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Introduction 
The Boundary Management Portal is the Department of Revenue’s (DOR) secure online site 
for partnering organizations to submit land data for proper assignment, calculation and 
distribution of taxes for these areas. 

What is required for annexations? 
For each annexation, you will need to provide the following: 

 A copy of the ordinance, resolution, ballot, or judgment, including the legal 
description of the annexed area or new territory. 

 A detailed color map highlighting the annexed area. 
o Be sure the map(s) include the section, township, range, and parcel 

numbers (if available). For a city annexation, include the previous adjacent 
city boundary line. 

 Maps in a GIS shapefile or feature class format. 
o We use ArcGIS (digital mapping software) to update the state TCA map with 

maximum accuracy. If your office does not have access to GIS capabilities, 
then detailed paper maps are acceptable. 

 A description of each TCA change.  
o For example: Annexation moves property from TCA 0315 to TCA 0020. If the 

annexation creates a new TCA number, include a list of all taxing districts in 
the new TCA. 
 

If merging TCAs, list them and what they will be merged into. For example: 
 
The following TCAs have been merged into existing TCAs: 

 TCAs 520 (0131) and 530 (0137) have been merged into TCA 400 (0128) 
 TCA  420 (0127) has been merged into TCA 410 (0125) 
 TCA 1650 (0221) has been merged into TCA 1640 (0217) 

 

Formatting .zip files 
When you have everything gathered, please create a .zip file. To do so, create a single 
folder with the title of your submission and then place all supporting documents inside. 
Make sure you label and differentiate the files before creating the .zip.  
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Please Note: If you have already received an email like the one below, you can skip ahead 
and accept the invite.   

Access to the secure portal goes through the Washington State Executive Branch Agencies 
MyApps portal. To have an account created, please email the following information to 
DOR’s partner coordination staƯ at dorpartner@dor.wa.gov: 

1. First and last name 

2. Email address (from your partnering organization’s domain) 

3. Preferred email for correspondence with DOR (if diƯerent than your organizational email) 

4. Phone number 

5. Partnering organization name 

Once the partner coordination staƯ receives your information, you should receive an email 
invitation within 48 business hours. It will look like something like this: 

 

Click Accept invitation. 

You will use this unique link to access ArcGIS going forward. The first time you click the link, 
you will see a prompt that looks like this: 
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Enter your organizational email address and click Next. 

If your organization does not use Microsoft Exchange Online, you will then see a screen that 
asks for a One Time Password code. It looks like this: 
 

 

Check your email and enter the code that was sent.  

Click Sign in. 

After you enter the code, or if your organization uses Microsoft Exchange Online, you will 
see the following prompt during your very first attempt to connect: 
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Click Accept. This allows the WA State system to use this email address to authenticate 
you, and record your WA State login activity.  

You will be taken to the MyApps Portal, where you can access the ArcGIS application. 

 

Logging In 

Once you click on the appropriate ArcGIS application link (in the MyApps portal), you’ll 
need to set up multi-factor authentication (MFA). 
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1. Click Next to continue. 

 

2. Clicking Next will allow you to set up MFA through the Microsoft Authenticator app.  
Please note: The following instructions are based on the desktop/laptop flow. You 
can also use Android or iPhones, but the flow will look slightly diƯerent.  
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a. If you don’t already have the app installed on your device, you can click 
Download Now.  

3. Click Next to continue. 

 

4. Scan the QR code with the Microsoft Authenticator app on your phone, then click 
Next.  
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5. A number will be generated on your computer. Enter this into the authenticator app 
on your phone, then click Next. Please note that 29 below is just an example.  

 

6. Click Next.  
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7.  You can alternatively click I want to set up a diƯerent method.  

 

8. Here are the options you can choose from.  

 

9. Microsoft Authenticator is explained above. If you have and would like to use a 
hardware token, choose that method. Otherwise, click Phone.  
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10. Enter a phone number and click Next.  

 

11. Enter the code that was sent to your phone and click Next.  
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12. Click OK. 

 

13. Click Accept. This will take you to the GIS portal.  
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1. Click Groups from top menu.  
 

 
2. Select County Assessors from the list.  

 
o Click View Details 
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3. Landing Page 

 
 

o Click Tax Code Area Management 
4. Click the icon or View. 
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Tax Code Area Management Portal 

 

Download Current Data 
Click Download Current Data to see any data user has uploaded.  
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Upload Data 
Click Upload data to be included in the Tax Code Area. 

 

Complete all fields.  
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Type of Change 

 

There are three types of possible changes: 

 ADD 
o Add a new submission 

 CHANGE 
o Change an existing submission 

 INACTIVE 
o Inactivate an existing submission.  

 
Click Upload File to complete submission.  
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Email Status Updates 
The submission will go through several steps before it is successfully completed. Note that 
at each step you will receive an email with the status of your submission. 
 
If the submission fails a step, you must correct the error, re-upload, and re-submit. 

 

Email Description Full Emails 

Step 1: 
Submission 

In this step, a work-item is created for your requested 
annexation/change, and it queues to an 
Analyst/Cartographer for review and processing. 

Click for more 
details.  

Step 2: 
Validation 

After your submission has been assigned to an 
Analyst/Cartographer, validation will begin.  
 

In this step, the analyst reviews the full ordinance 
and supporting documentation to confirm it can be 
properly drafted to ensure implementation of the 
district boundary change. 

Click for more 
details.  

Step 3: 
Processing 

After your submission passes validation, ordinance 
processing begins. In this step, the analyst begins 
making the required cartographic and tabular 
changes for your submitted district boundary change. 

Click for more 
details.  

Step 4: QA/QC 
Review 

After your submission has been processed, you will 
receive an email with a link for you to review the 
change that you submitted to ensure the cartography 
matches what is expected.  

 
You are responsible for approval or denial at this 
step. If you deny the change, please provide a 
detailed explanation in the comment field so the 
cartographer can make the appropriate corrections. 

Click for more 
details.  
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Please note: If no action is taken within 7 days, the 
change will be automatically accepted.  

Step 5: 
Completed 

After you have approved the changes, they are 
committed and your work for this submission is 
completed. 

Click for more 
details.  

Error Your submission is incomplete. Please look things 
over and make the necessary corrections and re-
submit.  

Click for more 
details.  

 

View the Current Status of Submitted Updates 
Click View the current status of submitted updates. 
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Team Quality Assurance/Quality Control (QA/QC) 
Click Tax Code Area Review and Approve

 

Click the icon or View. 
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Click Continue 

 

APPROVE OR DENY 
APPROVE 
Select Approve and click Submit.  

 

Click OK. 

 

Click OK. 

DENY 
Select Deny, enter Denial Details and click Submit.  



 

23 
 

 

Click OK. 
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Appendix I: Email Correspondence Key 
Throughout the processes above you will receive emails confirming your progress through 
the steps and possibly prompting further actions. These are outlined below: 

Step 1: Submission 
Email Title: DOR Notification – Tax Code Area Intake System: Ordinance: XXXX-XX has been 
Successfully Submitted to DOR 
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Step 2: Validation 
Email Title: DOR Notification – Tax Code Area Intake System: Ordinance: XXXX-XX is being 
validated.

 

 

Step 3: Processing 
Email Title: DOR Notification – Tax Code Area Intake System: Ordinance: XXXX-XX is being 
processed.  
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Step 4: QA/QC Review 
Email Title: DOR Notification – Tax Code Area Intake System: Ordinance: XXXX-XX ready for 
Review (due within 7 days). 
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Step 5: Completed 
Email Title: DOR Notification – Tax Code Area Intake System: Ordinance: XXXX-XX 
Completed Successfully.  

 

 

Error 
Email Title: DOR Notification – Tax Code Area Intake System: Ordinance: XXXX-XX 
Submission is Incomplete.  
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