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Release 4 - March 25, 2017 

Schedule A Improvements: 

• Direct Upload - no conversion step 

• Form redesign -  reduced scrolling 

• New User Review form 

• Enhanced Print options 

• New Approved/Not Approved report 

Schedule A 



Landing Page 

• Download the Excel Schedule A template 

• Guidance from the Bureau of Accounts 

• Frequently Asked Questions (FAQs) 

Information on the Schedule A Landing Page 



Landing Page 
Frequently Asked Questions (FAQs):  

Solutions to common problems 



• You must use new template file (from Landing Page or DLS Web.) 

• Direct upload, no conversion required. Choose Excel file and Upload. 

Upload 



Excel file is now in generic 2010 format, with no macros or extra sheets 

No prior year data; template will not change from year to year 

Upload 



Tabs: reduced page size, less scrolling 

Form Redesign 



Print: creates PDF using data on currently displayed tab only 

Print All Tabs: creates PDF with data for all tabs 

Form Redesign Print buttons 



Form Redesign 
Use Part 12 to: 

Sign and 

Submit 

 

Add a 

General 

Comment 

 

Print entire 

Sched A 

(Parts 1-12 

and KAR-1) 



New interactive User Review form 
 

Bureau of Accounts business rules are 

applied in User Review 
 

Encourages real-time interaction  

between BOA Field Advisors and  

municipal finance staff  
 

2 tabs: 

Logical Edits 

Prior Year Analysis 

User Review 



User Review 

Logical Edits tab: 
 

• Displays the items that don’t pass BOA business rules 

• “Condition to Pass” shows how to change Fail to Pass 

Show All Edits toggles between Failed 

Only and All Edits (passed and failed) 



User Review 

Prior Year Analysis tab: 
 

Displays the items that exceed BOA’s allowable % variance 
 

All variances are 100% until data is entered (don’t panic) 



Enter a comment 

explaining every 

failed edit in both 

Logical Edits and 

Prior Year Analysis  

 

You must enter a 

comment for every 

failed edit prior to 

submitting Schedule 

A (from Part 12) 

User Review 



Do not use Part 12 to explain variances or edits  

User Review 



Explain each variance separately 

User Review 



Click the Comment 

button to add an 

explanation (popup 

box will appear) 

User Review 
Using Comments 



• Additional comments can be added 

• Existing comments can be edited or deleted 

User Review 

Edit and Delete apply to  

your own comments only 



Conversations relative to edits are displayed on both the 

Logical Edits and Prior Year Analysis tabs 

User Review 

To see the full text of all comments,  

click the Comments button 
 



Lists Approved communities first, then those still in process 

Approved/Not Approved Report 



Municipal Modernization: revisions to 

Tax Rate, Certification, Schedule A 

Release 5 – June 25th  

DLSLaw Library: Public Search 
 



Release 5 – June 25th  

DLSLaw Library: Public Search 
 

IGRs and Bulletins 2016-2017 

will be released first 



User account changes 

Release 5 – June 25th  

Strong Password requirement: 

8 character minimum/20 maximum 

1 upper case letter 

1 lower case letter 

1 number 

1 special character 
 

System will prompt you to change on first login 



Self-service Password Reset 

Release 5 – June 25th  

Make sure your Directory listing 

 has an accurate email address 
 

Go to My Profile to select and answer a Security Question 



Schedule A 

Need assistance? 
 

Gateway Support: 
Boston (617) 626-2350 

Springfield (413) 452-3974 
DLSITGroup@dor.state.ma.us 


