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How do I get to the application screen in Gateway?

As an authorized user of the Indiana Gateway for Government Units, users will have a username
and password that will allow access to the program. The username is the e-mail address on file
with the Department of Local Government Finance (“Department”). The Department will assign
an initial password, which should then be changed by the owner to something unique and
confidential. Users are responsible for all information entered into Gateway under the authorized
user’s username and password. Users without a Gateway account may contact
support@dlgf.in.gov to register.

Web Address (URL): https://gateway.ifionline.org/login.aspx

To access Gateway, open Firefox or Google Chrome and type
https://gateway.ifionline.org/login.aspx into the browser, and then click “Enter” on a standard
keyboard.

Gateway works best using Firefox or Google Chrome. Internet Explorer is not a supported
browser.

Accessing the Data Entry — CNAYV and Form 22 (DECAF)
application

After you sign in, you will select the “Data Entry for CNAV and Form 22” option to proceed.

Select Application

Dapartmest of Looal Govsmmant Financs (DLEF)

Hira" Additional Appropdalions

Lo iz
Absiract Db
Assissor Rapors Mar 31
Budocts L bt

Data Ertry for CREY and Fonm 22 h L s
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Select County from the List

Once “Data Entry for CNAV and Form 22” has been selected, users may select their county from
the list provided.

Select County

Select County from List

Select Reporting Year: | YYYY W ﬂ'

Uit Uit Mame Uit Type Uit County
Code

oooo DLGF county unit County Gateway1 Subrmit

Manage the County Functions

Once the county is selected, users will be directed to a Manage County Functions screen. At this
point, users may select between “Manage Units & Distributions,” which is largely associated
with Form 22 data entry, or “Manage CNAV.”

Please note that users will use the “Manage Units & Distributions” section to add or remove
funds for a taxing unit.

Add and Edit the Funds

Funds cannot currently be added or removed for use with Form 22 and are based on the certified
funds from the current Pay year. If there is a scenario in which non-certified funds should be
added, please email support@dlgf.in.gov.

Manage the CNAV

Most functionality under “Manage CNAV” relates to CNAV data submission. Separate
instructions for the CNAV component are available on the Department’s website.

Guide and Instructions to Manage the Form 22 of DECAF
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Manage Distributions
Step 1: Select the “Manage Units and Distributions”

Select County » Manage County Functions

Manage County Functions
Gateway County: Reparting Year

Manage Units and Distributions
Last Activity at:

June Certified Pay YYYY Settlement Period:

0 of 0 units are ready to submit

$0.00 in distributions entered for this county
Decamber Certfied FayYYYY Satlemen: Ferod:

0 of O units are ready to submit

50.00 in distributions. entered for this county

Manage CHAV
CMAV Mot Submitted for Pay YYYY

Please note that the text below the “Manage Units and Distributions” button is related to Form 22

functionality.

Sslact County > Manage County Functions

Manage County Functions
Gatewzy County: Reporting Year

June YYYY Form 22 Now Open for Data-Entry & Upload!

Last Activity at
June Certified Pay YYYY Settlement Period:

0 of 0 units are ready to submit

§0.00 in distributions entered for this county
Decamber Cartfied PayYYYY Setlemant Perad:

0 of O units are ready to submit

$0.00 in distributions entered for this county
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Step 2: Entering the “Distributions”

Users have two options for entering distributions:
1. Use the “Upload” feature, which will allow users to populate the fields
automatically, OR
2. Manually enter the data into the Distribution interface screen
e See “Distribution Manual Entry” starting on page 11.

Upload Form 22 Text File to Gateway

The DECAF application supports flat-file uploads from users to populate Form 22 Data. Each
county’s Tax & Billing vendor demonstrated the ability to generate Form 22 files during 50 IAC
26 software compliance testing. For questions on how to generate the Form 22 files, please

contact the county’s Tax & Billing vendor.

Users who elect to upload Form 22 data through the “Upload” feature simply need to select the
“Upload” button at the top of the page.

Select County > Manage County > Manage Units & Distributions # Upload
Select Unit from List

Gateway County: Reporting Year

Check for any wamings conceming your distributions

Subwmit June Distributions

Submit December Distributions

1. Select “Choose File” to upload.

Zelect County > Manage County > Manage Units & Distnbutions > Form 22 Upload

Gateway County: Reporting Year
File Upload

| Choose File | o
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2. A new window will open and you will locate the appropriate file to upload.

€ Open b4

<« v 415

Search User Guide Files -

Bz 1 @
Date medified

e« User Gui... » User Guide Files v &

Organize v New folder
A Mame
3 Quick access
county.xlsk
@ OneDrive - State of Indiana

3 This PC
3D Objects
I Desktop
‘ Downloads v £

v| [AlFies ¢ v|
[ Open ]| Gonce |

File name: | county.xdsx

b

3. Ensuring the file is uploaded in the “Choose Files” and Ready to click on the “Process.’

Select County > Manage County > Manage Units & Distributions > Form 22 Upload

Gateway County - All Units: Reporting Year

File Upload

(Choose il | sounty s

Flezze zelect 3 taxt filz anly.

Note: The previously populated information will disappear.
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Clear June/ December Data for entire county/ year

This feature will clear ALL data for the associated distribution period, including any processed
data on the upload page, any manually entered distributions, and any data previously uploaded
and committed. Use this button to start over for a distribution period.

= Foten 17 Upload

G:ﬂtv:-:-*.r's:'a)«r County AII Units: Reporting Year
File Upload

Chspte Fle | Mo fils ehoten Process

File wars processed successluly. Piease review e processed data below 1o check for accuracy before commiiing processed deaiibations 10 e dalabase. Then clck the ‘Comesit
ol Darta indo Dessnbutions” Butien 10 proceed

Processed Upload

Updoad Yesr County Taxing Warrant  Entty Entty  Distnbution Advance Distrbution =l t

] ] unit Humber Type Code Code Oate
Unit
Type -
Uit
Code)

1B YYYY o 1-0000 O F nn P ey MWDDAYYY $242E9T.T8
© YYYY o 1-0000 0 F »n E L MM/DDAYYYY (512.187.19)

Note: The buttons will not appear under the following scenarios:
1. If the user doesn’t have permission (Read-Only).
2. The county has submitted their data for that period; or
3. The reporting period has closed.

Distribution Manual Entry

Use the following directions to manually enter distributions through the application.
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Manage Units and Distributions

Click the “Manage Units and Distributions” button.

Sslzct County > Manage County Functions

Manage County Functions
Gateway County: Reporting Year

June Y¥YY Form 22 Now Open for Data-Entry & Upload!

Manage Units and Distributions h

June Certified Pay YWY Settlement Period:

23 of 23 units were submitted

$17.892 938 23 in distributions entered for this county
December Centified Pay vy Settlemant Pericd:

0 of 23 units are ready to submit

50.00 in distributions entered for this county

Select Unit Name

Click on the name of the unit in which you wish to manage distributions.

Select County » Manage County > Manage Units & Distributions

Select Unit from List

Gateway County: Reporting Year

Manage Unit Ready-to-Submit Status Submi Jung Distributions

Unit Name Unit Type Total Submitted - June  Total
Distributions for Distributions for
June December

D000 - COUNTY 1 - County 5541436778 of 30.00

0001 - TOWNSHIF 2 - Township 511788.23 of $0.00

0002 - TOWNSHIP 2 - Township 51340151 o $0.00
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Manage Units
Click the “Manage Distributions” button.

Select County > Manzge County > Manage Units & Distributions > Manage Units

Manage Unit

Gateway County: Reporting Year

Manage Funds
8 Funds Configured fior this Unit.

» | MAageDisiribulionsl

$8,545,240.50 in June Distributions
entered.

$0.00 in December Distributions
entered,

Manage Distributions
Select the appropriate settlement period (June or December).

Select County > Manage County > Manage Units & Distnbutions > Manage Unit » Manage Distributions
Manage Distributions

Gateway County: Reporting Year
Select Settliement Period

June December

e
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Distributions (Manual Entry)

You may choose to manually enter your distribution data. In order to manually enter your
distribution data, you will need to have six pieces of information:

1. Warrant Number 4. Entity Code
2. Distribution Type 5. Distribution Code
3. Entity Type 6. Amount of Distribution

Select County » Manage County > Manage Units & Distributions » Manage Unit > Manage Distributions > Distributions

June Distributions

Gateway County: Reporting Year

Distribution Manual Entry

County #
Taxing Wit Gateway County
Unit Cods HiHAE
Warrant Number
_Check for 'AGH"
Diistributon Typs: [Final Amount v
Entity Tyoe |Fund w
Entity Code | Ssiact Enpty. W
Disributon Code

Distributon Date | y/DDAYYYY

Frevious

Amount

Add Distribution
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Enter check number or click the “Check for ACH’ “box.

Sept] Cously = MnEge Cousfy = Mankge LA & Drifibulhsd « WMete)

June Distributions
Gateway County: Reporting Year

Distribution Manual Entry

County i

Taxing Uink Gateway County

Linie Ciode e
|'~Wraﬂlru1‘bﬂ ACH £ Ehck for ACH |
Destributian Type Final Ammount + ten .
Entity Type: Fura *

Entity Code Satei] Ennty v
Destribustion Code

Dastribution Date MMW/DDY Y'Y

Frevious Advances

Amours

Al Distrdation

From the dropdown box next to the “Distribution Type,” select “Final Amount” or “Advance.”
Note: User will not be able to later switch a distribution from “Advance” to “Final Amount.”

Select Courty = Manage Cousity = Manage Units & Dimbubans = Manage Lan = Manage Distibuicns = Distriations

June Distributions
Gateway County: Reporting Year

Distribution Manual Entry

County W
Taxing Lnit Gateway County
Unit Code Bk
warrant Number ',g,:H :-’cnuk for "ACH"
I Distribution Type: Final Amaunt * I S‘I:Ep 2
Entity Type Fung *
Entity Cooe Sedect Entity. v
Distribution Code
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From the dropdown box next to the “Entity Type,” select “Fund.”

Note: The user will not be able to later change the type of distribution.

Shastit] oty = MGASGE CEusly = Langs LSk & iy biesd o kg Uil = Bahbge Dot = Diyribetisnd

June Distributions
Gateway County: Reporting Year

Distribution Manual Entry
County Wi
Taeing Linit Gateway County
Link Ciode s
Weairanl Murmied ACH FLhek Tar "ACH
Detribution Typs Final A =

I Entity Type Fime * Ih Step 3
Entity Coda St Endity '

From the dropdown box next to the “Entity Code,” select the “Appropriate Entity Code.”

St ] Causty = Minkge Cously = Winge =ik § Trivilaboes v Wisass Ul = paanige Dol = Diyribeend

June Distributions
Gateway County: Reporting Year

Distribution Manual Entry
County wi
Taxing Uni Sataway County
Uinkt Code BREE
earrant Numes ACH # Chack Tar ACH
Dwstribution Type Final dymousd =
Enility Type F i *
I Entity Code Satect Entity s I - Step 4
Distribution Code ' o

Select Ent

0061 - RAINY DAY

0101 - GENERAL

0102 - ELECTION/REGISTRATION

0124 - 2015 REASSESSMENT

0706 - LOCAL ROAD & STREET

0790 - CUMULATIVE BRIDGE

601 - HEALTH

1 - CUMULATIVE CAPITAL DEVELOPMENT
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From the dropdown next to the “Distribution Code,” select the “Appropriate Distribution Code.”
The system enforces a maximum of one final distribution per distribution type per period.

St | Crusly = Mansgi Cou=ky = Mirnkye LS K Onilybosd = W= ase U = Bansge Dibbotoem = Dismibeidnd

June Distributions
Gateway County: Reporting Year

Distribution Manual Entry

County i

Tasing Unt Gateway County

Uin Code m

Vearrant Numter  acH #Chaek far ‘AEH'

Dtribution Type Final Amoun *

0101 - GENERAL _

Step 5

F - Financial Institution Tax

F « Financial Institution Tax

L - License Excise

X - Commercial Vehicle Excise Tax

- Fyaminatian of Racarde
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In the box next to the “Amount,” enter the amount of distribution. Click the gray “Add
Distribution” box in the lower right corner.

Sedprt Cousty = Mangs Cousty = Mansge Lisis & Dt

June Distributions
Gateway County: Reporting Year

sBeed v et Lel = Mansge Duithotesrr = Dismibasens

FCheck for ‘ACH

Distribution Manual Entry
County 1
Taxing Unt Gateway County
Unt Cee e
wWeairant Murmber ACH
Dstiibution Type Final Amound *
Entity Type Funed *
Eniity Code 0101 - GENERAL
Distribution Code P - Property Tax
Desanbution Date: MMDD Y Y'Y
Fravious Avances
Amomt 100000.50
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Verify the information is correct.

Select County > Manage County > Manage Units & Distributions » Mansge Unit > Manage Distributions > Distributions

June Distributions Upload
Gateway County. Reporting Year il

Distribution Manual Entry

County i
Taxing Unit Gateway County
Unit Codz s
VWarrant Mumber
_Check for "ACH’
Distributon TYPE' =0l &mount w
Enity Tyze Fund w*
Entity Cede | Selact Entay. v
Distributon Code

Distributon Date | /DD/YYYY

Fravious
Advances

Armount

Add Distribution
Step 8
Previous Distributions
Entity Code VRITANT Mumber Cisnbution Code Cistnpution Type CHstDUTIon Cate Amount
0101 - GEMNERAL ACH P - Propeny Tax Finai MMDD A YYY £100,000.80 Ean Dewete
Toial Final Cistributions: §400, 000 50

Note: If the information is incorrect, the user may click “Edit” to edit the information or
“Delete” to delete.

Previous Distributions

Entity Code Wamrant Number Distnbution Code Distribution Type Destribution Date Amount

0101 - GENERAL ACH P - Propedy Tax Final Amount MWDDYYYY hh:mm:ss £916.424 T

Total $916.438.71
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Note: If the user wishes to either:
a. Switch a distribution from advance to final; or
b. Change the type of distribution, then they will need to delete the row and add a
new one.

Step 3: Ready to Submit Distribution Data

In the “breadcrumbs,” select “Manage Units & Distributions.”

Select County = Manage Cnunryl Manage Units & Distributions >I0rm 22 Upload

Select Files

Select File to Upload

No file chosen
Previous Upload Select
Note that the previously
populated Form 22 data is now
No data to upload. Eone.

| Insert valid data into distributions |

Click the blue “Manage Unit Ready-to-Submit Status” button.

Setet County = Wanage Courty = Manags Uniy & DistriButions Updoad

Select Unit from List
Gateway County: Reporting Year

Check kor any wamings conteming your disiiuions

Unit Name Unit Type Total Ready To Submit - June Total Distibubions Ready To Submit - December
Distributions for tor December
June

0000 - GATEWAY COUNTY 1- $0.00 $1.257 BSE BS -
; County “Total
0001 - GATEWAY TOWNSHIP 2 - Township $0.00 $0.00 Distributions”
field has now
0002 - GATEWAY TOWNSHIP 2 - Township $0.00 $0.00 populated

0004 - GATEWAY TOWNSHIF 2 = Township $0.00 §0.00
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Select each box individually under the appropriate “Ready to Submit” column (June or
December) or click “All.”

Salect Courty = Manage County > Manage Units & Disiributions Upload

Select Unit from List
Gateway County: Reporting Year

Dora Edibing Linits Chisck for any wamings conceming your disiibuicns Submit Jung Disirbulions Submid December Distibutions

Click a link below to sedect your wnil
Unifs are nod abke fo be marked as "Ready (0 Subma™ i they issued advances without final amount distibutions

Unit Marme Unit Code  Unit Type Unit County Ready To Submit June Ready To Submit December
L P &

CGATEWAY COUNTY ooog 1 - County 06

GATEWAY TOWNSHIFP 000 2-Township 06 ]

GATEWAY TOWNSHIP o002 2-Township 06 - *

GATEWAY TOWNSHIF 0004 2-Township 06 (] =

After you have selected all units as “Ready to Submit,” click the blue “Done Editing Units” box
on the left side of the page.

COMMUNITY SCHOOL CORPORATION 0630 4-School 0B ] £l
TY SCHOOL CORPORATION 0665 4-School 06 O =]
[y SCHOOLS 3055 4 - School 06 U W

Check for any wamings conceming your disiibutions
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Step 4: Submit Distribution

Click the green “Submit (June or December) Distributions” box to get to the “Form 22
Submission” page.

Selecl County = Manage County = Manage Units & Distributions
i : Upload

Select Unit from List

Gateway County: Reporting Year

Manage Unit Ready-o-Submit Status Chack fof any Warmings conceming your distibutions Submil Juné Disnbutions Submit December Disabulions «

Unit Type Total Ready To Submit - June Total Distributions Ready Te Submit - December

Distributions for for December
June

0000 CATEWAY COUNTY 1 - County $0.00 $1,257 80685 o MNote: A green
checkmark
0001 GATEWAY TOWNSHIF 2 - Township $0.00 $0.00 of Reald v
0002 GATEWAY TOWNSHIP 2 - Township $0.00 S0.00 of Sppeaynext to
each row.
0003 GATEWAY TOWNSHIF 2 - Township $0.00 $0.00 of

Distribution Warnings

The Distribution Warnings page displays a list of units that have more than a 10% difference in
distributions from the previous year.

You may access the Distribution Warnings page by clicking the red “Check for any warnings
concerning your distributions” button on the “Manage Units & Distributions” page.

Submission: Form 22 Submission

Enter your:

Name

Title

Signature/ PIN (4-Digit PIN),

Then click the green “Sign and Submit Form” button.

O O O O
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As in the case with other Department forms, the Form Signature fields are completed by the
“DECAF Submitter” using the four-digit PIN supplied during the account creation.

Users who do not have their four-digit PIN may contact support@dlgf.in.gov to receive a PIN.

Select County > Manage Counfy » Submission

Form 22 Submission

Check for any wamings conceming your distribufions

—Form Signature

NAME
Enter in your:
TITLE Name;
Title; &
.SIG NATURE/PIN 4-Digit PIN
L ]
DATE

’— SIGN AND SUBMIT FORM

| hereby schnoviedge that the Submission of this Socusent thidugh the Bstewly pasdwsid and PIM Syi16m SohstRutes Bn "ewc1ron Snatuse” 58 defined in IC 5-24-2-2. Thal subMmsion & intended ta, |
and hereby dows, constitute authentication and approval of the submitted dooumwnt as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten
signature and accomplshes the 53me PUTPCses 26 woUld My handweiiten Signature = the same cincumstance, | further acknowiedge that this electronz signatuse has the same force and effect a5 my
Eangvmien Signatere and can and will be wsed for all lwful purposes. | affirm that | have the real and apparent authorny 1o elecironicaly Sign and swbmi this decument on behat of the wni

Questions about the DECAF application may be directed to the Gateway support team at (317)
234-4480 or support@dlgf.in.gov.

For Form 22-related questions outside of data entry into Gateway, please contact your budget
field representative.
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