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Bulk Upload 

  

 

“The Tax Rate – Assessments section” contains: – the LA-13 Upload and the 
View/Edit/Submit Growth sections.  These allow for the upload of the LA-13 
Template directly into Gateway and an editing feature for use after upload. 

The structure of the LA-13 submission is now similar to the LA-3 Upload. 

 

To begin the bulk upload 
process for the community, 
go to the LA-13 Upload 
screen:  

Select The Fiscal Year 
& 

Click Go 
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Before uploading your file:  
 
Download the simple Excel 
template file for the LA-13 (use 
of the simple template is 
mandatory for uploads), copy 
your data into the downloaded 
file and make sure you are using 
correctly formatted data for 
each of the headings. Save the 
file to your computer. 
 

See the Instruction sheet for 
completing the Template. 
 
 

When you are ready for the actual upload, and you have reviewed 
your LA-13 (making sure that it is in compliance with DOR 
requirements) (With the exception of the LOC ID format, use only alpha 
and numeric characters (if it isn’t a number or a letter, remove it), Columns 
B and H must have less than 32 characters) – then press the “Choose 
File” button. 
This will take you to your computer files and you can select your 
completed Template. 

After choosing your file, the name will appear next to 
“Choose File”. 
Click on “Save Uploaded File” to save the file. 
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You may receive a notice 
that the upload is in 
process. 
 

This may take a few 
seconds or may take a 
longer period.  
 

You will be sent an email 
when the file is processed. 

If the process takes 
more than a few 
minutes, hit the Go 
button - this may 
result in the data 
showing up on the 
screen. 
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When the upload is complete the Status will say “Completed” 
 

 

 

If there are incorrect records, they will be listed separately above the “Correct Records”, in the 
upload section. Before working on the incorrect records, hit the reprocess incorrect records 
button. Some or all, of the records may automatically be reprocessed. The remaining items will 
need to be corrected on the screen (segments circled in RED) and you will need to reprocess this 
data [hit the Reprocess Incorrect Records” button, at the bottom left of the page]. 
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After correctly completing the 
reprocessing of any records, 
there is a notice that Re-
Processing was successful. 

The number of Correct Records 
is listed and should be checked 
against the number of records 
on the Template. 

 

If there are a large number of incorrect records, you can reach out to your BLA advisor for 
assistance with bringing you submission into compliance with DOR requirements. 
These problems are usually in the areas of including unacceptable characters (Including any 
character that is not a number or a letter) or the overall number of characters in columns B or H 
(Having more than 32 characters). 
 



Page 7 of 9 
DLS – Gateway  

 

 

Proceed to the bottom of the 
page and click on the “Save 
New Growth Data” button. 

After correctly saving the data, 
there is a notice that the data 
was saved successfully. 
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After the data is saved you can 
click on the LA-13 section under 
Tax Rate – Assessments  

  

 View the uploaded results. 
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Edits and Deletions  

can be made in the 

“View/Edit/Submit Growth” section. 

 

When you are satisfied that all the data is correct, 
the Board of Assessors must  
SIGN 
SAVE  
SUBMIT  
at the bottom of the page to 
complete the Upload process. 
 
Remember to fill in the abatement information on 
the LA-13 page, SIGN and SUBMIT at the bottom 
of that page to complete the LA-13 process. 
 


