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LA3 Bulk Upload Tips

Please download and use BLA's LA3 Upload Template (Excel) to upload sales data to Gateway. The LA3 submission requirements changed in FY 2017. Please discard any old templates and use the new
Excel file for both certification and interim year submissions. Files using the old columns and files in the older Excel format (*.xls) will no longer be accepted.

When uploading, be sure to select the correct Date Range for the sales in your Excel file. Your sales must match one of the 3 acceptable ranges on the Upload page; click the radio button that
applies to your sales.

Looking for more information on property codes, sales report specifications or the LA-3 process? BLA's Property Type Classification Code Booklet contains the latest guidance from BLA.

The LA-3 Upload Service will process your file in the background, and you will receive an email when your data has been fully uploaded. Sales will be displayed on the Bulk Upload screen after processing;
you may correct sales with data problems and re-process those sales, or you can delete the file, edit the sales in Excel and try the upload again.

Tips for deleting sales:

« If you uploaded but have not yet saved your sales (if they are still visible on the Upload screen) you can simply delete the Excel file and re-upload.
« If you saved your sales (they are no longer visible on the Upload page and you can see them in the Search/Update/Delete page) you must delete them from Search/Update/Delete first, then go to
Upload and remove your Excel upload file. You can then upload a new file and start over.

Click here for a guide on the Bulk Upload process. For assistance with LA3 uploading, contact DLS IT Support at (617) 626-2350 or call your BLA Community Advisor.

The LA-15 is now part of the LA3 module. Prior to FY 2017 it was part of Tax Rate, but it is now found in LA-3. Sign and submit your LALS Interim Year Adjustment form after submitting your interim
year sales,

Please contact your community's Bureau of Local Assessment advisor for assistance.

Question

» Can I use an LA3 Excel template file from a prior year?

p If I leave before my upload file has been processed, will I
lose all my sales?

» How long should an upload take?

p I'm having a problem uploading. Whom do I call for help?
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The LA-3 Upload Program contains an additional item — the LA-15
(previously located under the Taxrate tab). This addition brings all of the
LA-3 components under one umbrella.

The structure of the LA-3 submission is now the same for both Certification
and Interim Year. No more prior year use codes or prior year NAL codes.

Bulk Upload

To begin the bulk upload
process for the community,
go to the Bulk Upload screen
and select:

v Fiscal Year| 2018

v | Process Interim Year v

-- Select Fiscal Year -

2002
2003
2004
2005

The Fiscal Year

The “Process section” will
auto-fill based on the year
selected.
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Bulk Records Upload
Bulk Records Upload

Status: LA-3 Interim Year : NO STATUS FOUND
TaxRate - Interim Year Adjustment : NO STATUS FOUND

ABINGTON - 001 2018

Jurisdiction Abington - 001 v Fiscal Year 2018

Date Range: ® 1/1/2016 - 12/31/2016 1/1/2015 - 12/31/2016 7/1 = 6/30/2017

Is Sales Data Time Trended:

Download the LA3 Excel template file
Download BLA's LA3 requirements, instructions and classification codes

Select Document | Choose File |No file chosen

Save Uploaded File

ss Interim Year v

A4

Date Range:|® 1/1/2016 - 12{31{20161 1/1/2015 - 12/31/2016 7/1/2015 - 6/30/2017

Before uploading your file:

__—Download the LA3 Excel template

file, 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.

Your Excel file must have the “.xlsx”
format (Newer version of Excel —
(NOT the older version with the
“xlIs” ending on the file).

If you need only one year of sales for
all classes then select the one year
range say (1/1/2016 —12/31/2016).

One year is the default.

If you need two years of sales for
any class then select the appropriate

two years of sales. [Base Year and Prior Year

OR 6 months prior to the Base Year & Base Year & 6
months after the Base Year]

When you are ready for the actual upload - all the above
conditions have been met - and you have reviewed your LA3

== (making sure that it is in compliance with DOR requirements)
then click the button next to Select Document (“Choose File”
in Chrome. Internet Explorer uses “Browse.”)

Select Document | Choose File | Mo file chosen

DLS — Gateway
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Bulk Records Upload LHeI
Bulk Records Upload og

Status: LA-3 Interim Year : NO STATUS FOUND
TaxRate - Interim Year Adjustment : NO STATUS FOUND

ABINGTON - 001 2018

Jurisdiction  Abington - 001 v Fiscal Year 2018 v Process Interim Year v @

Date Range: ® 1/1/2016 - 12/31/2016 ) 1/1/2015 - 12/31/2016 ) 7/1/2015 - 6/30/2017

Is Sales Data Time Trended: () & Open ‘i'
. 15, » Libraries » Documents » ~| 44 || Search D £
Download the LA3 Excel template file OO “J" | L H CATCRGCHITITS o]
Download BLA's LA3 reguirements, instructions and classification codes e New folder ==~ 1 @
i 1 - 3
Select Document | Choose File |No file chosen X Favorites Documents Ilbrary
Arrange by: Folder

_ M Desktop Includes: 1 location
Save Uploaded File -

=» Recent Places = Name -

Downloads -
o 4] LA3 Revised.xsx
. | Prop Messages Gateway Tax Rate Tab.docx
- Libraries @

= _‘1 EQV copy.docx

'*, Documents

< | Proposgd Gateway Changes.docx

i Music &

J Copy of LUsa Copy of Recap Page 3.xls

2=, Pictures

- ) Report Abditions.docx

!, Videos

lﬂ!__,__ Report Additions.pdf

ARl R

| = | »

~ [l Files -

i
B Crrartar <

File name: LA3 Revised.xlsx

- Open

Select the previously saved LA3 file from its
location on your computer by double

Select Document | Choose File | Marblehead Test LA3.xlsx CIICkIng on It'

[Save Uploaded File]

The file name will appear next to the Select
Document button.

Click the “Save Uploaded File” button.
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Bulk Records Upload
Bulk Records Upload

OVour file has been uploaded and is waiting to be processed. You can delete this file if required.

You may receive a notice that the If a problem occurred during
upload is in process. processing, the email will contain a

This may take a few seconds or technical description of the issue.

may take a |Onger periOd for many |f a problem occurs contact:
sales. DLS IT Support (617) 626-2350
You will be sent an email when the And/or send the email to -
file is processed. DLSITGroup@dor.state.ma.us
Bulk Records Upload
Bulk Records Upload

ABINGTON - 001 2018
Jurisdiction Abington - 001 v Fiscal Year| 2018 v | Process Tnterim Year v

If you stay on the Upload page:

Click Go periodically to refresh the screen and check
for a status change.
Your sales will appear once processing is complete.
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Bulk Records Uplowd
Bulk Records Upload

Satus: L= Dnterion Year © NO STATUS FOLIND

TaxFabe - Interim Year Adjustment © RO
MARBLEHEAD - 168 20017

Jurisdiction | Marbletwad - 168

Date Range;  VL0L5 - 1R85

Is Sales Data Time Tronded:

Dot Lok Eured seerplae fil

STATLS FOUND

* | Flscal Year 2017

= LA - LUELR01E

Do BLA'S LAS requirements, insiructions aod classification codes

File Mama: Marblshead Test LAT wigx

File Upboad Date: 7/ 262006 10: 15245 AM

Slaturs; Corpleted
Hemarks;

Dl et Uipdoaadend Filiy
Correct Recond(s): 860

Show 33 « entries

* Process [nferim Yeawr ¥ @

HUR014 - 6/ B2016

ot | sale Date | Parced 14
188 |ymams | 3s_16_
188 |nf2/2004 | 19_1_Clé_
188 |yTEIOe 12196
168 I.'E-l,'iﬂ]-i TE3_110.0__
188 |1/31/2004 |61_80_05_
168 |I6rE0ns |EE_nisa_
168 |314r2014 |33_TOL__
168 |WITEois |ed_sa_cii_
188 |4/1172004 |31_35.C1_
188|410 |87 vicas
188 |S/162014 | 29_152_
188 |s/1e/2014 (29 154
188 | H20f2014 |17_136_Cha_

When the upload is complete the Status will say “Completed”

Sallir
VLT WALTER O TR,
MEFFILL AVEMUE CORF
LARRAEEE SAPRaM
HATES G HOWSRD:
CAESELLA CHARLES D TR
WITALL SAMUBL & TR
MURFHT PAILF TR
SOUO REALTY LLC
PRINCE Al
THi WU, SO0ITH VMO RLTY LT
GLADE KATHRTN K TR
KIS ELEANCR W
MMM ALLYN

OREILLY JOSEPH
OREILLY JOSEPH G
MENSER GARY

135

Lkl
1376

51 Alpha

S Nasiie
ROUTE 28
SOUTH SHORE DR UNIT 1
WILLOW 5T
ROUTE 64
BRIDGE ST UNIT &
FRANKLIN 5T ExT
ROUTE 2B
BRIDGE ST UNIT 12
ROUTE 2B NIT 1
FRUEAN AVE UNIT A3
WEESTER R}
WEBSTER FD
SOUTH SE AVE UNTT 22

EEH
301
k30
031
30}

If there are incorrect records they will be listed separately above the “Correct Records”. These
will need to be corrected on the screen (see any segments circled in RED) and you will need to
re-process this data [hit the Reprocess Incorrect Records” button].

DLS — Gateway
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Correct Record(s): 860

Show 3p v entries
our | saleDate | Parcel Id Seller Buyer StNum | StAlpha St Name GmEiriss || EEE AL saleprice | PriorAssessed | = Current =
168 1/7/2014 36_108__ VOLZ WALTER O TR JNJ HOLDINGS LLC 84 ROUTE 28 332 C 455000 321600 321600 0.
168 1/21/2014 191 Ci16_ MERRILL AVENUE CORP HUMBERT GILBERT F 135 SOUTH SHORE DR UNIT 1 301 C 140000 131800 131800 0.
168 1/23/2014 [121_96__ LARRABEE SUSAN SRIHADI TRI K 0 WILLOW ST 130 183000 151200 151200 0.
168 1/28/2014 (1431101 HAYES G HOWARD WESTERLY HOLDINGS LLC 927 ROUTE 64 031 615000 609900 609900 0.
168 1/31/2014 |61_60_C6_ CASSELLA CHARLES D TR RAPOZA JOHN M 1376 BRIDGE ST UNIT 6 301 C 220000 225300 225300 1.
168 2/10/2014 |[22_215.2__ VITALI SAMUEL A TR DISIPIO ANTHONY G 47 FRANKLIN ST EXT 130 u 132000 166600 166600 i
168 3/14/2014 [33_70.1__ MURPHY PALIL F TR MACLYN LLC 822 ROUTE 28 301 U 11600000 3040600 3040600 0.
168 3/27/2014 |[61_60_C11_ SOLO REALTY LLC BARKER STEPHEN F 1376 BRIDGE ST UNIT 11 301 L 200000 224000 224000 i
168 4/11/2014  |31_35_C1_ PRIMCE ADAM SAKOVICH SONIA 503 ROUTE 28 UNIT 1 301 C 43000 85600 0 0
168 4/17/2014 (87_23_CA3_ THE NUBAR SOUTH YARMOUTH RLTY LLC BOB ROBERT K 20 FRUEAN AVE UNIT A3 402 152500 151000 151000 0.
168 5/16/2014 [29_152__ GLADE KATHRYM K TR OREILLY JOSEPH G 9 'WEBSTER RD 130 ) 480000 172900 172900 0.
168 5/16/2014 [29_154__ IINSMAN ELEANOR. V/ OREILLY JOSEPH G 0 'WEBSTER RD 132 vV 480000 23500 23500 0.
168 5/20/2014 |[17_136_C22_ MCMANUS ALLYN MANSER GARY 184 SOUTH SEA AVE UNIT 22 301 C 172000 173600 173600 1.
168 5/21/2014 [98_101__ MURPHY BRUCE TRS Aand M FAMILY LIMITED PARTNERSHIP 37 HUNTINGTON AVE 316 I 1280000 626200 626200 0.
168 5/23/2014 [43_20__ RUDDEN GORDON C CHURCHILL FREDERIC E 43 CARRIE LN 106 160000 168000 168000 1.
168 6/10/2014 [25_335_C7_ KRUEGER RUTH E HOWES JEFFREY ALLEN 166 SEAVIEW AVE UINIT 7 301 C 153500 132600 132600 0.
168 1/2/2014 30_22.1_C214_ | FOWLER CRAIG FOWLER CRAIG ] 343 ROUTE 28 UNIT 214 301 H 8500 35200 35200 4,
168 7/15/2014 [121_19__ ‘GORDON BENJAMIN D TR LAKIS STEPHEN kil EAGLE LOOP 132 v 690000 23600 23600 0.
168 7/22j2014 (2885 NATHAN JOSEPH F RINES STEVEN M TR 2 CARLETON 5T 132 H 7100 8600 2400 1.
168 8/8/2014 34_203__ SPERA BARBARA A DADAK CHRISTOPHER 9 BRADDOCK ST 132 v 215000 110600 11100 0.
168 8/11/2014 (124 57__ LEEMILTS PETROLEUM INC NICK AND JAY ENTERPRISES INC 472 ROUTE 64 334 C 564000 357000 357000 0.
168 8/25/2014 |[32_85_C19_ HATCHELL JCOHN R JR GROEMEVELD ERIK 638 ROUTE 28 UNIT 19 301 C 91500 88700 88700 0.
168 8/29/2014 |[30_22.1_C165_ |TUCHSCHNEIDER HERBERT BENMETT CHARLES 5 IR 343 ROUTE 28 UNIT 165 301 C 44000 34700 34700 0.
168 9/3/2014 20_5__ GOTTFRIED DAVID ] GOTTFRIED DAVID J 0 RACHEL RD 132 A 600000 7100 7100 0.
168 9/3/2014 205 HARRISON S EDWARD 5 TR GOTTFRIED DAVID 1 0 RACHEL RD 132 v 600000 7100 7100 0.
168 9/10/2014 |122_44__ BALBONI JEFFREY H BETTIS RICHARD LYNN 194 ROUTE 6A 325 240000 210000 210000 0.
168 9/26/2014 |143_111_CY_ CHAPTER TWO LLC LINDAUER JOSHUA TR 923 ROUTE 6A UNIT Y 340 u 258900 142400 142400 0.
168 9/26/2014 |87_23_CAZ_ THE NUBAR SOUTH YARMOUTH RLTY LLC JBL LLC 21 FRUEAN AVE LINIT A2 402 155000 151600 151600 0.
168 9/30/2014 | 26_64__ TIGHE ROBERT J TRS CITRANO JOHN A 9 MAYO RD 130 200000 241400 241400 1.
168 10/2/2014 [36_113.1__ NA DOW PROPERTIES LLC 91 ROUTE 28 301 I 244278 859700 859700 2]
Showing 1 to 30 of 860 entries 1 2 3 4 5 29 Next

Save Sales Data

| 168

|10/2/2014 |36_113.1 NA

At the bottom of the page, there is a “Save Sales Data” button.

Showing 1 to 30 of 860 entries 1

Save Sales Data

DLS — Gateway

Next

Click this button to save the sales and finalize the bulk upload
process.
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Bulk Records Upload
Bulk Records Upload

o{x-rrect data saved successfully. Duplicate records have been updated. LA15 generated.

Status: LA-3 Interim Year : FORM ENTERED
TaxRate - Interim Year Adjustment : NO STATUS FOUND

MARBLEHEAD - 168 2017

Jurisdiction| Marblehead - 168 v | Fiscal Year 2017

T Process Interim Year ¥

Date Range: 1/1/2015 - 12/31/2015 = 1/1/2014 - 12/31/2015 7/1/2014 - 6/30/201
Is Sales Data Time Trended: ||

Download the LA3 Excel template file
Download BLA's LA3 reguirements, instructions and classification codes

File Name: Marblehead Test LA3 . xlsx

File Upload Date: 7/26/2016 10:19:45 AM

Status: Completed

Remarks:

[Delete Uploaded File]

At the end of the process you will
receive a notice that the data has
been saved, and in the instance of an
interim year, the LA15 has been
generated.

Page 8 of 11
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Starting Over

In the event you need
to upload a new LA3
and a file has already
been uploaded then
you must delete the

LA-3 Search/Update/Delete
LA-3 Search/Update/Delete

Status: LA-3 Certification : FORM SUBMIT
Certification - Final Certification : NO STATUS FOUND

NAHANT - 196 2018

Jurisdiction Mahant - 196 ¥ Fiscal Year 2018 ¥ Process Certification v @ .. . . .
existing information in

Parcel Id

Sale Date From (mm/ddiyyyy)  Sale Date To i) order to upload new

Sale Price From Sale Price To | nfo rmat|0 n.

Buyer Name Seller Name

Current Year ASR From ' To Is Time Trended Only [J

Street Name

There are two separate
files that exist on

Class MULTIPLE USE - Property Type List 012 =~ Property Group 013 a
RESIDENTIAL 013 031
OPEN SPACE 014 0132031 Gateway after you
COMMERCIAL - 016 « 013-043 ~

upload the LA3 file.

Current Year NAL Code Valid Sales - Code is Blank «
Invalid Sales - NAL Sales
A
Al -

The first is located on
the Search Update and

Delete screen.

[Search] [Clear Search Criteria] [Reset Sort]

To delete all sales, click Search without selecting any criteria, then click Delete Searched Data. Remember to also delete the stored Excel file on the Bulk Upload screen.

[Search] [Clear Search Criteria] [Reset Sort]

To delete all sales, click Search without selecting any criteria, then click Delete Searched Data[Remember to also delete the stored Excel file on the Bulk Upload screen. ]

Page 9 of 11
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Bulk Records Upload
Bulk Records Upload
Status: LA-3 Certification : FORM UNLOCK FOR DLS

Certification - Final Certification : NO STATUS FOUND The second
NAHANT - 196 2018 is located on

Jurisdiction Nahant - 196 v Fiscal Year 2018 v Process Certification v @ the BU I k
Date Range: 1/1/2016 - 12/31/2016 = 1/1/2015-12/31/2016 7/1/2015 - 6/30/2017 U pload

- screen.
Is Sales Data Time Trended: [
Download the LA3 Excel template file
Download BLA's LA3 requirements, instructions and classificatj .

Both files

File N : Nahant FY18 LA3.xlsx
o need to be

deleted.

File Upload Date: 5/23/2017 1:43:37 PM

Status: Completed
Remarks: /
Delete Uploaded File
[Search] [Clear Search Criteria] [Reset Sort] /

[To delete all sales, click Search without selecting any criteria, then click Delete Searched Data] Remember to also delete the stored Excel file on the Bulk Upload screen.

This procedure will allow you to upload a new file.

Start the process over again, remembering to use all
steps in the process.
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D I S For assistance with uploading sales,

DIVISION OF LOCAL SERVICES CO nta Ct:
MA DEPARTMENT OF REVENUE

Bureau of Local Assessment BLADATA@dor.state.ma.us

Or contact your community’s BLA Community Advisor.
A list of community advisors with contact information can be found here:
http://www.mass.gov/dor/docs/dls/boa/fieldrep/boablaassignmentscitiesandtowns.pdf

For technical problems including error messages or trouble logging in, or to obtain an account contact

DLS IT/Gateway Support 617-626-2350 DLSITGroup@dor.state.ma.us

The LA3 Sales Upload Template can be downloaded by clicking here:

http://www.mass.gov/dor/docs/dls/ghelp/la3salesreporttemplate.xlsx
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