Business Improvement District (BID) Division
Office of the City Clerk

Business Improvement District Portal
Resource

The Office of the City Clerk developed a new portal for BID administrators, stakeholders, and the
public. Our goal is to improve transparency, accountability, simplicity and consistency. This
guide will assist you to navigate the BID Portal. If you need additional support or assistance,

please contact us at (213) 978-1133 or you may email us at Clerk.NBID@lacity.org.

*Disclaimer: The data and information used in this resource are for training purposes only.

@ BIDS Portal @ Main  Mlogin

Welcome to the Business Improvement District Portal

Dashboard Business Improvement Districts General Information

Period: January 1, 2019 to December 31, 2019

Funds Available @
$71,625.51 $31,231.61

Total Assessment @ Funds Deposited (2]

$47,504,548.48 $102,857.12

Parcels: 24381 Rollover @ $1,600.00 Pending @ $35,301.50 as of November

as of November

as of November

Select a Business Improvement District:

Arts District LA 2019-2023 Greater Lincoln Heights 2019-2023 North Larchmont
Property Property Property
BLQ-Pico 2019-2028 Highland Park 2010-2019 Old Granada Village 2016-2020
Property Alpha Property
| |

Brentwood Village 2013-2022 Highland Park 2020-2024 Pacific Palisades 2016-2020 ‘
Property Property Property ||
Canoga Park 2010-2019 Historic Core 2019-2023 San Pedro Historic Waterfront 2018-2027
Property Property Property | |

R P | |
Central Avenue Historic 2016-20 Historic Old Town Canoga Park 2020-2029 Sherman Oaks 2015-2019

Property Property Property



mailto:Clerk.NBID@lacity.org

Portal Homepage

The portal homepage is designed to give you a quick overview of all the BIDS within the City of

Los Angeles. Here you will be able to view BID fund balances, assessments, invoiced funds, BID

term-lengths, budget expenditures, and more. You can even search for data by individual
stakeholders within a BID!

@ BIDs Portal I —

Welcome to the Business Improvement District Portal

Dashboard Business Improvement Districts General Information

Period: January 1, 2019 to December 31, 2019

Funds Available @
$71,625.51 $31,231.61

Pending @ $35,301.50 as of November

Total Assessment @ Funds Deposited (~]
$47,504,548.48 $102,857.12

Parcels: 24381 Rollover @ $1,600.00

as of November as of November

Select a Business Improvement District:

Arts District LA 2019-2023 Greater Lincoln Heights 2019-2023 North Larchmont
Property Property Property
BLQ-Pico 2019-2028 Highland Park 2010-2019 Old Granada Village 2016-2020
Property Alpha Property

| |
Brentwood Village 2013-2022 Highland Park 2020-2024 Pacific Palisades 2016-2020 |
Property Property Property | |
Canoga Park 2010-2019 Historic Core 2019-2023 San Pedro Historic Waterfront 2018-2027
Property Property Property | |
Central Avenue Historic 2016-20 Historic Old Town Canoga Park 2020-2029 Sherman Oaks 2015-2019 | |

Property Property Property




Registration and Log-In

Before accessing the portal, staff from the BID Division will need to register you. If you have not
been registered, please contact your BID Analyst. If you do not know who your BID Analyst is,

please call 213-978-1133 or you may email us at Clerk.NBID@lacity.org for assistance.
Once you are registered, you will receive an email prompting you to complete the process.
To log-in:

1. In aninternet browser type in: WWW.BIDSPORTAL.ORG
2. Click LogIn

@ BIDs Portal

Welcome to the Business Improvement District Portal

! Dashboard Business Improvement Districts General Informat?on

Period: January 1, 2019 to December 31, 2019

Total Assessment € Funds Deposited @ Funds Available @

$47,504,548.48 $102,857.12 $71,625.51 $31,231.61

Parcels: 24381 Rollover © $1,600.00 as of November

as of November

Pending € $35,301.50

as of November

Select a Business Improvement District:

Arts District LA 2019-2023 Greater Lincoln Heights 2019-2023 North Larchmont
.. Praperty Property
BLQ-Pico 2019-2028 Highland Park 2010-2019 Old Granada Village 2016-2020

Alpha Property

]

Brentwood Village 2013-2022 Highland Park 2020-2024 Pacific Palisadles 2016-2020 (|
Property Property Property ]
Canoga Park 2010-2019 Historic Core 2019-2023 San Pedro Historic Waterfront 2018-2027
Propart Bropert; Property [ |
Central Avenue Historic 2016-20 Historic Old Town Canoga Park 2020-2029 Sherman Oaks 2015-2019

Traperty Property
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3. Enter your E-mail Address and Password
4. Click Sign-In

T T W - i ® L ] ;
Sign-in
E-mail Address |

E-mail Address

Password

-

Tip: Having trouble signing-in, or forgot your password? Click the Forgot your password? button

at the bottom right corner of the screen. If you are still having issues, please contact your BID

Analyst.




The Functions

There are four major functions in the portal to assist your Business Improvement District needs.

Welcome John Doe

@ Home B Documents HiInvoices LW Dashboard @ Help @ LogOut

o 60 6O 6

1. Home gives you an overview of your BID and notifies you of items that need attention.

Welcome John Doe

@ BI Ds Portal @ Home BEiDocuments Binvoices L4 Dashboard @ Help @ LogOut

Action Items:

I 0 Arts District LA 2019-2023: Assessment for 2019 is flagged!

Arts District LA 2019-2023: Annual Financial Statement for 2019 is flagged!
© Arts District LA 2019-2023
Total Assessment @ Funds Deposited @ i : ) Funds Available @

$1,495,398.39 $17,720.51 $16,175.01 $1,545.50

Parcels: 1155 Rollover @ $1,000.00 Pending @ $0.00 as of October 2019
as of October 2019 as of October 2019 [ Go to Funding Detail

Annual Planning Report:




2. Documents is where you will submit required documents for the BID (i.e. - Assessment

Data, Annual Planning Report, Financial Statement, Insurance Information, and more).

Welcome John Doe

@ BI DS Portal A Home B Documents Invoices L Dashboard @ Help & Log Out

Documents Period: 1/1/19 to 12/31/19

Annual Planning Report 2019 Annual Planning Report: 1/1/19 to 12/31/19 T

Annual Financial Statement
BID Due Date Uploaded Flagged Verified

Fablic Meeting Arts District LA 2019-2023  Uploaded on 10/23/13 1 No u 1

Insurance

Property APR

3. Invoices is where you will submit requests for funding.

Welcome John Doe

@ BI Ds POl'taI A Home BEDocuments Hinvoices LM Dashboard @ Help @ LogOut

Action Items:
I o Arts District LA 2019-2023: Assessment for 2019 is flagged!

Arts District LA 2019-2023: Annual Financial Statement for 2019 is flagged!

Accounts
Bid Pending Invoices Pending Total Available Balance
Arts District LA 2019-2023 11 §19,020.51 $13,001.00 View I

4. Dashboard is where you will view your assessment/fund information, budget allocations,

and stakeholder information.




Welcome John Doe
A Home BDocuments [Einvoices L Dashboard @ Help @ LogOut

© Arts District LA 2019-2023

Total Assessment @ Funds Deposited @ s Iny Funds Available @

$1,495,398.39 $32,021.51 $19,020.51 $13,001.00

Parcels: 1155 Rollover @ $1,000.00 Pending @ $0.00 as of November
as of November as of November [ Go to Funding Detail

I I

Estimated Expenditures by Service

@ Clean & Safe
@ Management/Administration/City Fees/Delq Assmts

% APN % Prop. Owner % Site Address % City % Zip Code % Assessment
Z | Min Max =
5163026007 1240 Paimetto LLC 448 S Alameda St Los Angeles 20013 $550.24
5164001007 1245 Factary Place LLC 1245 Factary PI #100 Los Angeles $4,263.51
5164008031 1300 Facrory Place LLC 1300 Factory PI Los Angeles $4,902.61
5164009036 1300 Factory Place LLC No site address Los Angeles $520.45
5164000037 1300 Factory Place LLC 1282 Factory Pl Los Angeles $1,066.01
5164009040 1300 Factory Place LLC 1246 Factory P| Los Angeles 51,040.80
5164008032 1308 Factory Place LLC 1308 Factory Pl Los Angeles $13,617.56
5163006088 1334 Partners LP 940 E 2nd 5t #38 Los Angeles $271.26
5164008006 1337 E 6th Street LLC 1337 E 6th 5t Los Angeles $798.02
5164008011 1337 E 6th Street LLC No site address Los Angeles $816.14

- 2 3 4 5 » M

Rows perpage: 10 ¥




BID Administrator Homepage

The BID Administrator Home page is designed to give you an overview of your BID. Here you will
be able to view the BIDs fund balance, items that need attention, and reporting requirements and

statuses.

Action Items

P — g

I o Arts District LA 2019-2023: Assessment for 2019 is flagged!

Arts District LA 2019-2023: Annual Financial Statement for 2019 is flagged!

This section identifies items that need attention.

A. Notifications in RED identify items that place the BID out of compliance. You will need to
take care of each item before the BID is able to invoice the City Clerk’s Office for funds.
B. Notifications in identify items that need your attention. You will still be able to

invoice the division for funds.
Tip: Click on an item to take action on it.

BID Dropdown

This section displays the BID name, term-length, assessment/fund information, and your

reporting requirements and statuses.

Section | - BID Name & Assessment/Fund Information

© Arts District LA 2019-2023

Total Assessment @ Funds Deposited @ { Funds Available @

$1,495,398.39 $17,720.51 $16,175.01 $1,545.50

Parcels: 1155 Rollover @ $1,000.00 Pending @ $0.00 as of October 2019
as of October 2019 as of October 2019 [* Go to Funding Detail




Tip: Hover your mouse over the E icon for a quick description of the item.

Section Il - Reporting Requirements & Statuses

Annual Planning Report:

Report: Due Date: Received:

2019 Annual Planning Report Mot set Not submitted

Quarter Due Date: Received: Newsletter:
2019 1st Quarterly Report 171/ 4/18/19 ]
2019 4th Quarterly Report 1/1/01 10/9/19 (]

Required Documents:

Document Received: Verified:
Annual Public Meeting 10/22/19 [x]
Annual Financial Statement 10/22/19 Q
Assessment Worksheet 10/23/19 [x]

Insurance Type: Start: End: Amount: Verified:
General Liability Insurance 1/4/19 1/3/20 $1.234.00 (]
D & O Liability Insurance 7/3/19 10/31/19 $123.00 (/]
Workers' Compensation Insurance 7/3/19 9/3/20 $50,000.00 Q

Status Icon Descriptions:

0 . Indicate a document has not been uploaded or needs to be verified.

©

- Indicate a submitted document has been approved and verified.
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Submitting Documents

Submitting documents is easier than ever. With the Documents function, BIDs will now submit
Reports, County Data, Insurance Information, Financial Statements, and Public Meeting

information to the portal.

1. Click Documents in the navigation bar

Welcome John Doe

B Documents B Invoices LM Dashboard @ Help @ Log Out

Documents Period: 1/1/19 to 12/31/19

Annual Planning Report | 2019 Annual Planning Report: 1/1/19 to 12/31/19
Annual Financial Statement
BID Due Date Uploaded Flagged Verified
b Arts District LA 2019-2023 o Uploaded on 10/23/13 ] No z n
Insurance
Property APR

2. Using the column to the left, select the information you would like to submit
How to Submit:

e Assessments (Property-based ONLY)
e Annual Financial Statement

e Public Meeting Information

e Insurance Information

e Annual Planning Report & Quarterly Reports (Property-based)

e Annual Planning Report & Quarterly Reports (Merchant-based)
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Submitting Assessments

Click Documents from the navigation bar
Select Assessments from the column to the left of your screen
Click on the Annual Planning Report drop down to select the year you will be submitting

your assessments for

Walcoma Jahn Dos

9 BI DS PO l"tal we B Documents Winwoices Ll Dashhoard @ Help G g Out

Documents Periad: 1/1/19 to 12/31/19

Annial Planning Report 2017 Annigal Planning Regart: 1/1/17 10 12/3117 -

EID Due Date Uploaded Flagged Varifiad

Arts Diistrict LA 2013-2023 1073119 & Mot uploaded Ma ﬁ & n a

4. Click Upload Assessment, your screen will update

| Documents Periad: 1/1/19 to 12/31/19
Annual Planning Report | 2017 Annual Planning Report: 1/1/17 to 12/31/17 v
Annual Financial Statement :
BID Due Date Uploaded Flagged  Verifie: |
Public Mesting Arts District LA 2019-2023 10/31/19 A Not uploaded kS E
Insurance




12
5. Click Browse and Select your file

Upload Annual Assessment for Arts District LA 2019-2023

1. Upload the Assessment File or of ". generale a tempilate to be fifled in and uploaded later.
Select file - Browse
- —

Tip: You can download a blank County Assessment Data Excel template by clicking the “here” in
the assessment file upload screen.

* We strongly advise that you use the template, it is provided to make the process easier. If you
choose to use your own, keep in mind, that it is your responsibility to make any edits for the BID
Portal to accept the upload.

6. Follow the upload process by reading the directions provided by the portal
7. Identify your sheets and delete any that are irrelevant

2. Identify your sheets and delete any that are irrelevant.

Sheet# 1: Non-Govt - Non-Govt Parcels - M Set

Sheet# 2: Govt PEECRL SN Non-Govt Parcels
Non-Govt Parcels

an

| Govt Parcels
Sheet# 3: Utility Bl Utility Parcels

a.
b.
C.
d.
e.

The Column on the left side shows the titles of your sheets

Use the dropdowns on the right side to standardize the titles of your sheets
Select the correct titles

Click Set

Click Delete Sheet to remove unwanted sheets
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8. Toggle through each sheet and assign each column a header

Mon-Govi Parcels  Gowt Parcels  Uility Parcals -
AFM b Assessment - Mana
Sheet header: 4PN Sheat header: Asssssment [ None

1 5183009902 E §405.08 = ! nont

2 5163005904 @ §a455 3 =
3 5163012500 @ $581653 r.g r.g
4 5163013900 @ 5515659 r.g r.g
5 5163017900 @ $130362.18 r.g =
[ 5163021102 @ $a41B70 @ =

* The portal is designed to let you edit your Excel spreadsheet before you upload it. Read the
directions carefully, as it provides you detailed instructions and a convenient way to edit your
data on the fly (edits done through the portal do not edit your original file).

9. Review your data and edit if needed by clicking the Edit = icon
10. Click Verify and Upload

Non-Govt Parcels Gaont Parcels Utility Parcels
AN ¥ Acgascmant v Agency Account¥
Sheet header: 471 Sheet header: Azzzssment Sheet header: Agency Account®
1 5163009903 F 540505 & 13847 .4
2 51630095904 [ P S £4 =
3 5163012500 #F 5581653 = =
4 5163013900 & 5515658 r.g =
5 5163017900 & 513036218 . -4
[ S163021102 E 38415870 = [F 4
7 5163023905 & 51450382 = =
) 5164001902 @ 31733833 rg ®
a 51640015904 & 3366263 r.g =
10 5164002900 & 57545 3 =
" S1R4003012 & [t1.533487) g r.g
12 5164003007 & | 5152387 = =
13 5164005004 @ 48575 = [r. S

Defete Selected Rows Undo Deleta
- Veily and Upload

11. If the upload is successful a pop up will appear, Click OK
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Success

Assessment Fiie submitted successfu

12. Your Documents page will update reflecting the upload

BID Due Date Uploaded Flagged Verified

Arts District LA 2019-2023 10/31/19 + Uploaded on 11/4/19 - No u £ u

13. Your Analyst will review the uploaded document and either Verify it © or Flag it F for

corrections

Tip: If your item has been flagged, Click the View Notes n icon to see why.
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Submitting Annual Financial Statement

Click Documents from the navigation bar
Select Annual Financial Statement from the column to the left of your screen
Click on the Annual Planning Report drop down to select the year you will be submitting

your statement for

‘Welcome John Doe

B Documents [ Invoices ¥ Dashboard @ Help @ Log Out
Documents Period: 1/1/19 to 12/31/19
Assessments Annusl Planring Fepert 2017 Anaual Planning Report: 17117 iz 123147
Annual Financial Statement
BID Duwe Date Uplonded Flagged Verified Decument
Public Meeting Arts District LA 20192023 A A Mot Uploaded No m x n
Property AP
4. Click Upload Financial Statement, your screen will update
BID Due Date Uploaded Flagged Verified Document

Arts District LA 2019-2023 N/A A\ Not Uploaded No p L n

5. Click Browse and Select your file

Submit Financial Document x

Financial Document

Select file.. » Browse m

6. Click Submit

Subrmit Financial Decument x

Financisl Document
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7. If the upload is successful a pop up will appear, Click OK

Success

8. Your Documents page will update reflecting the upload

BID Due Date Uploaded Flagged Verified Document

Arts District LA 2019-2023 N/A + Uploaded on 11/4/19 - No 3 u

9. Your Analyst will review the uploaded document and either Verify it © or Flag it ~ for

corrections

Tip: If your item has been flagged, Click the View Notes n icon to see why.
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Submitting Public Meeting Information

1. Click Documents from the navigation bar

2. Select Public Meeting from the column to the left of your screen

‘Welcome John Doe

B Documents [ Invoices 14 Dashboard @ Help @ Log Out

Documents Period: 1/1/19 to 12/31/19
NS BID Meeting Date Uploaded Flagged Verified Document
Arts District LA 2019-2023 10/1/19 + Uploaded on 10/22/19 Mo B 3 u
Annual Financial Statement

Insurance

Property APR.

3. Click Upload Public Meeting Documentation, your screen will update

BID Meeting Date Uploaded Flagged Verified

Document
Arts District LA 2019-2023 10/1/19 + Uploaded on 10/22/19 No- ‘

4. Insert Meeting Date

Submit Public Meeting Document x

Meeting Date Meeting Documentation

r\ YHR B

vi-DD-YYYY ‘ i ‘ Select file... Browse

5. Click Browse and Select your file
6. Click Submit
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Submit Public Meeting Document

Meeting Date Meeting Documentation

MM-DD-YYYY B | Selec file.

7. If the upload is successful a pop up will appear, Click OK

Success

8. Your Documents page will update reflecting the upload

BID Meeting Date Uploaded Flagged Verified Document

Arts District LA 2019-2023 10/1/19  Uploaded on 11/4/19 - hio m x

9. Your Analyst will review the uploaded document and either Verify it © or Flag it - for

corrections

2,
Tip: If your item has been flagged, Click the View Notes icon to see why.
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Submitting Insurance Information

1. Click Documents from the navigation bar

2. Select Insurance from the column to the left of your screen

‘Welcome Jahm Doe
B Documents B Imvoices 1M Dashboard @ Help B Log Out

Period; 1119 to 12/3119%

EID Type Enpires Varfied

Aats District LA 20113-2023

- - e —
3. Click Edit Insurance, your screen will update
BID Expires Verfied
[ General L SUrENCe
Arts Destrict LA 2019-2023 B D&O Lisbility Insurance Mo - @
B Workers' Comp, Insurance
4. Enter Insurance Information
Edit Insurance
General Liability Insurance
Insurer Policy Number
Start Date End Date
Policy Amount Decument (POF only)
5 Select File... Browsc
Directors and Officers Liability Insurance
Insurer Policy Number
Start Date End Date
= &
Palicy Ameunt Decument (PDF anly)
5 Select File... Browsc
Workers' Compensation Insurance
Insurer Policy Number
Start Date End Date
[= )
Palley Ameunt Decumant (PDF only)
Select File... Browse
= S e |
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Tip: The icon indicates a required field.

Tip: If your BID has a waiver for Workers’ Compensation Insurance. Enter the Start and End

date of the waiver, and upload the waiver in place of the Certificate of Liability Insurance.

5. Click Browse and Upload your Certificate of Liability Insurance
6. Click Submit

Edit Insurance

General Lisbility Insurance

Insurer Policy Wumber
Start Date End Date
]
Policy Ameunt Document (POF snly}
g Sclect File...

Directors and Officers Liability Insurance

Imsurer Policy Mumber
Start Date End Date
=
Podicy Amount Document (PDF anly)
5 Select File...

Workers' Compensation Insurance

Insurer Policy Humber
Start Dats End Dats
(s
Padlcy Amsint Decument (POF anly)
£ Select File...
Cancel

7. If the upload is successful a pop up will appear, Click OK

Success

4
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8. Your Documents page will update reflecting insurance expiration dates and verification
status

BID Type Expires Verfied
B General Liability lnsurance 5/12/20

Arts District LA 2019-2023 B D& Lability Insurance 4/1/20 Ne B =
@ Workers' Comp. Insurance 5/12/19

9. Your Analyst will review the uploaded information to Verify VYes

Tip: If your item has not been verified, Click the View Insurance Details E icon to see what

items needs your attention
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Submitting Annual Planning and Quarterly Reports
(Merchant-Based)

Submitting an Annual Report

Click Documents from the navigation bar
Select APR from the column to the left of your screen

Click on the Annual Planning Report drop down to select the year you will be submitting
your report for

B Documents [ Invoices B Dashboard @ Help 3% Log Out

Periad: 11/13 ta 12/3113

4. Click Upload APR Document, your screen will update

BID Requested Date Due Date Uploacded Status

Chatsworth 2020 11/5/19 9/1/20 Nt uploaded * z

5. Click Browse and Select your file

Submit APR Report: Chatsworth 2020 .

Annual Planning Report

Select file... Browse m
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6. Click Submit

Submit APR Report: Chatsworth 2020 .

Annual Flanning Report

7. If the upload is successful a pop up will appear, Click OK

Success

8. Your Documents page will update reflecting the upload

BID Requested Date Due Date Uploaded Status

Chatsworth 2020 11/5/19 9/1/20 11/5/19 B 1

9. Your Analyst will review the uploaded document and either Verify it © or Flag it Lo

for corrections

Tip: Click the View Document

icon to view your uploaded document.
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Submitting a Quarterly Report and Newsletter

Click Documents from the navigation bar
Select Quarter Reports from the column to the left of your screen
Click on the Quarterly Report drop down to select the quarter you will be submitting your

report for

B Documents rvoices 1M Dashboard @ Help B Log Out

Decuments Period: 17113 to 12/3113
al 51
BID Remquestad Date Diss Dint Repart Newilastar Statua
Put
Chatzmerth 2020 1175119 12118 Mot Uploaccd (g Kot upioaded | g
_«-m-

4. Click Upload Quarter Report, your screen will update

BID Reguested Date Due Date Report Newsletter Status

Chatsworth 2020 11/5/13 12/1/13 Mot Uploaded « Not uplaaded IR

5. Click Browse and Select your file

Submit Quarterly Report: Chatsworth 2020 .

Guarterly Report

Select file., Browse Submit

6. Click Submit
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Submit Quarterly Report: Chatsworth 2020 x

CQuarterly Report

7. If the upload is successful a pop up will appear, Click OK

Success

8. Upload your Newsletter, Select the Newsletter Upload icon and refer back to Step Five (5).

9. Your Documents page will update reflecting the uploads

BID Requested Date Due Date Repart Newsletter Status

Chatsworth 2020 11/5/19 12(1/19 # E A » B

10. Your Analyst will review the uploaded document and either Verify it © or Flag it Lo for

corrections

icon to view your uploaded document.

Tip: Click the View Document
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Submitting Annual Planning and Quarterly Reports
(Property-Based)

1. Click Documents from the navigation bar

2. Select Property APR from the column to the left of your screen

Welcoms John Doa
18 Dashboard @ Help [ Log Dut

Peried: 1/1/19 ta 12/31/19

BID " A
S -
#rts Distnct LA 2012 2003 & Mok uploaded Mo | B | 2

(SAME AS CURRENT PROCEDURE)
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Invoices

The Invoices function is designed to give you an overview of your funding. You will be able to
see when your funds have been deposited or withdrawn, invoice history, and current fund
balance.

1. Click Invoices in the navigation bar

Binvoices 1 Dashiboard @ Help B Log Oul

Action Items:
-
I 0 Arts District LA 2019-2023: 2019 3rd Quarterty Report s averdue
e
Arts District LA 2019-2023 Armual Finanoal Statement for 20192 Fagged!
Accounts
Bid Fending Invoices Pending Total Awaltable Balance

2. Invoices Dashboard Description

@ BIDs Portal

oruments [l invoices 1 Dashboard @ Help 8% Log Out

Action Items:
I e Arts District LA 2018-2023: 2018 3d Quarterty Report 5 ovendus
Arts District LA 20198-2023: Annual Financal Statemant for 2012 is fagged!

Bld Pending inuokoes Pending Total Available Balando

Arts [igtrct | A HN9-2073 " 1502051 §12001.00

I. Action Items:
A. Notifications in RED identify items that place the BID out of compliance. You will need to
take care of each item before the BID is able to invoice the City Clerk’s Office for funds.
B. Notifications in identify items that need your attention. You will still be able to
invoice the division for funds.

Tip: Click on an item to take action on it.
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Il. Pending Invoices: Number of invoices being processed

lll. Pending Total: Total funds being processed for transfer

Iv.

Available Balance: Funds available for invoicing

V. View: Opens a detailed breakdown of funding and invoice history

3. Click View

Accaunts
Bid

Arte District L 2019-2025

4. Funding & Invoice History Page Description

l Arts District LA 2019-2023

Funding Summary  Invoicss

Funding Summary
Type &
County Herminance
Courty Aermittance
City Parcel Payment
Cammunity Fedevelopment dgency

General Beneft
Follover

City Parce! Payment
Caurty Ramizance
General Benefs
Caurzy Remitance
Caunmy Aamimancs
General Benefs
Interest Accrued
Caunty Remimance

Privare Direct Salling

Caunty Remimance

4 Back to Accounts

Panding Invaices

Descriprion 5
Councy Remitmance - 1003115
County Rernittance

City Parcel Payrnent - 10-30-2019

Community Redevelapment Agency
Genersl Banefit - 10/2019

Rofiover : Tazz - 2018-10-15

City Parcel Paymers - 2013-10-09
County Rermzance - 2012-10-09
Genersl Benafs - 2013

County Rermitzance - 2019-10-09
Counsy Paramanca

General Beneft £/2018

Interess Accrued B/2019

Counry Pernitmance

Private Direcs Billing 72019

Counry Remitance - Tessding Fle Upload wir

®

10ane

1orane

1oae

1o/ene

anne

Parsding Totsl

11902051

Ameunt ¥

515

51.000.00

$300.00

$45.50

$1.000.00

$300.00

$200.00

$555.30

Remittance
Sumrmary

Invaies &

E
e e R e e v e e B e e e e B R
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I. Funding & Invoice Tabs: Use to toggle between Funding Summary & Invoice Summary
Il. Balance: Funds available for invoicing
lll. PDF. Icon: Click to view supporting documents or the invoice used to request the funds
IV. Back to Accounts: Takes you back to the Invoices dashboard

V. + New Invoice: Create/Submit an invoice for funds

5. Click + New Invoice to create a new invoice

Arts Distrbct L 20092023 Balance $13,001.00

Funding Summary  imwaicen

B - 184 i [g
A
ar e | # 1:]
]
B
i D B
[ #
@ ]
- & B
= B |
510 ¥ j
i B
= B @ —4 236
rrre—— 2 B |

4 Back 1 1V + N

*]f your BID is out of compliance, you will not be able to create an invoice. A text box will appear

notifying you why. You will need to take action on the item(s) before you will be able to invoice

the department for funds.

Unable to Invoice x

® 2019 3rd Quarterly Report is overdue

If you have any questions or concerns, please contact your BID
Analyst.

Close
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*SKIP TO STEP 15 FOR MERCHANT-BASED BID INVOICING

6. Review the Invoice

*The requested balance is broken down into the categories identified in your MDP/Annual

Report. You can adjust these balances at your discretion to reflect the BIDs spending.

New Invoice

Fund Request Invoice

Funds

County Remittance - 11/18/1%

Services

Clean & Safe
Management/Administration/City Fees/Delq Assmts

Fix

Electronic Fund Transfer (EFT) information is on file with the City.

Enter new Remit Address: (Information entered is subject to review)

Remit Name

Arts District Remittance LLC,

Address

100 Main Street, 22nd Floor
City

Los Angeles

Cancel

80

State

CA

Percentage

% 3 10000
% 5 2000
% § 500

Amount
£12,500.00

Available Funds: $12,500.00

Remove

Request Total: $12,500.00

Amount

Zip

Y 90012
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7. Select Electronic Fund Transfer (ETF) or Enter Updated Remittance Address

New Invoice
Fund Request Invoice
Funds Amount
County Remimtance - 11/18/19 $12,500.00
Available Funds: $12,500.00
Services Percentage Amount
Clean & Safe 80 § 10000 Remove
Management/Administration/City Fees/Delq Assmts 16 $ 2000 Remove
Fix 4 § 500 Remove
Request Total: $12,500.00
Electronic Fund Transfer (EFT) information is on file with the City.
Enter new Remit Address: (Information enterad is subject to review)
Remit Name
Arts District Remittance LLC,
Address
100 Main Street, 22nd Floor
City State Zip
Los Angeles CA Y| | 90012

8. Click Submit

New Invoice

x
Fund Request Invoice
Funds Amount
County Remittance - 11/18/19 $12,500.00
Available Funds: $12,500.00
Services Percentage Amount

Clean & Safe B0 10000 Remove

Management/Administration/City Fees/Delq Assmts 16 2000 Remaove

Fixx 4 500 Remaove

Request Total: $12,500.00

¥ Electronic Fund Transfer (EFT) information is on file with the City.

Cancel
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9. Review and Click Sign Request

Mew Invoice *

Arts District Los Angales Compamy
27 5 Cantral Ave
Les Angeles CA 90021

hitps:/farsdistrictia.on/

honday, Nowvembzar 18, 2015

Hally L. Wolcott. Chief
Administrative Services Division
Office of the City Clerk

Room 224, City Hail

200 Morth Spring Street

Loz Angeles, A 20012

RE: Maonthly Disbursement Request Immice

Hined in the agreement between the City of Los Angeles and the A
.00 for November 18, 2019

t L% 2019-2023, we ane requesting payment of the ssment funds in the amount of

Awailable Funds Amount:
County Remittance - 11/18/1% 51250000
Grand Tetak §12,500.00

| cartily that payment requested will be expencied in accordance weth the provisions of the contract agreemant , and as cutlined in the Distnct’s Managemeant Plan
Expenditure Categones include
Services Amsunt

Clean & Safe $10,000.00

Managarme ministration/i

; Assmie £2,000.00
Fix S500.00

Grand Totak §12,500.00

| certify that | represent tha [c)i2} and | arn authorized B make this request on behalt of the organzation

Johin Doe

Test Title

W are requesting an electranic fransfer of the funds The City has ow account Accounts Payable
information, Special Assesements Section

Adrinistratve Sensces Division
Ofice of the City Clerk

Room 224, City Hall

200 North Spring Street

Lo Angebes, CA 0012

‘Return to form
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10. Sign and Click Finalize Signature and Sign Request

MNew Invaice X

Arts Distriet Los Angeles Company
62T 5. Cantral Ave
Los Angeles CA 20021
https:ffartsdistrictls.ong/

Menday, Movember 18, 2019

Administra TV
Office aof the City Clerk
Room 224, City Hall

200 North Spring Street
Lizs Angeles. CA 90012

RE Monthiy Disbarserment Request Inmvoice

Az gutlined in the agreement betwaen the City of Los Angelas and the Arts District LA 2019-2023, we are requesting payment of the assessment funds in the amount of
12500000 for Movember 18, 2019

Available Funds Amount

v Remittance - 11718719 $12.500.00

Grand Total: §12,500.00

| certify that payment requested will be expended m accordance with the provisions of the cantract agreement . and as cutlined in the Distict’s Management Plan

Expenchture Categones inchude:

Services Amount
Clean & 5afe 510.000.00
Managemeant/AdrministrationCity Fees/Dalg Azemis 200000
Fix S500.00
Grand Total: §12,500.00

¥ ardd | am authorized to make th st om behalf of the organization,

Set Signature

We are requesting an electronic transfer of the funds.
informatson

Returm to form -
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11. Click Submit

MNew Invoice i~

Arts District Los Angeles Company
6827 5 Central Ave
Los Angeles CA. 20021

dstrictla.ong)
Monday, Movember 18, 2019
Holy L. Wodcott. Chief
Administrative Services Civision
Offuce of the City Clerk
Room 224, City Hall
200 Morth Spring Street
Les Angales. CA 20012
RE: Monthly Disburserment Request Inuoice
As pullmed in Lhe agreemeant between the City of Los Angeles and the Arts Datnet LA 2019-2023, we are reguesting payment of 1he assessment funds n the amount of
£12,500000 for Novernkber 18, 2019
Available Funds Amount
County Remittance - 11/1819 $12.500.00
Grand Total: $12.500.00

| certify that payment requested will be expended i accordance with the provisiors of the contract agresment, and as oullined in the Dualnict's Management Plan

Expenditure Categones indiude:

Services Amount
Clean & Safe $10:000.00
Managemant/Administration/City Fees/Dalg Assmits £2.00000
Fix 550000
Grand Total: £12 500.00

| certiy that [ represent the S01(Z)(3) end | am authonzed to make thes reguest o0 behalf of the organization

We are raquesting an ehectronic fransfer of the funds, The City has our accoumt Accounts Payable

ndormation, Spenal Assessments Section
Administratnes 5
Office of the Cit
Roam 224, City Hall
200 Marth Spring Strest
Los Angales, CAL 50014

ces Dhvision

ark

Return to farm
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12. Click OK

Success

13. Your Invoice has been routed for Review and Approval

14. The Invoices Dashboard will update and reflect your pending Invoice

Accounts
Bid Pending Inveoices Pending Total Available Balance
Arts District LA 2019-2023 3 $25,651.50 $0.00

MERCHANT-BASED BID INVOICING

15. Select the Quarter Start and End Dates you will be invoicing for

New Invoice *

Fund Request Invoice

Beginning Quarter Ending Quarter

Funds Amount
Brivate Direct Billing - 11/06/2019 £1,500.00
Auailable Funds: §1,500.00
Services Percentage Amount

Request Total: $0.00

Electranic Fund Trans informatian is on file with the City.

Enter new Remit Addres

formation entered is subject to review)
Remit Name

Remit Name
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16. Select Electronic Fund Transfer or Enter Payment Remittance Address Information
17. Review and Click Submit

New Invoice *
Fund Request Invoice
Beginning Quarter Ending Quarter
2019 4th Quanan 10 . 2019 dth Quarter: 10/1/13 to 1231715 v
Funds Amount
Privece Direct Billing - 11/06/2019 $1,500.00
Available Funds: $1,500.00
Services Percantage Ameunt
Request Total: $0.00
Electronic Fund Transfer (EFT) information is on file with the City.
Enter new Remit Address: {Information enterd is subject o review)
Remit Name
City State Zip
Cancel ubm

18. Review and Click Sign Request

New Invaice

Chatsworth BID

2351 T el

S Wallesy 20, 930
g

Wadnasday, Novembar 13,

atiined in the
s 1, 2019 (3

we are requesting payment of the assessment furds in the amount of 52 500,00 for the period of

Bunilable Funds

Amaunt
Froats Direct Billing 32,5000
Grand Total: $2,600.00
ety That payment requestsd will e sxended in accardance wilh The prowsions af e contract agresment . and 2 o & Mana

Expenditure Categones indude
Services Amoant

Wa are requisting an

trom tranator of the Runds. The City has our scccant infamasion. Bceaunts Payabla
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19. Sign and Click Finalize Signature

Set Signature

Sign Upload Type

20. Click Submit

| certify that | represent the 501(c)(3)} and | am authorized to make this request on behalf of the organization

Jehn Doe

John Doe
Test Title

We are requesting an electronic transfer of the funds. The City has our account information,

Return to form

MAeesunts Payable

Special Aszeszments Section
Administrative Services Division
Office of the City Clerk

Room 224, City Hall

200 Marth Spring Street

Los Angeles. CA. 90012
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21. Click OK

Success

22. Your Invoice has been routed for Review and Approval

23. The Invoices Dashboard will update and reflect your pending Invoice

Accounts |
|
Big Pending Inveices Pending Total Available Balance
Arts District LA 2019-2023 0 30.00 513.001.00

View
-_—
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Dashboard

The Dashboard function gives you an overview of your BID. The overview includes assessment

and fund information, invoice history, a budget breakdown, and a list of stakeholder information.

1. Click Dashboard in the navigation bar

Welconse Johin Doc
# Home B Docum ¥ Dashboard @ Help % Log Out

Total Assessment Funds Deposited @ Funds Inv ' ced : Funds Available @
$1,495,398.39 $32,021.51 19,020.51 $13,001.00

Parcels: 1155 Rollover © §1,000.00 Pending © 30.00 18 of Movember
as of Movember Haovember i Go to Funding Detaid

/- Estimated Expenditures by Service -\

& Dwan & Sals
@ Managemenbitdminsraion Thy Fees Dol Aoz

& APN % Prop. Owner % Site Addrea ® Ciy 2 Tip Code & Bmswnament _\

CERTER IV
SLAINDSHOT 1240 Padmeerm LLE A4E G Alwrads Gt Loe Angmlee B3 $550.74
SLRE0Y00T 243 Focnory Macs LLT 1243 Faowory F1 2100 Los Angekss 5428357
SEEADNENAY T3 Fastory Pace LT 1300 Facrory 2 nr AnpEasn B 00061
SBT3 300 Facwory Phaoe LT P sue eddeess Lo Angeks £32043
SHEACO5007 10 Factory Peoe LT 1282 facory 2 Log Bngeiss 106507
S GANR040 1300 Factory Mace LLT 1248 Factory M Las Angeies £1,040.00
L R TR B 13 Facmory Pece LLL TI0H Faoory A Log Angeier FHiH .36
163005088 234 Partrars LB 643 F 2 52 838 Lo Angein

LU 133/ & tnh Sorees LLC 1337 kbuh Se LOE Angeas

S1ELO0RA 1 32T E Gth Serwes LUE I il an Angeia §RYET4

| yow
Q‘Hrm: - j
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I. BID Name / Term Length / Assessment & Fund Information

Tip: Hover your mouse over the E icon for a quick description of the item.

Il. Budget Categories & Expenditures YTD
lll. Stakeholder Information

Tip: You can use the search box at the top of a column to find specific information, or, Click on a

category and sort the information alphabetically.




