NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

9 New York State Comptroller

Thomas P. DiNapoli

Online Services
This guide provides stdpy-step instructions for the following topics:

1 ACTIVATING A PRIMARY AUTHORIZER AGR&yeNr)
1 ASSIGNING TAX CARX CAP COMPLIANM¥IT ROLES TO AN ACCQOBHde 8)
1 CREATING ADDITIONAL USER ACC(@aba 3y

PLEASE NOTE: ALL LINKS, USERNAMES, AND OTHER INFORMATION WITHARE IS GEMIENSTRATION PURPOSESTBNE Y-UIDE DOES NOT
CONTAIN ANOF YOUR PERSONAL INFORMATOR.ENROLLMBENFORMATION WILL BEAILED TO YOU SEPARATELY.
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NYS Office of the State Comptroller
Division of Local Government and School Accountability

Online Service
Enrollment Instructior

ACTIVANG A PRIMARY AUTHORIZER ACCOUNT

Step 1:0nce your account has beereated you must activate it before you caccess any LGSA applicationsuwill receive two automate@mails from the

Enroliment systemOne email will contain your username and the other a temporary password.

Comptroller's Online Services.

Your User ID is: municipatuser
After you establish your password and complete the enrollmen’ ocess, y¢  ilbeauw ¢ zed! wuse our’ iline ‘ervices.
You will receive a separa  wail communice n¢ planinghe vto tablistk ou »as¢ vor and mplete the enr 'ment ~- ice:

If you have any problems « ~ ___ .5, please . *thepr soninyow org izatic who cieated your account, if applicable, or contact OSC by clicking
http://www.osc state ny.us  Hortal/contact.htnr or deta 1 ¢ itact informauon.

Please do not "Reply" dirceuy ro this automatically generated message.
For contact information, click http://’www.osc.state.nv.us/portal/contact. htm

A User Account has been created for you by * * 1 of New York State Office of the State Comptroller to allow you to access the New York State Office of the State

A User Account has been created for you by 1 of New York State Office of the State Comptroller to allow you to access the Mew York State Office of the State
Comptroller's Online Services.

Your temporary password is: Q7tbALz3

To use the New York State Office of the State Comptroller's Or™ » Services » aselogr w 1you Jee"™ adPa wordand yo will be a<t-~4 to change your Password at the
following secure website:

https.‘portal osc.state ny.. caroliment 10;'@
&

If you have any problems o1 .csuons, please ¢ tact . “wvcl <ng http:/w ww osc state ny us'portal'contact htm for detailed contact information

Please do not "Reply" direc v*= °  _.tomatically generated message.
For contact information, click http://www.osc.state.nv.us/portal/contact. htm
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NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ACTIVATING A PRIMARY AUTHORIZERWET (Continued)

Step 2 Once you have reached the login page, g$igwith your username and temporary password.

@ New York State Comptroller

Thomas P. DiNapoli

Online Services

Login Announcements
*User ID municipaluser I forgot my User ID R
*Password sssssnns | forgot my Password
<) Login

Need an account ? Enroll Now

Learn more about our Online Services

Online Services Applications

Government Local Government Vendors Individuals
-f%) VendRep System @ Public Authorities Reporting Information System
The VendRep System is a secure application which allows vendors to enter, maintain The Public Authorities Reporting Information System (PARIS) is an online data entry
and cerify their Vendor Responsibility Questionnaires. Once the questionnaire is and collection system. Public Authorities use PARIS to comply with various statutory
certified, it is available for review by authorized New York State Contracting Entity and regulatory requirements of public authorities law, general municipal law and OSC
users. Access to New York State contract data is also available through the VendRep regulations.
System. More Details

More Details Enroll

774 Contract Submission System Online Claiming
The Contract Submission System (CSS) is a secure application which allows State The Online Claiming is a secure web application where authorized users can upload v
authorities to submit contracts and contract amendments for prior approval or filing, as files to search and claim unclaimed funds. Unauthorized users can search unclaimed
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Online Service

NYS Office of the State Comptroller
Enrollment Instructior

Division of Local Government and School Accountability

ACTIVATING A PRIMARY AUTHORIZER ACCOUNT (Continued)
Step 3 On the Identity Validation screen, artyour first and last name. When done, seléct I & & ®¢

New York State Comptroller
Thomas P. DiNapoli

Online Services Assistance

Password Assistance - Validate |dentity

Please enter your First Name and Last Name to validate your identity.

“First Name John
*Last Name Doe
& Validate ® Cancel

Contact Us | Privacy and Links Policies | Terms Of Service
@ New York State Office of the State Comptroller

Paged of 21



NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ACTIVATING PRIMARY AUTHORIZER ACCOUNT (Continued)

Step4: On the Change Password screen, enter your temporary password iSthe® f | 6 Sf SR &/ diNeNEnterithe passward y®INFh use iyl R
the remaining fields. When done, sel@étipdated ¢

New York State Comptroller
Thomas P. DiNapoli

Online Services Assistance

Password Assistance - Change Password

Please enter current password and create new password.

User ID municipaluser
*Current Password I
*New Password sessvsevene

(8-32 characters. It cannot contain your first or 1ast name, or your userlD, or
the word 'password', or any special characters. The password must contain
at least 1 number, 1 lower case character and 1 upper case character.)

*Re-type New Password ssssssssses

" Update X Cancel
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NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ACTIVATING A PRIMARY AUTHORIZER ACCOUNT (Continued)

Step5: When promptedchooseand answer two secret questiors.K Sy R2y S> a 8\oté théasaudestiadR willib8 dséd in the event you need to
recover your password or otherwise validate your identity)

New York State Comptroller
Thomas P. DiNapoli
Online Services Assistance

User Profile Assistance - Set Secret Questions & Answers

Please select two different questions and enter answers.

User ID municipaluser
*Question 1 In what city were you bomn? ﬂ
*Answer 1
*“Question 2 What was the make of your first automobile? ﬂ
“Answer 2

v UpdateI} % Cancel

Contact Us | Privacy and Links Policies | Terms Of Service
& MNew York State Office of the State Compirolier
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NYS Office of the State Comptroller
Division of Local Government and School Accountability

Online Service
Enrollment Instructior

ACTIVATING A PRIMARY AUTHORIZER ACCOUNT (Continued)

Step 6 Once you have activategour accout, you are now ready to assign yourself permissi@rokes)and/or create additional users.

New York State Comptroller
Thomas P. DiNapoli

Online Services

View

Dashboard

Announcements

User Profile

2 Users

Welcome to Online Services

Online Services Applications

You are currently subscribed to the following applications:

© No applications available.

Municipality Information

Municipality Name
Municipality Code
Number of Users

Application(s)

1

Tax Cap , Tax Limit

~ Manage Users

Announcements

User Information

Name
User ID
Previous Last Access

Password Expiration
Date

Created On

R My Apps v B John Doe (municipaluser) -

John Doe
municipaluser
Mar 30, 2015 01:45 PM

Mar 29, 2016 12:00 AM

Mar 26, 2014 12:36 PM

4 Manage Profile

Pager7 of 21



NYS Office of the State Comptroller
Division of Local Government and School Accountability

Online Service
Enrollment Instructior

ASSIGNING TAX CE®MPLIANCBEMIT ROLES TANACCOUNT (PRIMARY AUTHORIZER ONLY)

Step 1:0nce you are logged into the websigelectdManage Useksunderneath Municipality Informatioat the bottom (Note: if you daot see thisption,
thenyou do not have &rimary Authorizeaccounj

Online Services

View

Dashboard

Announcements

User Profile

New York State Comptroller
Thomas P. DiNapoli

2 Users

Welcome to Online Services

Online Services Applications

You are currently subscribed to the following applications:

@ No applications available.

Municipality Information

Municipality Name
Municipality Code
Number of Users

Application(s)

11

Tax Cap ., Tax Limit

A Manage Users

Announcements

User Information

Name
User ID
Previous Last Access

Password Expiration
Date

Created On

& My Apps & John Doe (municipaluser) ~

John Doe
municipaluser
Mar 30, 2015 01:45 PM

Mar 29, 2016 12:00 AM

Mar 26, 2014 12:36 PM

~ Manage Profile
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NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ASSIGNING TAX CERMPLIANCBMIT ROLES TANACCOUNTontinued

Step 2:0n the following screen, clitke drop-down arrow next to appropriate useamel Y R a4 St SOU &t SNX¥A&daArz2yadé

New York State Comptroller } un - ) icinaluser)
@ Thomas P. DiNapoli oo s & My Apps & John Doe (municipaluser)

Online Services By of A

Search

Municipality Users Filters

Create First Name Last Name Primary Email Status ﬂ Y Filter @ Clear

Municipality User

Results
Displaying 1 to 11 of 11 [first] [prev] 1 [next] [last]
Actions User ID First Name Last Name < Email Status
(© o -] o
municipaluser John Doe * Active

| @ nfo

& Permissions
| 9 Locations o

= Activity Logs -
| ® Audit Logs
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NYS Office of the State Comptroller

Online Service

Division of Local Government and School Accountability Enrollment Instructior

ASSIGNING TAX CERMPLIANCBMIT ROLES TANACCOUNTontinued

Step 3:To assign roles for Tax Cap and/or TapCompliancE & St § O (i ndémeatHOnlihe: SedéicesiAppitions Jump to Step 6 for instructions on
how to assign Tax Limit roles.
(Note: the roles folrax Cap Complianege under the Tax Cap application)

.- MNew York State Comptroller
THOMAS P. DiNAPOLI | TEST

Online Services 2 Users 28 Apps -~ &3 John Doe (municipaluser) -

AUTHORIZER John Doe (municipaluser)
View Municipality Users
@ Info @@ Permissions Q@ Locations = Activity Logs @ Audit Logs
Add Municipality User
Online Services Applications
JOHN DOE

Enroliment ¢ Tax Limit ¢gp

D Tax Cap Certifier

All the privileges of the Reviewer role. Can also certify Tax Cap report data submissions for their
municipality. All privileges apply only to the user's Municipality.

'm ] Tax Cap Reviewer

Read privileges for any certified or uncertified Tax Cap data for their municipality. All privileges
apply only to the user's Municipality

D Tax Cap Preparer

Ability to enter and edit data in unsubmitted Tax Cap forms. Read privileges for certified data for
their municipality. All privileges apply only to the user's Municipality.

D Tax Cap Compliance Certifier
Ability to certify Tax Cap Compliance (Tax Levy) information. Ability to view the read-only Tax
Cap Form Summary screen. No Tax levy (Tax Cap Compliance) data entry privileges. All
privileges apply only to the user's Municipality

D Tax Cap Compliance Preparer

Ability to enter Tax Cap Compliance (Tax Levy) data. Ability to view the read-only Tax Cap
Form Summary screen. Mo Tax Levy (Tax Cap Compliance) certification privileges_ All
privileges apply only to the user's Municipality.

D Tax Cap Compliance Reviewer

Read-only rights for the Tax Cap Compliance (Tax Levy) data. Ability to view the read-only Tax
Cap Form Summary screen. All privileges apply only to the user's Municipality

Contact Us | Prnvacy and Links Pol s | Terms of Service

MNew York State Office of the State Comptroller
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NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ASSIGNING TAX CERMPLIANCBMIT ROLES TANACCOUNTontinued

Step 4:You nowhave the ability to assign the rolesdix Camnd Tax Cap ComplianReviewerPreparerand/or Certifier Below is a description of each role.

Real Property Tax Cap

Tax Cap Reviewe€an read all Tax Cap reports.
Tax Cap Prepare€an read all Tax Cap reports and edit all unsubmitted Tax Cap reports.

Tax Cap CertifielCan read allax Cap reports and certifywsubmittedTax Cap reports

Real Property Tax Complianc

TaxCap CompliancReviewer:Can read all TaapComplianceeports.
TaxCap Complianc@reparer:Can read all Ta@ap Complianceeportsand edit all unsubmitted Ta@ap Complianceeports.

TaxCap Complianc€ertifier: Can read all Taap Complianceeports and certify all unsubmitted T&@apComplianceeports.

IMPORTANTFor school districts, the T&@ap Complianckws only allow the CEO (Superintendent) to complete the certification of theCagxCompliance
report. For all other municipalities, the CEO and/or Budget Officer can contpleteertification.

Pagellof 21



NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ASSIGNING TAX CAP/COMPLIANCE/LIMIT ROLES TO AN ACCOUNT (Continued)
Step 5:0nce you assignBax Cap and/or Taap Compliancele, itscorrespondingbox will be checknarked aml the role highlighted in blue.
(Note: t isrecommended thayoulogout of the website and completely close outlefweb browsein order for the changes to take effgct

New York State Comptroller

THOMAS P. DiNAPOLI [ TEST

Online Services 2 Users 2% Apps ~ £ John Doe (municipaluser) ~

AUTHORIZER John Doe (municipaluser)

View Municipality Users —
@ Info @ Permissions Q Locations = Activity Logs ® Audit Logs
Add Municipality User
Online Services Applications

JOHN DOE

Enroliment @& Tax Limit @
= Tax Cap Certifier
I\ All the privileges of the Reviewer role. Can also certify Tax Cap report data submissions for their

municipality. All privileges apply only to the user's Municipality.

O Tax Cap Reviewer

Read privileges for any certified or uncertified Tax Cap data for their municipality. All privileges
apply only to the user's Municipality

D Tax Cap Preparer

Ability to enter and edit data in unsubmitted Tax Cap forms. Read privileges for certified data for
their municipality. All privileges apply only to the user's Municipality.

D Tax Cap Compliance Certifier
Ability to certify Tax Cap Compliance (Tax Levy) information. Ability to view the read-only Tax
Cap Form Summary screen. Mo Tax levy (Tax Cap Compliance) data entry privileges. All
privileges apply only to the user's Municipality

D Tax Cap Compliance Preparer

Ability to enter Tax Cap Compliance (Tax Levy) data. Ability to view the read-only Tax Cap
Form Summary screen. No Tax Levy (Tax Cap Compliance) certification privileges. All
privileges apply only to the user's Municipality.

D Tax Cap Compliance Reviewer

Read-only rights for the Tax Cap Compliance (Tax Levy) data. Ability to view the read-only Tax
Cap Form Summary screen. All privileges apply only to the user's Municipality
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NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ASSIGNING TAX CERMPLIANCBMIT ROLES TANACCOUNTontinued

Step6:¢ 2 | aaA3dy NRBf Sa T2 N ¢ lneéathPrling Benicesi i plic&id@lotar anly Eourjtids i@ and VilkyeR Se\dquired to fitee

Constitutional Tax Limit)

New York State COrnptrD"er 1 Users — My Apps D John Doe (municipaluser)

Thomas P. DiNapoli

Online Services John Doe (municipaluser)

Search

T e A Info & Permissions Q Locations = Activity Logs O Audit Logs

Create Online Services Applications

Municipality User
Enroliment &) Tax Cap
View
0O Tax Limit Certifier

Certifier role has all of the privileges of the Reviewer role plus the ability to certify Tax Limit report data submissions for their municipality.

m

O Tax Limit Reviewer
Wiew-Only role with no create/update/delete privileges. This role can view the certified and uncertified Tax Limit data for their municipality only.

D Tax Limit Preparer
Preparer role has view/create/update/delete access to all unsubmitted Tax Limit report data for their municipality only. This role can also view
certified data for their municipality.

Pagel3of 21



NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ASSIGNING TAX CERMPLIANCBMIT ROLES TANACCOUNTontinued

Step7: You nowhave the ability to assign the roles of Tax Limit Reviewer, Preparer and/or Certifier. Below is a description of each role.

Constitutional Tax Limit

Tax Limit ReviewerCan read all certified and uncertified Tax Limit data.
Tax Limit PreparerCanread all certified and uncertified Tax Limit data and edit all unsubmitted Tax Limit data.

Tax Limit CertifierCan read all certified and uncertified Tax Limit data and certify all unsubmitted Tax Limit data.
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NYS Office of the State Comptroller
Division of Local Government and School Accountability

Online Service
Enrollment Instructior

ASSIGNING TAX CERMPLIANCBMIT ROLES TANACCOUNTontinued

Step8: Once you assign a Tax Limit role, its corresponding box will be-pfakled and the role highlighted in bluéNote: it isrecommended thayoulogout

of the website and completely close out of the web browser in order for the changes to take effect

2 users

@ New York State Comptroller

Thomas P. DiNapoli

Online Services

Search

John Doe (municipaluser)

A info

@ Permissions Q Locations

Municipality Users

Create Online Services Applications

Municipality User

Enroliment (&)
View

% Tax Limit Certifier

D Tax Limit Reviewer

D Tax Limit Preparer

certified data for their municipality.

Municipality Enrolled Information

Municipality Code 010201000000 Status

Municipality Name City of Albany

= Activity Logs

Certifier role has all of the privileges of the Reviewer role plus the ability to certify Tax Limit report data submissions for their municipality.

View-Only role with no create/update/delete privileges. This role can view the certified and uncertified Tax Limit data for their municipality only.

Preparer role has view/create/update/delete access to all unsubmitted Tax Limit report data for their municipality only. This role can also view

2= My Apps & John Doe (municipaluser)

® Audit Logs
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NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

ASSIGNING TAX CERMPLIANCBMIT ROLES TANACCOUNTontinued

Step9:, 2dz Oly y2¢ &aStSO0G G(KS a[ 20t D2 R theSy @ Ow S| D2t NIy E ¢ 125 &/( 1A b doi M £
selectingMy Appsat the top. (Note:the TaxCap Compliancapplicationis located witln the LocaGovernment Bal Property Tax Cap Filing System)

My Appsg LocalGovernment Ral Property Tax Cap Filing System

New York State Comptroller e ] - icipaluser) -
@ Thomas P. DiNapoli 2 users == My Apps & John Doe (municipaluser)

7 Local Government Real Property Tax Cap Filing System

Online Services Welcome to Online Services

View

Dashboard Online Services Applications Announcements

My Apps¢ Local Government Constitutional Tax Limit Filing System

New York State Compiroller Eers = - TETEET o
Thomas P. DiNapol R == My Apps & John Doe (municipaluser)

% Local Government Constitutional Tax Limit Filing System

Online Services Welcome to Online Services
View

Online Services Applications Announcements

Dashboard
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NYS Office of the State Comptroller
Division of Local Government and School Accountability

Online Service
Enrollment Instructior

CREATING ADDITIONAL USER ACCOUNTS (PRIMARY AUTHORIZER ONLY)

Step 1:Once you are logged into the websigelectdManage Usersunderneath Municipality Informatior(Note: if you daot see this option, then you do not
have a Primary Authorizer accojint

Online Services

View

Dashboard

Announcements

User Profile

New York State Comptroller
Thomas P. DiNapoli

2 Users

Welcome to Online Services

Online Services Applications

You are currently subscribed to the following applications:

@ No applications available.

Municipality Information

Municipality Name
Municipality Code
Number of Users

Application(s)

11

Tax Cap ., Tax Limit

A Manage Users

Announcements

User Information

Name
User ID
Previous Last Access

Password Expiration
Date

Created On

& My Apps & John Doe (municipaluser) ~

John Doe
municipaluser
Mar 30, 2015 01:45 PM

Mar 29, 2016 12:00 AM

Mar 26, 2014 12:36 PM

~ Manage Profile
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NYS Office of the State Comptroller Online Service
Division of Local Government and School Accountability Enrollment Instructior

CREATING ADDITIONAL USER ACCOUNTS (Continued)

Step2: Slectd a dzy’ A O A Ldluridérniedth Creaat€ dlthe lefiand side.
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