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 OVERVIEW 
The Mill Levy Certification Application was developed to streamline the submission process for Mill Levies 
from Tax Districts to the Douglas County Government. This process enables local authorities or their 
representatives to submit tax levy information through a secure interface within the application. 
Representatives can check, validate, and certify their Mill Levy data before submitting it to the County. 

Application Authorization 
To gain access to the application, each Tax Districts must fill out and submit the Mill Levy Entry Authorization 
Form to the Douglas County Budget Department. Once authorized, the user will receive an email with 
information about the process and a link to the application.  

 

INSTRUCTIONS 

Delegate Login 
Each Delegate will receive an email with a link to the application.  When you click the link, the Log In screen 
will be presented. 

• Click Log In 

 



Mill Levy V2 – User Guide                                                                                                        

 
Page 3 of 20 Version: 1.0 10/31/2024 
 

 The delegate will be asked to enter their email address or select their email address if it is stored in the 
computer. 

• Enter your email address or select your email 
• Click Next 

   

A verification email will be sent to the email address entered.  This process replaces the need for a password 
and a verification email will be sent for each login. 

• Check your email 
• Enter the verification code 
• Click Sign in 
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 Application Navigation 
There are multiple options using the navigation on the application pages. 

• Sign out by clicking either the Sign out in the navigation or clicking the circle on the top right 
• Switch to Dark Mode/Light Mode 
• Collapse the navigation bar by clicking on the X next to the Douglas County logo   
• Expand the navigation bar by clicking on the 3 bars (hamburger) next to the Douglas County logo 

  

Mill Levy – Select Tax District 
Once you log in to the application, you are directed to the Mill Levy - Select Tax District page.  In the dropdown 
you will have access to all Tax Districts for which you have been granted permissions to enter the Mill Levy 
information. 

 

 



Mill Levy V2 – User Guide                                                                                                        

 
Page 5 of 20 Version: 1.0 10/31/2024 
 

 Select a Tax District 

This page allows you to Select the Tax District to begin the Data Entry process.  If you have access to multiple 
Tax Districts, the radial buttons allow you to filter Tax Districts based on the current data entry status. You will 
not be able to make changes to a Tax District that is Certified. 

Once a Tax District is selected, the information in the top section will populate and will remain on every page 
through the process.  The lower section displays information that will be used in the Certification letter.  If any 
of the information is incorrect, please contact Douglas County - Budget via phone or email listed in the green 
bar. 

• Click in the Select a Tax District box and select the Tax District 
• Click the Data Entry button to move to the next page to enter Mill Levy information 
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 Mill Levy – Data Entry 

Data Entry Navigation 

Once in the Data Entry process, the current Process will have a green circle around the number to indicate 
where you are in the certification process.  Below that will be the actual process steps for data entry.  The 
application will walk you through the process steps and allow you to enter mill levy information starting with 
General Operating funds, Bonds, Contracts, Other and to view Judgments.  The green circle around the 
number indicates the current process step.  Once a process step has been completed and you have moved to 
the next process step, a green checkmark will represent each completed process step.  All values must be 
populated in a process step before you can navigate to the next process step.  

NOTE: The Douglas County School District data entry process steps are a bit different. However, the 
instructions are the same for entering the mill levy information. 

NOTE: There is a new section in data entry for HB24-1302 information required by the State.  This section will 
allow you to enter however much data you wish to share.  The data will be captured by Douglas County and 
reported to the State at the end of the Mill Levy certification process. See Department of Local Affairs site for 
more information. 

 

 

General Operation 

The General Operating Funds section is standard for each district. You must enter a value for each entry, 
including 0 values.  The Mill Levy values are limited to 9999.999. 

• Enter the Mill Levy values for the current year for each fund 
• Once all values are entered, the Bonds button will become available to move to the next process step 

https://dlg.colorado.gov/hb24-1302-mill-levy-public-information
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Bonds 

The Bonds section is unique for each district. You have the options to Add a new bond, Edit an existing bond 
or Deactivate a bond if it is no longer relevant.  If you mistakenly Deactivate a bond, you can Activate it within 
this budget year. If you add a bond by mistake, you can Delete the bond.  

You must enter a value for each entry even if the value is 0.  The Mill Levy values are limited to 9999.999. 

• Enter the Mill Levy values for the current year 
• Add/Update any Bond entries 
• Once all values are entered, the Contracts button will become available to move to the next process 

step 
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 Bonds Action 

 

Add a Bond 

A Proposed or Issued bond can be entered in this section.  Different fields are mandatory based on the Bond 
type and the required fields are marked with an asterisk.  Once you select Issued, you cannot change the type 
back to Proposed.  If you select Issued by mistake, click the Cancel button to restart the add process. 

• Click the + Add Line button on the bottom left 
• Select Proposed or Issued and enter the data 
• Click Save to add the Bond for the Tax District or Cancel to return to the Bonds page 

 

  

• Edit – Click the pencil in the Action column to Edit the bond information 
• Deactivate – Click the white circle with a minus in the Action column to Deactivate 

a bond 
• Activate – Click the green circle with a plus in the Action column to Activate a 

bond 
• Delete – Click the trashcan in the Action column to Delete a bond.  Only Bonds 

that were added this year can be deleted. 

 



Mill Levy V2 – User Guide                                                                                                        

 
Page 9 of 20 Version: 1.0 10/31/2024 
 

 Edit a Bond 

A Proposed or Issued bond can be edited in this section.  Different fields are available for editing depending on 
the Bond type.  Mandatory fields are marked with an asterisk.  You can change a Proposed bond to Issued in 
the edit screen.  Once you select Issued, you can not change the type back to Proposed.  If you select Issued by 
mistake, click the Cancel button to restart the edit process. 

• Click the pencil in the Action column to edit a Bond 
• Select Issued to update the Bond type from Proposed 
• Update the data 
• Click Save to update the Bond for the Tax District or click Cancel to return to the Bond page 

 

Deactivate or Activate a Bond 

Bonds that were submitted with the previous year’s certification will be displayed on this page and can be 
deactivated if they are no longer needed.  Deactivated bonds will not be a part of the current year certification 
and will not be available the following year.  A bond can be reactivated if deactivated in error during the 
current certification process. 

• Click the white circle with a minus in the Action column to deactivate a Bond 
• Click the green circle with a plus in the Action column to activate a Bond 
• A confirmation message pop-up appears, click Submit to update the bond status or click Cancel to 

return to the bond page 
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 Delete a Bond 

A Bond that was entered during the current Mill Levy certification process will have an Edit pencil or Delete 
trashcan in the Action column. 

• Click the trashcan in the Action column to delete the bond 
• A confirmation message pop-up appears, click Submit to delete the bond or click Cancel to return to 

the bond page 

 

Contracts 

The Contracts section is unique for each district. You have the options to Add a new contract, Edit and existing 
contract or Deactivate a contract if it is no longer relevant.  If you mistakenly Deactivate a contract, you can 
Activate it within this budget year. If you add a contract by mistake, you can Delete the contract.  

You must enter a value for each entry even if the value is 0.  The Mill Levy values are limited to 9999.999. 

• Enter the Mill Levy values for the current year.  
• Add/Update any Contract entries 
• Once all values are entered, the Other button will become available to move to the next process step 
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 Contract Action 

 

Add a Contract 

A Proposed or Issued contract can be entered in this section.  Different fields are mandatory based on the 
Contract type and the required fields are marked with an asterisk.  Once you select Issued, you cannot change 
the type back to Proposed.  If you select Issued by mistake, click the Cancel button to restart the add process. 

• Click the + Add Line button on the bottom left 
• Select Proposed or Issued and enter the data 
• Click Save to add the Contract for the Tax District or Cancel to return to the Contract page 

 

• Edit – Click the pencil in the Action column to Edit the contract information 
• Deactivate – Click the white circle with a minus in the Action column to Deactivate 

a contract 
• Activate – Click the green circle with a plus in the Action column to Activate a 

contract 
• Delete – Click the trashcan in the Action column to Delete a contract.  Only 

Contracts that were added this year can be deleted. 
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 Edit a Contract 

A Proposed or Issued contract can be edited in this section.  Different fields are available for editing depending 
on the Contract type.  Mandatory fields are marked with an asterisk.  You can change a Proposed contract to 
Issued in the edit screen.  Once you select Issued, you cannot change the type back to Proposed.  If you select 
Issued by mistake, click the Cancel button to restart the edit process. 

• Click the pencil in the Action column on the right to edit a contract 
• Select Issued to update the Contract type from Proposed 
• Update the data 
• Click Save to update the Contract for the Tax District or Cancel to return to the Contract page 

 

Deactivate or Activate a Contract 

Contracts that were submitted with the previous year’s certification will be displayed on this page and can be 
deactivated if they are no longer needed.  Deactivated contracts will not be a part of the current year 
certification and will not be available the following year.  A contract can be reactivated if deactivated in error 
during the current certification process. 

• Click the white circle with a minus in the Action column to deactivate a Contract 
• Click the green circle with a plus in the Action column to activate a Contract 
• A confirmation message pop-up appears, click Submit to update the contract status or click Cancel to 

return to the contract page 
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 Delete a Contract 

A Contract that was entered during the current Mill Levy certification process will have an Edit pencil or Delete 
trashcan in the Action column. 

• Click the trashcan in the Action column to delete the contract 
• A confirmation message pop-up appears, click Submit to delete the contract or click Cancel to return to 

the contract page 

 

Other 

The Other section is unique for each district. You have the options to Add a new Other, Edit an existing Other 
or Deactivate an Other if it is no longer relevant.  If you mistakenly Deactivate an Other, you can Activate it 
within this budget year. If you add an Other by mistake, you can Delete the Other.  

You must enter a value for each entry even if the value is 0.  The Mill Levy values are limited to 9999.999. 

• Enter the Mill Levy values for the current year.  
• Add/Update any Other entries 
• Once all values are entered, the Judgment button will become available to move to the next process 

step 
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 Other Action 

 

Add Other 

An Other entry can be entered in this section.  There are only 2 fields required for data entry. 

• Click the + Add Line button on the bottom left 
• Enter the data 
• Click Save to add the Other  entry for the Tax District or Cancel to return to the Other page 

 

Edit Other 

An Other entry Purpose can be edited in this section. 

• Click the pencil in the Action column to edit an Other entry 
• Update the Purpose 
• Click Save to update the Other entry for the Tax District or Cancel to return to the Other page 

 

• Edit – Click the pencil in the Action column to Edit the Other entry information 
• Deactivate – Click the white circle with a minus in the Action column to Deactivate 

an Other entry 
• Activate – Click the green circle with a plus in the Action column to Activate an 

Other entry 
• Delete – Click the trashcan in the Action column to Delete an Other entry.  Only 

Other entries that were added this year can be deleted. 
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 Deactivate or Activate an Other 

Other entries that were submitted with the previous year’s certification will be displayed on this page and can 
be deactivated if they are no longer needed.  Deactivated Other entries will not be a part of the current year 
certification and will not be available the following year.  An Other entry can be reactivated if deactivated in 
error during the current certification process. 

• Click the white circle with a minus under Action to deactivate an Other entry 
• Click the green circle with a plus under Action to activate an Other entry 
• A confirmation message pop-up appears, click Submit to update the Other status or click Cancel to 

return to the Other page 

 

Delete an Other 

An Other entry that was entered during the current Mill Levy certification process will have an Edit pencil or 
Delete trashcan in the Action column. 

• Click the trashcan in the Action column to delete the Other entry 
• A confirmation message pop-up appears, click Submit to delete the other entry or click Cancel to return 

to the Other page 
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 Judgment 

Judgments are added by Douglas County Budget if needed.  You will be able to see information about a 
Judgment if one has been added to your Tax District.  This page will be read-only. 

• Review the Judgment information 
• Click HB24-1302 to move to the final data entry section 

 

HB24-1302 

Douglas County is asking local governments to submit information for this House Bill using the Mill Levy 
Certification application, pursuant to 39-1-125 (1) (c) C.R.S. There are no specific requirements for data entry 
of this information and you can make as many entries as needed for your Tax District.  Douglas County must 
submit this information to the State along with the Mill Levy Certification.  You can download your entries to 
Excel by clicking the Export HB24 button. 
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 Add HB24 -1302 Information 

An HB24-1302 entry can be entered in this section.  The data entry page has multiple fields that you can chose 
to populate.  There is no limit to the number of entries you submit for the Tax District.  Once added, you will 
be able to edit the data.  Each entry will be listed in a table as they are entered into the application. 

• Click the + Add HB24 button on the bottom left 
• Enter the data 
• Click Save to add the HB24-1302 entry for the Tax District or Cancel to exit the add page 

 

Table Entry View 
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 Edit HB24-1302 Information 

An HB24-1302 entry can be edited in this section.   

• Click the pencil in the Edit column to edit an entry 
• Update the data 
• Click Save to update the HB24-1302 entry for the Tax District or Cancel to exit the edit page 
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 Review Summary & Submit 

Submit Certification 

The final step for the Mill Levy Certification process is to Review Mill Levy entries and Certify the Tax District.  
This page displays the previous year’s information along with the current year’s data entry values.  An 
Explanation of Changes comment can be added at this time to provide additional information about Mill Levy 
entries. 

• Review the Mill Levy information added for this year 
• Click the Data Entry Process checkmark to go back into the Data Entry section to make changes 
• Enter an Explanation of Changes to provide additional information if needed 
• Click Clear Explanation of Changes to make clear the explanation box 
• Click View Draft to view a PDF of the Certification letter for further validation 

 

Submit for Certification 

The Submit for Certification process will Certify the Mill Levy information for the Tax District.  The final 
Certification document will be emailed to you.  A pop-up will appear with your email address and boxes to 
enter additional recipient emails.  A summary of the Mill Levy and Revenue information is provided on the 
bottom. 

• Click Submit for Certification to submit the Mill Levy information 
• Click Certify to send the Certification document or Cancel to exit the submit page 
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