittal.pdf

=¥ Network
"L Sample Resolution-Ordinance.pdf

"L Sample Billing Agreement.pdf
2016
2015
2014
2013
2012

€

File name: | Sample Billing Agreement.pdf V|

"L DA Agencies with no Billing Agreement.pdf

"L Sample Agency Information Sheet.pdf

Search Legal Documents ye

m @

Date modified

0

) 3:47 PM

/2015 10:48 AM

/262012 2:28 PM

f25/2012 4:16 PM

(25/2012 10:09 AM

6/25/2014 2:29 PM

All files (*.%)
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7G. Under step 5, click the Upload button to upload the document to DAWeb.

Auditor-Controller

Upload Document

1. Select document type;

2. Select agency number to upload:

ddd 44 535.35 666.66
» 555,95 » 550857 » 955,98

3. Validate selected agency number

4. Select Document to upload: PDF Format Only

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Options | Log Qut | Help

Welcome, Agency User

TrI7.77 B88.88 » 995.90
» 599,59

# | sample Billing Agreement.pdf

| 523.16kB

5. Press upload:

MNote: Press on Reset to choose a new agency number and file type)
Upload [ Reset
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7H. 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 7D to 7G.

Options | Log Qut | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload Document

1. Select document type:

B g Agrecment +
2. Select agency number to upload:
444,44 555.55 EE6.66 77777 ggg.88 » 999,50
» 999,55 » 999,57 » 995,58 » 995,99

3. Validate selected agency number

4, Select Document to upload: PDF Format Only

[ no files selected ] ﬁm

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

[ Upload ” Reset ]

Successfully uploaded file;
Sample Billing Agreement pdf
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71. 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.

Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload Document

1. Select document type;

rEsolution/Urdinance +
2. Select agency number to upload:
444,44 555,00 666.66 7777 g288.88 » 995.90
» 995.55 » 995.57 » 995.58 » 995.55

3. Validate selected agency number

4, Select Document to upload; PDF 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

Successtully uploaded file:
Sample Resolution-Ordinance. pdf
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7J. 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.

Options | Log Out | Help

Auditor-Controller v2334 Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload Document

1. Select document type:

AgdEe 0 dation osheet +
2. Select agency number to upload:
444,44 555.55 666.66 777.77 888.88 999,90
959,95 955,97 959,38 » 955.95

3. Validate selected agency number

4, Select Document to upload: PDF Format Only
#|5ample Agency Information Sheet.pdf ﬁm
| 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 Information Sheet pdf
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7K. A file must be uploaded and valid before uploading the Data Transmittal for the following
reasons:

o Data Transmittal document can only be generated after the file has been uploaded and valid.
¢ The specific Data Transmittal must be linked to the co-responding agency number and file
type.

Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

U p|03d DOCU me I'It NOTE: Please do not upload document(s) for account(s) that are not submitting.

1. Select document type:

Data Transmittal +*

2. Select agency number and file type to upload:

Fiscal Year Agency & File Type
» 2018 995.99 DA
2018 595.59 PU

3. Validate selected agency number and file type
WValidate

4. Select Document to upload: PDF Format Only

[ no files selected ] ﬁm

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

Upload | | Reset

Successfully uploaded file:
Sample DataTransmittal paf
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7L. 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. Agencies can submit multiple
Engineer’s/Miscellaneous reports as needed. Please refer to page 114 Document Detail as an
example.

Options | Log Out | Help

Auditor-Controller Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload Document

1. Select document type:

Engineer's cc. Report [Supporting doc] +
2. Select agency number to upload;
444, 44 55555 656.56 777377 gg8.88 » 995.50
» 999.95 » 999.97 » 999.98 » 999.99

3. Validate selected agency number

4, Select Document to upload: PDF Format Only

#|sample Engineers-Misc report.pdf ﬁm
| 212.93kB |

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

Upload Reset

Successtully uploaded file:
Sample Endgineers-mMisc report.pdf
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7M. Click the Inbox tab to go back to the Inbox.

I! : !!J Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload Document

1. Select document type:

+
2. S5elect agency number to upload;
444 44 Sl 666.66 777.77 gg88.88 * 955.50
» 995,95 » 995.97 » 995,98 » 995.55

3. Validate selected agency number

7N. 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 the Status of Leqgal
Documents’ section (P. 113).

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

Auditor-Controller V2400

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

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

l Qpen Search Panel l Submit ] Refresh
Records: 1 - 2 of 2 - Pages: i
Fiscal Year Agency # File Type THN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
P e PCL CHG RPT N
— ; Data Transmittal Edit
2022 555,55 DA £,104 £2,335,388.25  yes woRk i) 02/17/20232 4 . . Check Out
History/Detail Report Delete

Exception Report

History/Detail Report

PCL CHG RPT
2023 993.59 PU 1,385 $1,803,275.85  yas @ 02/17/2023 3 Data Transmittal
Exception Report

Records per paga: |100 | % Records: 1 - 2 of 2 - Pages: 1
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70. Press OK to submit or Cancel to cancel the submission.

Auditor-Controller V2400
Inbox ExemptParcels Upload File Document Management Upload Document Create AIS Form
In 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
[ Open Search Panel l Submit I l Refresh ]
Fiscal Year Agency & File Type THMN Count Total DA AMT Valid Status
=~ | Are you sure you want to submit the following file{s)?
[] =zoz3 999.39 DA 6,104 $2,339,388.29  yes | 999.99 DA
Delete
—— Edit
2023 599,95 PU 1,385 £1,809,275.89 yes e heck Out
Cancel pelete
Records per page: |100 | a1 b

7P. 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.

Auditor-Controller v2.4.00
Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form
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 l Refresh
I File{s) submitted I
Records: 1 - 2 of 2 - Pages: 1
Fiscal Year Agency # File Type TN Count Total DA AMT Valid Status « Upload Date Submit Date Docs Report Action
PCL CHG RPT N
. . Data Transmittal Edit
2023 599,59 DA 6,104 52,339,388.25 yes FENDING 02f17/2023 02/17/2023 4 - o Check Out
REVIEW History/Detail Report Delata
Exception Report ST
PCL CHG RPT di
. Data Transmittal (£303
2023 595.55 PU 1,385 £1,809,275.89 yes 02f17/2023 3 - g Check Out
History/Detail Report
- Delete
Exception Report
Records per page: |100 || Records: 1 - 2 of 2 - Pages: i

7Q. 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.

7R. If you receive an email saying, “Please note that one or more of your documents have been denied
via the DAWeb site,’ review the documents you uploaded to see why it was rejected and reupload the
correct documents as soon as possible. (Refer to Section 9: Check the Status of Legal Documents for

more information)
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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.

Fiscal Year Agency # File Type

0 zo23 999,99 D&

« TXN Count

5,104

Total DA AMT valid | status
—
£2,339,388.2%  vyes el

Upload Date Submit Date Docs Report
PCL CHG RPT
v s Data Transmittal
02/17/2023 02/17/2023 4

Exception Report

Action

Edit

History/Detail Report Check Out

Delete

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

Fiscal Year Agency # File Type

023 999.99 D&

- TXN Count

6,104

Total DA AMT Valid Status
2339.288.29  vyes PENDING
£2,339,388.29 ve AENIEW

Upload Date Submit Date Docs Report
PCL CHG RPT
02/17/2023 03/28/2023 4 Data Transmittal

History/Detail Report
Exception Report

Action

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

approval.
Fiscal Year Agency # File Type 4« TXN Count
023 959.95 D& 8,104

Total DA AMT Valid

i
=]
]
5]

0
L
=)
o
=)
w

-
i
w

Upload Date Submit Date Docs Report
PCL CHG RPT
02/17/2023 03/28/2023 4 Data Transmittal

History/Detail Report
Exception 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 sent in as a

correction (COR) file

< TXN Count

Fiscal Year File Type

[ 2023

Agency #

999.99 DA

6,104

Total DA AMT Valid Status

£2,339,388.25 YES

Upload Date Submit Date Docs Report
PCL CHG RPT
02/17/2023 02/17/2023 4 Data Transmittal

History/Detail Report
Exception Report

Action

Action

Check Out
Delete

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

Fiscal Year Agency # File Type

2023 999.99 D&

- TEN Count

5,104

Total DA AMT vali Status
—
$3,339,388.29  ye -_—

Upload Date Submit Date Docs Report
PCL CHG RPT
02/17/2023 03/28/2023 4 Data Transmittal

History/Detail Report
Exception Report

Action

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

Fiscal Year Agency # File Type

2023 999.99 DA

- TEN Count

6,104

Total DA AMT Vali

£2,339,388.29 ye @

Status

Upload Date Submit Date Docs Report
PCL CHG RPT
02/17/2023 03/28/2023 4 Data Transmittal

History/Detail Report
Exception Report

Action

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

the STR Update.

Fiscal Year Agency # File Type

2023 9599.99 D&

«  TXN Count

5,104
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Total DA AMT Valid Status

—
£2,339,36B.29 Ves 02/17/2023 03/28/2023 4

Upload Date Submit Date Docs Report
PCL CHG RPT
Data Transmittal
History/Detail Report

Exception Report

Action



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.

Auditor-Controller v2400

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form Report~ FTP Administration ~ E-Mail

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

[ CQpen Search Panel H Submit I Refresh

Records: 1 - 2 of 2 - Pages:

Fiscal Year Agency # File Type THXN Count Total DA AMT valid Status Upload Date Submit Date Docs Report
PCL CHG RPT
[ 2oz 999.59 DA £,104 £2,329,388.29  yes PENDING 02/17/2023 02/17/2023 4 Data Transmittal
- ’ ! ’ " REVIEW e - e - History,/Detail Report
Exception Report
PCL CHG RPT
; Data Transmittal

23 oog o0 385 a o 1 a2/ 2023

2023 595.99 PU 1,385 51,809,275.85 yes 02/17/2023 3 History/ Detail Report
Exception Report

Records per page: |100 B2 Records: 1 - 2 of 2 - Pages:
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UPLOAD CORRECTION FILE AND CORRECTION DATA TRANSMITTAL

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

8A. To upload a DA or PU 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 Exempt Parcels I I Document Management  Upload Document Create AIS Form

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

[ Open Search Panel Submit l Refresh
Records: 1 - 3 of 3 - Pages: 1
Fiscal Year Agency # File Type THN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
'J;L‘. Edit
2023 593.5% A CO 5 .00 o 3/06/2023 i !
2023 535,99 DA R owl =0.0 al L] 6,20 3 History, Detail Report Check Out
- Delete
Exception Report
PCL CHG RPT
2023 533,358 DA &,104 £3,339,388.29 oo PENDING 02/17/2023 02/17/2022 4 Data Transmittal
- ’ e = REVIEW ! - ! - History/Detail Report
Exception Report
— PCL CHG RPT di
— - Data Transmittal Edit
2023 595.55 PU 1,385 £1,809,275.85 yes 02/17/2023 3 - - Check Out
History/Detail Report
- Delete
Exception Report
Records per page: | 100 | Records: 1 - 3 of 3 - Pages: i

8B. 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 Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload File

1. Select File Type:

_) Direct Assessment File
() Public Utility File

() Correction Public Utility FiIeI

) Correction Direct Assessment File

(_) Exempt Parcels File
2. Enter agency number to upload:

99999 '
TIUST D2 = Ogns ang N 2 ecimal Tormat (3000300

3. Validate agency number:
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8C. Click the Browse button in step 4, select a correction file to upload and click the Open button.

ﬁﬁ M\ ™ Options | Log Out | Help

T | <« Samples for manual » 2018 Test Files Search 2018 Test Files 0

i-ﬁi

Organize = New folder : v ! Welcome, Agency User
1 ¥ Favorites Mame Date modified Type Create AIS Form
u DA 2018 99999, csv 6/20/2018 7:12 AM Microsoft Excel
:ﬁ Libraries . DA_2018 99999 bt 6,/20/2018 7:26 AM Text Document]
B D/A_2018_99999.xls 6/20/2018 7:09 AM Microsoft Excel
1M Computer = PU_2018_99999 xls 4/24/2012 5:34 PM Microsoft Excel
COR_99999 xlsx I 2/15/2018 10:05 AM  Microsoft Excel
“j Metwork

4 1 | }

File name: COR_99999.xlsx + | All Files (*.%) -
Open |v Cancel

[ no files selected ] im
|

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

‘ Upload H Reset ‘

8D. Click the Upload button after the file has been selected.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload File

1. Select File Type:

Direct Assessment File
Fublic Utility File
Correction Direct Assessment File
Correction Public Utility File
Exempt Parcels File

2. Enter agency number to upload:

999.99

Must be 5 digitz and in 2 decimal format (o000

3. Validate agency number:

4, Select File to upload:

%[COR_99999.xIsx | Eraize

| 7.86kB |

5. Press upload:

Hofe- Pres= on Resef fo chocse a new file type and agency number)
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8E. 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 nhumber should be submitted before each
Wednesday and Saturday STR Update.

Am Auditor-Controller

v2400
m Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

Upload File

1. Select File Type:

() Direct Assessment File
O Public Utility File
@ Correction Direct Assessment File
Correction Public Utility File
() Exempt Parcels File
2. Enter agency number to uploead:

1999.99 |

Must be 3 digits and in 2 decimal format (oo

3. Validate agency number:

Successiully uploaded files:
COR_99299 xlsx
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8F. The example below shows the Inbox with the Fiscal Year (2023), Agency number, File Type (DA
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. 66)

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 Exempt Parcels Upload File Document Management  Upload Document Create ALS Form
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
l Open Search Panel Submit l Refresh
Records: 1 - 4 of 4 - Pages: i
Fiscal Year Agency # File Type TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
PCL CHG RPT .
ﬁ : Data Transmittal Edit
2023 535.9% DA COR. vl 2 $110.00 yes 03/06/2023 3 " i Check QOut
_‘ History/Detail Report Delete
Exception Report
ﬁ Edit
2023 599.95 DA COR w2 2 510.00 no i 03/06/2023 3 History/Detail Report Ch;‘;lre:i:
_ Exception Report
PCL CHG RPT
2023 593.59 DA 6,104 £2,239,388.23  yes  [PENDING|  02/17/2023 02/17/2023 4 Data Transmittal
. R ! s e = REVIEW I I History/Detail Report
Exception Report
— PCL CHG RPT di
— ; Data Transmittal il
2023 599.95 PU 1,385 51,809,275.85 yes 02/17/2023 3 - 5 Check QOut
History/Detail Report
- Delete
Exception Report
Records per page: | 100 | % | Records: 1 - 4 of 4 - Pages: 1
8G. Click the PCL CHG RPT link under Report to retrieve the Parcel Change Report.
Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form
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
[ COpen 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 Submit Date Docs Report Action
-~ . PCL CHG RPT -
— . Data Transmittal Edit
2023 595.5%9 DA COR vl 2 $110.00 yes 03/06/2022 3 " - Check Qut
History/Detail Report
- Delete
Exception Report
T Edit
2023 ogg og A COR v - 1000 § a3/ 092
2023 595,55 DA COR v2 2 510.00 no 03/06/2023 3 History/Detail Report Check In
. Delete
Exception Report
PCL CHG RPT
2023 593,59 DA 6,104 £2,239,388.25 yes  [PENDING|  02/17/2023 02/17/2023 4 pata Transmittal
= e : ! i e == REVIEW I I History/Detail Report
Exception Report
" PCL CHG RPT di
— ; Data Transmittal =i
2023 539.55 PU 1,385 £1,809,275.89 yes 02/17/2023 3 " 5 Check Qut
History/Detail Report
. Delate
Exception Report
Records per page: | 100 |3 Records: 1 - 4 of 4 - Pages: 1
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8H. 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.

b &2 | [Find.. a8 % #3[ 101 - [100% |- ﬁl
Main Report L

2023 PARCEL CHAMNGE FILE PARCEL CHANGE REPORT RUN DATE 03/06/2023
AGENCY NUMBER 999.99 UPLOAD DATE 03/06/2023
TOTAL OLD PARCEL CNT: 0
TOTAL NEW PARCEL CNT: 0
FILE TYPE: Direct Assessment Correction File version 1
FILE NAME: COR_99999 xlsx L
D PCL FORMAT STATUS AGENCY NUMBER DA AMOUNT

NOTE: Print or Export (refer to P. 28) the Parcel Change Report if it is not blank and proceed with
the following options:

¢ Delete the current file from the Inbox and re-upload Go to Create the Excel Input Data File (P. 33)
new file with parcel changes included in the file or Create the Text Input Data File (P. 42)
e Add new parcels and delete old parcels in Edit mode | Go to Correct the Data File in Edit Mode (P. 66)
e Complete Upload Original DA File process AND Go to Upload Correction File and Correction Data
e Submit parcel changes as corrections Transmittal (P. 100)

8l. Click the Data Transmittal link under Report to verify the Total Parcel Count and DA Amount.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

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 Open Search Panel

Records: 1 - 4 of 4 - Pages: 1

Fiscal Year Agency # File Type TXN Count Total DA AMT valid Status Upload Date Submit Date Docs Action
PCL CHG RPT

— = Edit

$110.00  yes 03/06/2023 3 | Data Transmittal] - | out
History [ Detail Kepor

Delete

Exception Report

T}

2023 595.59 DA COR w1

=]

E

Edit
2023 595.9% DA COR w2 2 510.00 no 03/06/2023 3 History/Detail Report Check In
- Delete

Exception Report

PCL CHG RPT

4 Data Transmittal
History/Detail Report
Exception Report

PCL CHG RPT

Data Transmittal
History/Detail Report
Exception Report

2023 5995.9% DA 6,104 52,339,388.2% yes 02/17/2023 02/17/2023

) @

Edit
Check Out
Delete

2023 559,95 PU 1,285 £1,803,275.85 yes 02/17/2023 3

Records per page: | 100 | = Records: 1 - 4 of 4 - Pages: i
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8J. 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. 66).

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.

DATE: March 06, 2023

TO: Department of Auditor-Controller
Property Tax Services Division
Direct Azzessment Unit

ATTN: Evalgn Ramiraz

FILE TYPE: Direct Assessment Correction File version 1
AGENCY ACCOUNT NUMBER: %99.99

BILL DESCRIPTION: LA County Test

TOTAL ASSESSMENT AMOUNT: £110.00

TOTAL PARCEL COUNT: 2

This is to certify that the Total Assessment Amount and Total Parcel Count for our Agency Account Number listed
above i correct and that we are authorized 1o add this Direct Assesament amount onto the Fiacal Year 2023-2024
Secured Tax Roll (STR).

Authorized By

Signature Date Signed

Name and Title:

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

Name and Title:

Fhona Mumber:

Email Address:

Secondary Contact (if applicabla):

Name and Title:

Fhome Murmber:

Email Address:

Reminder: Please check for exceptions by clicking "DA Excaption Report” under Help menu options.
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8K. To upload the Data Transmittal, click the Upload Document tab.

Inbox Exempt Parcels Upload File Document Managementl Upload Document I Create AIS Form
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
[ QOpen 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 Submit Date Docs Report Action
P PCL CHG RPT Edit
2023 599,59 DA COR vi 2 £110.00  yes 03/06/2023 3 Data Transmittal 4 50
e T ’ - s I History/Detail Report Delete
Exception Report
A PCL CHG RPT =
- [ DA COR va . o e 03/06/2023 3 Data Transmittal Check In
e - - ’ e e History/Detail Report Delete
Exception Report
PCL CHG RPT Edit
2023 599,99 DA £,104 £2,339,388.28  yes PENDING 02/17/2023 02/17/2023 4 _ DataTransmittal ., 5
REVIEW History/Detail Report Delete
Exception Report o
PCL CHG RPT Edit
2023 593,99 PU 1,385 £1,809,275.89  yes 02/17/2023 3 _ DataTransmittal ., 5,
History/Detail Report Delete
Exception Report
Records per page: |100 52 Records: 1 - 4 of 4 - Pages: 1

8L. 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 Out | Help

Auditor Controller Ty Welcome, Agency User

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload Document

1. Select document type:
[Select One] +

[Select One]
Billing Agreement
Resclution/Crdinance

Agency Information Sheet

Data Transmittal

Engineer's / Misc. Report [Supporting doc]
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8M. 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.

Inbox Exempt Parcels Upload File Document Management Upload Document Create ALS Form

Upload Document

1. Select document type:

| Data Transmittal - |

2. Select agency number and file type to upload:
Fiscal Year Agency # File Type

2023 9595.95 PU
2023 955.95 DA COR vl
I » 2023 999.99 DA COR w2 I

alidate selected agency number and file type
[ validate |
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8N. 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.

< G B https://qa.daweb.auditor.lacounty.gov/Form_Upload.aspx f‘.ﬁ. 'i'.\f

>
I"E « * P « DA » DAWeb » Legal Documnents v | O Search Legal Documents 2 l__iniMﬁﬂn ~ E-Mail
I Organize - Mew folder == » [N o
1. Mame Date modified 1
B 7 Quick access
" Sample Engineer_Misc.pdf 5/18/2020 3:47 PM A
2 & Onelrive - County of Los Angeles ™ DA Agencies with no Billing Agreement.pdf 8/7/2015 10:48 AN A
] i 4/26/2012 2:28 P A
] [ This PC "L Sarnple COR1 DataTransmittal. pdf 4726 PM
I "L Samnple DataTransmittal. pdf I 4725/2012 4:16 PM A
¥ Network =L Samnple Agency Information Sheet.pdf 4/25/2012 10:08 AM 2
"L Sample Resolution-Ordinance.pdf 472472012 4:50 PM A
"L Sample Billing Agreement.pdf 472412012 2:26 PM A
2016 772472018 3:55 PM A
3.1 2015 12/15/2017 9:58 AM
2014 2/14/2017 447 PM
4. 2013 31272015 10:58 AM  H
E 2m2 f6/25/2014 2:29 PM f
5.
o < >
U : . :
File name: | Sample DataTransmittal pdf V‘ All files (7.7) b
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80. Under step 5, click the Upload button to upload the document to DAWeb.

Inbox Exempt Parcels Upload File Document Management  Upload Document Create AIS Form

Upload Document

1. Select document type:
Data Transmittal -

2. Select agency number and file type to upload:

Fiscal Year Agency # File Type

2023 559,95 PL

2023 959,95 D& COR vl
» 2023 555,95 DA COR w2

3. Validate selected agency number and file type

4. Select Document to upload: PDF Format Only

#|sample DataTransmittal.pdf m

| 37.68kB

5. Press upload:

: == on Reset io choose a new agency number and file type)
Upload Reset
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8P. 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.

Ilnbux Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Upload Document

1. Select document type:

Data Transmittal +

2. Select agency number and file type to upload:

Fiscal Year Agency # File Type

2023 999,99 PL

2023 999,95 D& COR vl
» 2023 999.99 D& COR w2

3. Validate selected agency number and file type

4, Select Document to upload: PDF Format Only

[ no files selected ] @

.

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

| Upload | | Reset

Successfully uploaded file:
Sample DataTransmittal pdf
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8Q. 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.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form ‘
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
I Open Search Panel III Submit I Refresh l
——
Records: 1 -4 of 4 - Pages: 4« 1 » M
Fiscal Year Agency # File Type TXN Count = Total DA AMT Valid Status Upload Date Submit Date Docs Report Action

PCL CHG RPT Edit
2023 999.99 DA COR v2 1 £10.00  yes 03/06/2023 03/28/2023 4 Histo[:vm:i';m:;ﬂ Check Out
Exception Report Delete

T PCL CHG RPT ;
! Edit
O 2023 999,99 DA COR v1 2 £110.00  yes i 03/06/2023 4 __ Data Transmittal 0 oyt
— History/Detail Report Delete

Exception Report

e PCL CHG RPT ]
N Edit
2023 999,39 PU 1,385 $1,809,275.89  yes 02/17/2023 3 b o[::m:i';ﬂ:;ﬂ Check Out
- Exception Report Delete
PCL CHG RPT =
[ | 2023 999.39 DA 6,104 $2,339,386.29  yes ﬁ 02/17/2023 03/28/2023 4 Histo[:vm:i';ﬂ:;ﬂ Check Out
Exception Report Delete

Records per page: |100 . Records: 1 -4 of 4 - Pages: w4« 1 » i

8R. Press OK to submit or Cancel to cancel the submission.

Are you sure you want to submit the following file(s)?
999.99 DACOR v2
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8S. A pop-up message states ‘File(s) submitted’, the status icon changed to ‘Pending Review,’ a
‘Submit Date’ appears, 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.

| Open Search Panel || Submit | Refresh |

File(s) submitted

Fiscal Year Agency # File Type TXN Count =

2023 999,99 D& COR v2 1

O 2023 9559.99 DA COR vl 2

2023 999.99 PU 1,385

2023 959,99 DA 5,104
Records per page: | 100 ||

Inbox Exempt Parcels Upload File Document Management

Total DA AMT

£10.00

$110.00

£1,809,275.89

£2,339,388.29

Valid

yes

yes

Upload Document

Status

b

i) m

Create AIS Form

Upload Date

Submit Date

|nb0X NOTE: The checkbox to submit the file will be disabled until all four {4) legal documents are uploaded along with a valid data file

Records: 1 - 4 of 4 - Pages:

Docs Report

PCL CHG RPT

4 Data Transmittal
History/ Detail Report
Exception Report

PCL CHG RPT

4 Data Transmittal
History/ Detail Report
Exception Report

PCL CHG RPT

3 Data Transmittal
History/Detail Report
Exception Report

PCL CHG RPT

4 Data Transmittal
History/ Detail Report
Exception Report

Records: 1 - 4 of 4 - Pages:

1

Action

]

Edit
Check Out
Delete

Edit
Check Out
Delete

8T. 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.

8U. If you receive an email notification saying, “Please note that one or more of your documents have
been denied via the DAWeb site,’” please review the documents uploaded to see why it was rejected
on Document Management and reupload with the correct files as soon as possible (Refer to Section
9: Check the Status of Legal Documents for more information)
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CHECK THE STATUS OF LEGAL DOCUMENTS
9A. Go to the Inbox to check on uploaded documents. Document management can also be used and will
be explained in this section (step 9D, P. 115).
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.

InboxI Exempt Parcels Upload File Document Management Upload Document Create AIS Form Report ~ Administration ~ E-Mail
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: 1 - 4 of 4 - Pages: 1
Fiscal Year Agency # File Type « TXN Count Total DA AMT Valid Status Upload Date Submit Date Docs Report Action
PCL CHG RPT
R e e o i - - - Data Transmittal
2023 959,99 D& 5,104 52,339,388.29 YES 02/17/2023 03/28/2023 4 History/Detail Report
Exception Report
— PCL CHG RPT
PP - n woskm - 5 Data Transmittal
2023 999.99 DA COR vl 2 £110.00 Yes bavenrsd 03/06/2023 4 History/Detail Report
Exception Report
PCL CHG RPT Edit
- , Data Transmittal
A COR v & yes PENDING 3/ 3 3 3
2023 999,99 DA COR w2 1 £10.00 yes o 03/06/2023 03/28/2023 4 History/ Detail Report Check Out
Exception Report
PCL CHG RPT
2023 999.99 PU 1,385 $1,809,275.80  yes 02/17/2023 3 Data Transmittal
] : $1,809,275.85 y BNz History/Detail Report
Exception Report
Records per page: | 100 | % Records: 1 - 4 of 4 - Pages: 1
. 3 3 3 H B
9B. Click on any number under the ‘Docs’ column to go to the ‘Document Detail’ page.
Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form Report * Administration ~ E-Mail
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: 1 - 4 of 4 - Pages: i
Fiscal Year Agency # File Type & TXN Count Total DA AMT valid Status Upload Date Submit Date Docs Report Action
PCL CHG RPT
R e mme mem o _— - - - Data Transmittal
2023 999,99 DA 5,104 £2,339,388.29 Yes 02/17/2023 03/28/2023 4 History/Detail Report
Exception Report
- PCL CHG RPT
PP . . woeK - - Data Transmittal
2023 999,99 DA COR vl 2 £110.00 yes paseniss 03/06/2023 4 History/Detail Report
Exception Report
PCL CHG RPT dit
PP _ i oy - _ - Data Transmittal
2023 959,99 DA COR w2 1 £10.00 Yes P.ECDIIG 03/06/2023 03/28/2023 4 History/ Detail Report Check Out
Exception Report
PCL CHG RPT
2023 999,99 PU 1,385 $1,809,275.85  yes 02/17/2023 3 Data Transmittal
; : $1,80%9,275.85 ¥ E L e bee History/Detail Report
Exception Report
Records per page: | 100 | % Records: 1 - 4 of 4 - Pages: i
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9C. 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.

Document Detail

=

Fiscal Year 2023
Agency Number 999.99
Bill Description LA County Test
File Type Direct Assessment Correction File version 1

File Name COR_99999 xlsx

Required Legal Documents

Document lype Status Comment Uploaded By
Agency Information Sheet Approved User, Agency
Billing Agreement Approved User, Agency

. . Missing Bill
Data Transmittal Denied Description User, Test
Resolution/Ordinance Approved User, Agency
Supporting Document
Document Type Status Comment Uploaded By

EnginesriMisc 1 Pending for Raview User, Auditor

Uploaded Date
021772023

0211712023

03/28/2023

021772023

Uploaded Date
03/28/2023

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

Updated By

User, Auditor

Usear, Auditor

User, Auditor

User, Auditor

Updated By

Updated Date
03/28/2023

03/28/2023

03/28/2023

03/28/2023

Updated Date

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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9D. 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.

eb

Inbox Exempt Parcels Upload File | Document Management Upload Document Create AIS Form

Auditor-Controller

Document Management

‘ Open Search Panel H Export to Excel ” Refrash \

Records: 1 - 7 of 7 - Pages: “ 1
Drag a column header here to group by that column.
Fiscal Year Agency # Bill Description Document Status Comment Report  Action
2023 999,99 LA County Test Billing Agreement Approved e
: b K History] Delete
2023 595,95 LA County Test Resolution/Ordinance Approved View
g i History| Delete
2023 5595.5% LA County Test Agency Information Sheet Approved Viewr
* ¥ Slos P PP History Delete
2023 999.99 LA County Test Data Transmittal - DA Approved Mieau
: ' History Delete
2023 555,95 LA County Test Data Transmittal - DA COR v1 Denied Missing Bill Description Vi_ew
History Delete
2023  999.99 LA County Test Enginear/Misc 1 - DA COR v2 Pending for Review e
: ngineer/ Misc : History Delete
2023 999,99 LA County Test Engineer/Misc 1 Pending for Review Mican
3 : History Delete
Records per page: | 100 1% Records: 1 - 7 of 7 - Pages: 1
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9E. Click the View link under the Report column link to display the uploaded document.

Inbox Exempt Parcels Upload File Document Management

Document Management

[ Open Search Panel H Export to Excel H Refresh ]

Drag a column header here to group by that column.

Fiscal Year Agency # Bill Description Document
2023 995,55 LA County Test Billing Agreement
2023 999,55 LA County Test Resolution/Ordinance
2023 959,595 LA County Test Agency Information Sheet
2023 999,99 LA County Test Data Transmittal - DA
2023 959,55 LA County Test Data Engineer/Misc 1 Rwl
2023 599,599 LA County Test Data Transmittal - DA COR v2
2023 999,59 LA County Test Engineer/Misc 1

Records per page: | 100 | ¥

Upload Document Create ALS Form

Records: 1 - 7 of 7 - Pages:

Status Comment

Approved
Approved
Approved
Approved
Denied Missing Bill Description

Pending for Review

Pending for Review

Records: 1 - 7 of 7 - Pages:

9F. To track the history of the document, click the History link.

Inbox Exempt Parcels Upload File Document Management

Document Management

[ Open Search Panel H Export to Excel H Refrash ]

Drag a column header here to group by that column.

Fiscal Year Agency # Bill Description Document
2023 995,55 LA County Test Billing Agreement
2023 999,99 LA County Test Resolution/Ordinance
2023 999,59 LA County Test Agency Information Sheet
2023 999,99 LA County Test Data Transmittal - DA
2023 999,90 LA County Test Datz Engineer/Misc 1 o4
2023 999,959 LA County Test Data Transmittal - DA COR v2
2023 999,599 LA County Test Engineer/Misc 1

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

Status Comment

Approved
Approved
Approved
Approved
Denied Mizsing Bill Description

Pending for Review

Pending for Review

Records: 1 - 7 of 7 - Pages:

Report

View
History

View
History

View
History

View
History

H ory

View
History

Viewr

Action

Delete

Delete

Delete

Delete

Delete

Delete

History Delete

Report

View
History

Viewr
History

View
History

View
History

i

Action

Delete

Delete

Delete

Delete

View

History Delete

View

History Delete

1




9G. Shown below is the Document History page. To go back to the Document Management page, click
the Back button.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Document History

ok |

Fiscal Year: 2023
Agency # 99999
Bill Description: LA County Test

Document: Data Transmittal DA COR v1  View Document

Document History

Version History/Status Comment Updated By Updated Date
1 Document has been denied Missing Bill Description User, Auditor 03/28/2023
1 Document is pending for review User, Test 03/28/2023

Records: 1-2of 2

9H. 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 Exempt Parcels Upload File Document Management Upload Document Create AIS Form
[ Open Search Panel ‘ [ Export to Excel ‘ [ Refrash ‘
Records: 1 - 7 of 7 - Pages: 1
Drag a column header here to group by that column.
Fiscal Year Agency # Bill Description Document Status Comment Report  Action

R . . . . ) View
2023 999,59 LA County Test Billing Agreement Approved History
2023 999,59 LA County Test Resolution/Ordinance Approved ‘ul'i_ew

History
2023 999.99 A County Test agency Information Sheet i red View
2023 . LA County Tes Agency Information Shee Approve History
2023 559,55 LA County Test Data Transmittal - D& Approved \J'i_ew

History
R N - . SR o _ _— P View
2023 999,99 LA County Test Data Transmittal - DA COR v1 Denied Missing Bill Description Histo
2023 999,59 LA County Test Data Transmittal - DA COR v2 Pending for Review UIED

' ! - - o = History Delete
R . S o - View
A -- En er/M De r ew

2023 995,55 LA County Test Engineer/Misc 1 ending for Review History Delete
Records per page: | 100 | % Records: 1 - 7 of 7 - Pages: 1
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9l. 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 #: 999.99

Document: Data Transmittal DA COR v1

9J. The Data Transmittal for agency number 999.99 has been deleted from the list. Upload a corrected
document.

[ Document Management

o e ot | ot | |

Drag a column header here to group by that column.

Records: 1 -7 of 7 - Pages: ®4 « 1 M

Records per page:
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Records: 1 - 7 of 7 - Pages:

Fiscal Year Agency #  Bill Description Document a Status Comment Report  Action
2023 999,59 LA County Test Agency Information Sheet Approved :Iif;‘t':ry gg:’:::
2023 999,99 LA County Test Billing Agreement Approved :ii?i::lr? gg:’;‘:
2023 999.99 LA County Test Data Transmittal - DA Approved ::Z‘t';w gg:l::
2022 999.99 LA County Test Data Transmittal - DA COR v1 Approved :‘:‘:j‘; gzr::l
2023 999.95 LA County Test Data Transmittal - DA COR v2 Pending for Review :‘:j‘t':w gg;’:t:’
2023  999.39 LA County Test Engineer/Misc 1 Pending for Review :ili;:rv gg:’:b':
2023 999,99 LA County Test Resolution/Ordinance Approved View Update

History Delete

M 4 1 » M




9K. 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.

Options | Log Out | Help

Auditor Controller

Inbox ExemptParcels Upload File Document Management  Upload Document Create AIS Form

Document Management

[E Agency #:999.9%

2018 999,98

2018 999,98

= Agency #:999.99

2018 Q99,99

account

L& County test
account

L& County test
account

L& County test

Billing Agreerment

Fesolution/Ordinance

Fesolution/Ordinance

Denied

Pending for Review

Approved

[ Cpen Search Panel Export to Excel Refresh
Fecords: 1 - 15 of 15 - Pages: 1
Agency #
Fiscal y¥8 Agency # Bill Description Docunent Status Connnent Report  Action
[ Agency #: 666.66
2018 LA County test ™ View
BEE. GG account Billing Agreerment Approved History Delete
2018 LA County test q f View
BEE.BE account Resolution/Ordinance Approved History Delate
[ Agency #: 888.88
2018 L& County test S0 . L Viewr
8588.38 account Billing Agreerment Denied Mizsing Account Humber History Delate
2018 L& County test . . Viewr
888.38 account Reszolution/Ordinance Approved History Delate
L& County test . . . Viewr
2018
8588.38 account Agency Inforrnation Sheet Pending for Review History Delate
2018 288,88 L% SeumEy Fac Engineer/Misc 1 Pending for Review ricyy

History Delete

Viewr

Mizsing Required Signatures History Delete

Viewr
History Delete

Yiew

account History Delete
2018 999,99 I::CES::W Lok Agency Information Sheet Approved ::;W Delete
2018 999,99 I::CES::W test Data Transmmittal - DA Approved ::;W Delete
2018 239,949 :':CSS:FW tast Engineer/Misc 1 Approved ::::,DW _——
2018 999,99 I;:CSS;IFW test Cata Transmittal - PU Approved ::::'DW Delete
2018 999,99 LR Ceumiy = Data Transrnitkal - DA COR V1 approued = _
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9L. 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 Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Document Management

[ Open Search Panel Export to Excel Refresh l
Records: 1 - 15 of 15 - Pages: i
Fiscal Year Agency # Bill Description Drocument Statusz Comment Report  Action
= Document: Agency Information Sheet
= Status: Approved
L& County test . Wiew
2018 999,99 account Agency Information Sheet Approved History
= Status: Pending for Rewview
L& County test . . . Yiew
2018
888,88 account Agency Information Sheet Pending for Review History Delets
= Document: Billing Agreement
= Status: Approved
Lé County test a0 Wiew
2018 ¥
EEE, 66 account Billing Agreerment Approved History
L& County test AR Yiew
2018
999,99 account Billing Agreement Approved History
= Status: Denied
L& County test a0 . . Yiew
2018
f=l=3=l =] account Billing Agreernent Denied Miszing Account Murmber History Delete
L& County test - . - . . Yiew
2018
999,98 account Billing Agreerment Cenied Missing Required Signatures History Delete
(=] Document: Data Transmittal - COR w1
= Status: Approved
2018 939,39 La County test Data Transmittzl - DA COR v1 fpprovad View
account History
(=] Document: Data Transmittal - DA
=] Status: Approved
2018 999,99 (LR Geumiy) G=ss Data Transrnittal - DA Approved U!EW
account History
[=] Document: Data Transmittal - PU
= Status: Approved
2018 999,99 La County test Data Transrmittal - PU Approved Niew
account History

= Document: Engineer/ Misc

= Status: Approved
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9M. Click the Comment header twice to sort all denied documents to the top of the list. This is a useful
way to group all documents that you need to delete and re-upload.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form
Document Management
[ Open Search Panel Export to Excel Refresh
Fecords: 1 - 15 of 15 - Pages:
Drag a column header here to group by that column.

Fiscal Year  Agency # Bill Description Document Status Comment M Report  Action
2018 999,98 l;icgz::t"' test Billing Agreement Cenied Miszing Required Signatures :::::.w Delete
2018 888,88 l;icgj::t"' e2 2l Billing Agreernent Denied Mizsing Account Murmber :::::-'W Delete
2018 EEE.EE l;icgun::t"' test Billing Agreernent Appraved :::::“T Delate
2018 BEE. 66 I;icgun::w et Resolution/Ordinance Approved :::::“T Delete
2018 858,38 I;'::g:::t"‘ test Resolution/Ordinance Approved :::::'W Delete
2018 999,99 :icgz::t"' LSSt Resolution/Ordinance Approved :::::-'W Delete
2018 999,99 l;icgz::t"' test Agency Information Sheeat Approved :::::-'W Delete
2018 999,99 l;icgz::t"' et Data Transmittal - DA Approved :::::.w Delete
2018 999,39 l;icgun::t"' e2 2l Data Transmitkal - PU Approved :::::“T Delete
2018 g59,a9 LA County test Data Transmittzl - DA COR VI approved :::rnw -
2018 299,99 I;:cg:::w et Billing Agresrnent Approved :::::-'W Delete
Z01s 288,88 l;icgz::t"' test Agency Information Sheeat Pending for Review :::::-'W Delete
2018 888,88 l;icgz::t"' test Engineer/Misc 1 Pending for Review :::::.w Delate
2018 999,35 l;icgj::t"' test Resolution/<rdinance Pending for Review :::::-'W Delete
Records per page: |100 | % | Records: 1 - 15 of 15 - Pages:
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9N. 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 Exempt Parcels Upload File Document Management  Upload Document Create AIS Form
l Open Search Panel Export to Excel Refresh
Search Panel = Fecords: 1 - 15 of 15 - Pages: i
Fiscal Year (2018
Status Comment Report  Action
Agency Number |999.9* )
nt Approved ::::,D"!"
Document Type [All v|
nance Approved :EE:'D
Status |All v| ey
. - Wiewr
rt Cenied Mizzing Account Murnber .
Search Reset Close Search Panel History Delete
0T G ReEs o rainance Approved "?EW
account History

90. Shown below is the search result for Agency Numbers 999.98 and 999.99.

Inbox Exempt Parcels Upload File Document Management Upload Document Create ATS Form
l QOpen Search Panel Export to Excel Refresh l
Records: 1 - 9 of 9 - Pages: i
Drag a column header here to group by that column.
Fiscal Year Agency # 4 Bill Description Crocument Status Comnent Report  Action
LA County test a0 . L . . Wiewr
2018 999,95 account Billing Agreement Denied Mizzing Required Signatures History Delete
LA County test . . . . Wiew
2018
999,95 account Resolution/COrdinance Fending for Review History Delete
L County test . . Wiewr
2018 999,39 account ResolutionfCrdinance Approved History
LA County test . Wiew
2018
999,99 account Agency Information Sheet Approved History
018 999,39 LA County fast Data Transrnittal - DA Approved U!ew
account History
LA County test F Fhtic Wiewr
2018 Engineer/Misc
999,99 account g Approved History
2018 999,99 LA County tast [ata Transmittal - PU Approved UEEW
account History
S0 399,99 L2 Golmg) st Data Transmittal - DA COR w1 Approved Wiew
account History
2018 L& County test a0 Wiew
999,99 account Billing Agreement Approved History
Records per page: |100 | % | Records: 1 - 9 of 9 - Pages: i
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9P. To go back to the full list, click the Reset button.

Inbox Exempt Parcels Upload File Document Management Upload Document
Document Management
l Open Search Panel l Export to Excel [ Refresh
Search Panel #
Fiscal Year |2018
it Status
Agency Number 999"
n/Ordinance Pending for Review
Document Type |A|I |
Status |A|| V| reement Pending for Review
Search Reset [ Close Search Panel l nformation Sheet Pending for Review
2018 559,99 Test Agency Data Transmittal - DA Pending for Review

Create AIS Form

Records: 1 - 6 of 6 - Pages:

Comment

Report

View
History

View
History

View
History

View
History

Action

Delete

Delete

Delete

Delete

9Q. 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 Exempt Parcels Upload File Document Management  Upload Document

Document Management

[ Export to Excel

[ Refresh

[ Open Search Panel

Search Panel -4

Fiscal Year (2018

Agency Number |999.9*
nfOrdinance Pending for Review
Document Type 1)

Billing Agreement

it Status

Status |Resolution/Ordinance reement Pending for Review
Agency Information Sheet
DEtE_ Transmlttal nformation Sheat Pending for Review
Engineer/Misc
2018 599.99 Test Agency Data Transmittal - DA Pending for Review
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Create AIS Form

Records: 1 - & of & - Pages:

Comment

Report

View
History

View
History

View
History

View
History

Action

Delete

Delete

Delete

Delete




9R. To search by document status, select the following on the Status drop down box: Pending for
Approval, Approved or Denied.
Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form
[ Open Search Panel [ Export to Excel [ Refresh
Records: 1 - 6 of 6 - Pages: 1
Search Panel ® seares ==
Fiscal Year [2018
it Status Comment Report  Action
Agency Mumber |999.9*
. N - View
n/Ordinance Pending for Review _
Document Type |All W "’ History Delete
. - View
. reement Pending for Review History Delete
Pending for Approval
ggﬂ:g;ecj nformation Shest Pending for Review :Ti:::rv Delete
2018  999.99 Test Agency Data Transmittzl - DA Pending for Review :Il-:-::rv e
2018  999.99 Test Agency Datz Transmittal - BU Pending for Review :'I:_::w Delete
2018 999.99 Test Agency Data Transmittal - DA COR w1  Pending for Review :'I:;:w Delete
Records per page: | 100 | ¥ Records: 1 - & of 6 - Pages: 1
9S. To convert the document list to Excel, click the Export to Excel button.
Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form
l Open Search Panel Export to Excel [ Refresh
Records: 1 - & of & - Pages: 1
Drag a column header here to group by that column.
Fiscal Year Agency # < Bill Description Document Status Comment Report Action
. . N N View
2018 559.95 Test Agency Resclution/Ordinancs Pending for Review History Delete
1= R - View
2018 539,95 Test Agency Billing Agreement Pending for Review History Delete
- . - - View
2018 559,99 Test Agency Agency Information Sheet Pending for Review History Delete
2018  999.99 Test Agency Data Transmittal - DA Pending for Review :.Ill:-::rv S
2018 999.99 Test Agency Dats Transmittal - PU Pending for Review :::.::ry Delete
2018 939.99 Test Agency Data Transmittal - DA COR vl Pending for Review :.ill;::rv Delete
Records per page: (100 |3 Records: 1 - 6 of 6 - Pages: 1
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9T. The file will automatically download. Click the Open file button in the web browser Downloads folder to

view the file.

Downloads

Diocumentliztxls

Open file

See more

9U. Shown below is the document list in Excel.

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

DocumentListuls - Excel

ACROBAT

Q Tell me

Insert Page Layout Farmulas Review ="

&D J'E) Calibri Ju Cla A == = - =3 General v %Conditional Formatti
. Eg - » e —— | = $ - 9% o GFormat as Table -
ll . w B I U-ime TAT EEE=EEH- ga 27 Cell Styles ~
I Clipboard = Font T Alignment w!  MNumber & Styles
‘ K8 v f
[ A | B | C . D . E . F | G
’ 1 |Fiscal Year Agency # Bill Description Document Status Comment
| 2 2018  999.99 Test Agency Resolution/Ordinance Pending for Review
li = | 2018 999.99 Test Agency Billing Agreement Pending for Review
| 4 2018  999.99 Test Agency Agency Information Sheet Pending for Review
5 | 2018  999.99 Test Agency Data Transmittal - DA Pending for Review
6 2018  999.99 Test Agency Data Transmittal - PU Pending for Review
7 2018  999.99 Test Agency Data Transmittal- DA COR vl Pending for Review
g
9
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9V. 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.

(S

Auditor Controller

Options | Log Out | Help

Welcome, Age

Upload File

Document Management

Refresh

Document

Billing Agreement

Resolution/Ordinance

Billing Agreement

Resolution/Ordinance

Agency Information Sheest

Engineer/Misc 1

Billing Agreement

Resolution/Ordinance

Resolution/Crdinance

Agency Information Sheest

Data Transmittal - DA

Engineer/Misc 1

Data Transmittal - PU

Data Transmittal - DA COR vl

Billing Agreement

Inbox Exempt Parcels
[ Open Search Panel Export to Excel
Drag a column header here to group by that column.
Fiscal Year Agency # Bill Description
2018 EE5.55 L& County test
' account
2018 EE6.66 L& County test
' account
2018 ggs.88 L& County test
account
2018 288,88 LA County test
account
2018 sgg.88 L& County test
account
2018 ggs.88 L& County test
account
2018 gg9.ag L& County test
account
2018 555,95 LA County test
account
2018 559,959 L& County test
account
2018 595,99 L& County test
account
2018 555,55 L& County test
account
2018 599,99 L& County test
account
2018 559,99 L& County test
account
2018 559,95 L& County test
account
2018 555,99 L& County test
account
Records per page: 100 B2

Upload Document Create AIS Form
Records: 1 - 15 of 15 - Pages:

Status Comment Report  Action
Approved :::::rrv Delete
Approved ::E::rr\r Delete
Denied Missing Account Number ::::'-‘f\l’ Delete
Approved ::::}r\r Delete
Pending for Review ::::}rv Delata
Pending for Review ::::}rv Delete
Denied Missing Required Signatures View

History Delete
Pending for Review ::::}rv Deletea
Approved ::::-_nrv Delete
Approved ::E::rr\r Delete
Approved ::::::rr\r Delete
Approved ::E::rr\r Delete
Approved ::::ur\r Deleta
Approved ::::-_nrv Delete
Approved ::E::rr\r Delete

Records: 1 - 15 of 15 - Pages:
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UPLOAD EXEMPT PARCELS FILE

State Parcel Tax Reporting — Assembly Bill 2109

The Auditor-Controller will be reporting on behalf of all County direct assessment agencies that are
levying parcel taxes. Only these agencies will be granted access to upload their Exempt Parcels file
during the Direct Assessment season (July 1 to mid-September) to DAWeb.

Perform the following steps to upload the Exempt Parcels file:

10A. To upload an Exempt Parcels file, click the Upload File tab.

“ Inbox Exempt Parcels Document Management Upload Document Create AIS Form

Exempt Parcels
l Open Search Panel Refresh
Records: 0 - O of O - Pages: i
Fiscal Year Agency # TXN Count Total DA AMT Valid Uploaded Date Report Action
There are no records available.
Records per page: (100 |3 | Records: 0 - O of O - Pages: 1

10B. Perform the following upload steps:
1. Select Exempt Parcels File.
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.

Upload File

1. Select File Type:
) Direct Assessment File
) public Utility File
) correction Direct Assessment File
) Correction Public Utility File

I @ Exempt Parcels File

2. Enter agency number to upload:
[99s.99 |

Must be 5 digits and in 2 decimal format (oo

3. Validate agency number:

[ Veidae]
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10C. 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.

Lookin: [ [} 2016 - @ @ g
X @Can\rert - [P0 Sel

-~

I Marme Date modified Type

~» I3 , |
oo | ElexemPT_2016 9990945 | 3/18/2016 1145 AM  Microsoft

Lo Upload Document

i v E) v 0 & v Pagew Safetyw Tooksv @~

Welcome, Test Agency

A

Computer

Q’ﬁg

<

File name: I

Files of type: [ t: *pm: *ds; “xds)

3. Validate agency number:

valiaare

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

10D. 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.

Upload File

1. Select File Type:
i) Direct Assessment File
) Public Utility File
) Correction Direct Assessment File
() Correction Public Utility File
(O] Exempt Parcels File

2. Enter agency number to upload: .
Move the cursor over the white area

Must be 5 digits and in 2 decimal format (x00e.0x) to disp|ay the file name

3. Validate agency number:;
Validate
4. Select File to upload:
& EXEMPT_2016_99999,xl5x im

[ 114.21kB |

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

Upload | Reset |
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10E. A message will pop up under the Upload button after the file loaded successfully. To load

additional file(s), repeat steps 10B to 10D.

Upload File

1. Select File Type:
() Direct Assessment File
) Punlic Utility File
) Correction Direct Assessment File
) Correction Public Utility File
® Exempt Parcels File
2. Enter agency number to upload:
999.99

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

3. Validate agency number:
Validate

Successfully uploaded files:
EXEMPT_2016_99999 xlsx

10F. To view the uploaded file, click the Exempt Parcels tab.

Inbox E:Enqlt =106 8] Upload File Document Management

Upload Document

Create AIS Form

Upload File

1. Select File Type:
) Direct Assessment File
) Public Utility File
) Correction Direct Assessment File
) Correction Public Utility File
® Exempt Parcels File

2. Enter agency number to upload:
999 99

Must be 5 digits and in 2 decimal format (xoo.x0)

3. Validate agency number:
Validate

Successfully uploaded files:
EXEMPT_2016_99998 xlsx
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10G. Listed below are descriptions of the Exempt Parcels columns. If Valid = ‘no’ then proceed to
Correct the Data File in Edit Mode section (P. 66). Proceed to the next step if Valid = ‘yes’.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Exempt Parcels

Open Search Panel Refresh
)o@ © © © = ©

Fiscal Year | Agency # TXN Count Total DA AMT Valid | Uploaded Date Report Action
PCL CHG RPT Edit
2016 999,99 5,590 £0.00 yes 04/20/2016 Data Transmittal Delibe
History/ Detail Report
Records per page: | 100 | % Records: 1 - 1 of 1 - Pages: 1 §
1 | Fiscal Year Fiscal Year for which the Agency Number was processed.
Agency # Direct Assessment Agency Number assigned to each agency by the Auditor-
Controller.
3 | TXN Count Total transaction count on the input file
4 | Total DA AMT Total assessment amount on the input file
5 . Indicates if the file submitted is valid (Valid = ‘yes’) or invalid (Valid = ‘no’).
Valid e . )
Invalid files must be fixed before proceeding.
6 | Uploaded Date Indicates the date the file was uploaded to DAWeb
7 | 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.

Exception Report: Links to Exceptions Webpage that shows Invalid Parcels
that need to be corrected and resubmitted

Edit: Click the ‘Edit’ link to correct errors in the Edit mode.

8 | ACTION Delete: Click the ‘Delete’ link to delete the file from the Inbox.

10H. For a 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.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Exempt Parcels

[ Open Search Panel Refresh
Records: 1 - 1 of 1 - Pages: i
Fiscal Year Agency # TXN Count Total DA AMT Valid Uploaded Date Report Action
) . _ e : Edit
2016 999.99 5,520 £0.00 yes 04/20/2016 Data Transmittal Deletea
History [ Detail Report
Records per page: | 100 | % Records: 1 - 1 of 1 - Pages: 1 §
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10l. A blank Parcel Change Report means that there are no parcel changes for the selected file.

i} e | Find... @ [x #1071 - | 100%

Main Report

2016  PARCEL CHAMGE FILE PARCEL CHANGE REPORT RUMN DATE 05/04/2016
AGENCY NUMBER. 999.99 UPLOAD DATE 04/20/2016
TOTAL OLD PARCEL CNT: 0
TOTAL NEW PARCEL CNT: 0
FILE TYPE: Exempt Parcels File
FILE MAME: EXEMPT_2016_99999 xlsx
D PCL FORMAT STATUS AGENCY NUMBER DA AMOUNT
W
< >

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

options:

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

Go to ‘Create the Excel Input Data File’ (P. 33)
OR ‘Create the Text Input Data File’ (P. 42)

¢ Add new parcels and delete old parcels in Edit mode

Go to ‘Correct the Data File in Edit Mode’ (P.
66)

Stz || Find...
Main Report

»  100% -

M L% e 10of1

2016  PARCEL CHANGE FILE

TOTAL OLD PARCEL CMT: 13

TOTAL MEWY PARCEL CNT: 1
FILE TYPE: Exempt Parcels File
FILE NAME: EXEMPT_2016_99999.xIsx

PARCEL CHANGE REPORT
AGENCY NUMBER 999.99

| >

RUN DATE
UPLOAD DATE

05/04/2016
04/20/2016

n] PCL FORMAT STATUS AGENCY NUMBER DA AMOUNT
212021412005002 5808019015 k1 C 939,99
212021412006002 5808019020 k1 M 0
212050119001001 5811003008 1 C 939,99 o
212050119001001  &811003002 k1 ] 999 99 0
212050173001001 5611003014 1 N B >
Dore /' Trusted sites Fh v W0k -
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10J. Click the Data Transmittal link under the Report column to verify the Total Exempt Parcel Count

and Total Exempt Amount.

Exempt Parcels

[ Open Search Panel " Refresh l

Fiscal Year Agency # TXN Count Total DA AMT Valid
2016 999.99 5,590 £0.00 yes
Records per page: | 100 |

10K.

Recards: 1 - 1 of 1 - Pages:

Uploaded Date Report
o04/20/2018 Data Transmittal

History/ Detail Report
Recards: 1 - 1 of 1 - Pages:

1

Action

Edit
Delete

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-up load a corrected file or make
corrections to an existing file in ‘Correct the Data File in Edit Mode’ section (P. 66).

¢ Print the Data Transmittal, sign and date it, fill in all blanks, scan it as a PDF.
¢ Upload the signed Data Transmittal to DAWeb under the ‘Engineer’s/Misc. Report [Supporting
doc]’ document type. To upload documents, go to ‘Upload Legal Documents’ section (P. 87).

DATE: Mav 24, 2016

TO: Department of Auditor-Controller
Property Tax Services Division
Direct Assessment Unit

ATTN: Evelyn Ramirez

FILE TYPE:

BILL DESCRIPTION:

Exempt Parcel

AGENCY ACCOUNT NUMBER: 999.99

TOTAL EXEMPT AMOUNT: 0.00

TOTAL EXEMPT PARCEL COUNT: 5,590

This is to certify that the Total Exempt Amount and Total Exempt Parcel Count for our Agency Account Number

listed above are correct for the Fiscal Year 2016-2017.

Authorized By:

Signature

Mame and Title:

Date Signed

Primary Contact:

Mame and Title:

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

Phone Number:

Email Address:

Secondary Contact (if applicable):

Mame and Title:

Phone Number:

Email Address:
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10L. Exempt Parcels files do not need to be submitted to the Auditor. The Auditor can see your file as
soon as it is successfully uploaded and will disable your file from editing and deleting once the file is
valid (Valid = ‘yes’) and a signed Data Transmittal is uploaded. Please contact Evelyn Ramirez at

(213) 893-2344 immediately if you need to edit or delete the file.

Inbox Exempt Parcels Upload File Document Management Upload Document Create AIS Form

Exempt Parcels

[ Open Search Panel " Refresh l
Records: 1 - 1 of 1 - Pages: 1
Fiscal Year Agency # THXN Count Total DA AMT Valid Uploaded Date Report Action
PCL CHG RPT Edit
2016 999.99 5,590 50.00 yes 04/20/2016 Data Transmittal Dalete
History/ Detail Report
Records per page: |100 | ¥ Records: 1 - 1 of 1 - Pages: i
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