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Every business in the City of Boston is required by MA State Law to file a 
 Form of List/State Tax Form 2 annually by March 1.  

All taxable personal property owned, held, or leased should be listed.  
(M.G.L. Chapter 59,  Section 29)   

 
 
 

This PowerPoint presentation is a guide  
to assist the taxpayer to file his or her  

Business Personal Property  
Form of List (FOL) 

online.  
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The Log In 
  

User Name: Your User Name is always your six digit  
Identification No. or Account Number.   

 
Password:  A temporary password will be issued to you. Upon your first log in, you will 
be directed to create a password of your own choosing. 
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New filers are required to change their password upon first log in.  
This is done in the Profile Screen.  

Two 

Three 

One: Greeting to the user followed by User Name/Account Number. 
Two: Edit Profile: at any time while logged in you may enter this page to edit your profile. 
Three: At any time you may log out; all edits will be saved for your next session. 

One 
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The light blue horizontal line separates two functions on this page: 
changing your password and/or changing you email address.   

The Continue button can be used for either function 
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Upon entering the website for the first time, you will set up your Profile: creating a new 
password and entering an email address. The email address is needed to send you a new 

password if forgotten, and to send you confirmation of your submission. 
 

Section One:  New password: your current password is the six digit number from your letter. 
 
1. Create a new password using at least six digits. 
2. Confirm by entering the new password a second time.   
3. Click Change Password.  
4. Click Continue 

Section 
One 
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Continue  

 
 

Section Two: Creating the email address: 
 

1. Enter the designated email address in each field 
2. Click Change Email. 

Section  
Two 
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 If your company has previous filed online and the email address has changed, 
proceed to Section Two and enter the new address, click Continue.  

Section 
Two 

9 



It is important you remember your password. 
If you forget your password,  

click the Forgot Your Password? option.  
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You will be directed to the following prompt, enter 
your User Name (Identification No or Account Number) 

Click Submit. 
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Once the email address has been submitted, click Continue.   
You will receive an email with the following information: 

Some of the temporary passwords will have many different characters.  
It is best to copy and paste the new temporary password. 
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Section One: enter the temporary password into the Current Password field; 
enter your new password in the New Password field;  and re-enter that new 

password in the Confirm New Password field. Click Change Password.   

Click Continue 

Section One 
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Click AGREE to continue.  
 

Clicking DECLINE will direct you back to the log in page. 
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The first page/screen is where you will verify all information.   
To add or change your information you must click EDIT to the left.   
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Indicate Status: 
Choosing a status will determine how you are assessed; Individual, Partnership 
Association, a Limited Liability Company (LLC), Corporation, Executor or Other. 
  
Nature of Business: 
In your own words what type of business: i.e. Coffee House, Retail of Women’s Clothing, 
Salon/Barber Shop, Marketing, Engineering, Law Offices, Rooming House, Dentist, etc. 
  
State of Formation:  
This is the two digit postal code for the state your company was created, i.e. MA for 
Massachusetts;  DE for Delaware, WA  for Washington, etc.  
  
Date of Formation:  
Should follow – mm/dd/yyyy.   If the you are uncertain of the actual date but know it’s in 
2001, enter 01/01/2001. 
  

The following four areas are required to better understand your business. 
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This is the Edit mode for the first page/screen. 

Once all the information has been entered click Update then Next. 
17 



Second Page/Screen 
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Below is the first half of the 2nd screen/page.  
The filer information is the actual person whom is entering this information.   

If we have any questions we need to contact the actual filer. 

The blue Edit link to the left 

Business Information:  
If any of the information does not apply to your company leave it blank. 
 
Business  sold, closed or moved out of Boston: 
Please fill out the appropriate field and continue or submit. 
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Below is the second half of the 2nd screen/page.   
 
This area is for uploading the following documents via PDF:   
1. Leasing for any and all assets. 
2. Federal Tax form 8832  
3. Exemption status documents. 

 
 

If your company requires additional time click the 30 day extension box and an email will be sent 
to the filer stating an extension has been granted.  

You don’t need to 
be in edit mode to 
upload documents 
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Edit Mode 

Once all the information has been entered 
click Update and then click Next. 
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The third page/screen: Asset Entry 
Assets are to be entered onto one page. 

There are two ways to enter assets: 
You can either download our formatted spreadsheet to enter your assets,  

or you may enter assets individually. 
  

Excel 

Grid 
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An excel file using Office 2007, or newer, or Open Office 

1. Click Link to open formatted Excel spreadsheet 
2. Save to your computer 
3. Enter the data 
4. Save 
5. Browse  
6. Upload 
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Save to your computer and name as you wish. 

Note: After you save the file you may want to log out of the website.  If the website is inactive 
for 15 minutes the website will close automatically but will save all information entered. 
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Enter as much information regarding the asset as possible.   
The required information are the columns which have a sub-header: 

 

1. Own, Lease, Leased to Own 
2. Description 
3. Quantity 
4. Year of Purchase  
5. Purchase price 
 

Please note Total Purchase Price is automatically calculated for you 
 
 Note: each column is limited to 50 characters.  
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Below is an example of an error free spreadsheet. 

Use whole numbers only: no decimals, commas, formulas, dollar signs, or negative numbers.  
Use the Formula bar as a guide for each cells entry. Do not skip lines to separate types of assets. 

You may enter up to 25,000 asset lines. 
Remember: This is a list of current assets not a income tax valuation. 
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If you have the information  already in another spreadsheet  transfer the 
information using the paste options below.  Paste Value options uses the 
end result of the formula.  
 

 Transferring the formula will cause an upload error.   
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Once all of your information has been entered, save and close the file. 
 

Return to the website, proceed to the third page/screen and Browse 
 

 

Upload: find your document… 
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If you accidently 
upload the wrong 
document you can 
cancel by clicking 

the red X. 

Upload 
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All assets entered now appear in a grid. 
Review the entries and edit if necessary.   
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Quantity multiplied by Purchased Price equals total purchase price. 

Also, a grand total of all assets appears.  
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Using the Grid: for individual asset entry  
 

Individual asset entry, edits and exporting a copy of your records 
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Data entry of assets are one at time, left to right.  
 

To add a line(s) click the blue New link. 

Click the down arrow to choose Owned, Lease to Own or Leased 
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Green represents new edits.   
For leased assets enter the appropriate information 

 (also attached a copy of the lease as a PDF on the second screen) 
 

For accounts with multiple locations add the appropriate location for each asset.   
Value for each location can be determined for the Third Quarter Bill. 

Once finished click Saved Changes. 
Every time an edit is made click Saved Changes.  
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Once all of your assets have been entered, they appear in a grid 
 

Review for accuracy and completeness… notice the red boxes 

The image on this page and subsequent pages hereafter has been altered and is presented for educational purposes only.   
Thus, the total is incorrect.    

The math is done for you and a total is given. 
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Filtering Assets 

If you need to find one asset out of many,  
you may filter the grid area to locate the asset. Click Create Filter. 
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Choose the column header Enter the item of your search 
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Exporting a copy for your records 
 

It is recommended using Export to XLSX 
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An excel file will open and your assets will appear for your records.   
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Assets won’t be on the same page. 

41 

Using the Export to PDF option is not 
recommended  



When all information is complete, proceed  
to the fourth and final screen/page  
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Once you click the Submit State Tax Form 2 you have officially filed.  
You will receive an email with a confirmation number for your submission. 

Submission 

43 



Note:  
Logging back into your account does not 

automatically initiate an amended return. 
  
 
 

If you wish to file an amended return, you may do so, but you must 
 complete all the steps and SUBMIT as you did in the original return.   

Filing an Amended Return 
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