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Live Demo

To contact the State Board of Accounts Gateway Help Desk 
email - gateway@sboa.in.gov

mailto:gateway@sboa.in.gov
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 100R 

 Annual Financial Report (AFR) 

 Monthly and Annual Engagement Uploads

 Conflict of Interest Disclosure

 E-1 Entity Annual Report (Not applicable to Cities/Towns)

 ECA Risk Report (Not applicable to Cities/Towns)

HTTPS://GATEWAY.IFIONLINE.ORG/DEFAULT.ASPX

https://gateway.ifionline.org/default.aspx
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 What you will need

 Username

 Password

 Do not have a username and 
password?

Send an email to 
gateway@sboa.in.gov with the 
following: 

 First & Last Name

 Title

 Unit Name

 County

 Email

 Name (of Fiscal Officer you are 
replacing)

 Email (of prior Fiscal Officer)

 If you forgot your password you can 
use the “Forgot your password?” link.  
All you will need is your Username 
(email address) to reset it your self. 

 Once you reset your password you 
will receive an email from 
ibrctech@iupui.edu with your new 
password. 

mailto:gateway@sboa.in.gov
mailto:ibrctech@iupui.edu
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Once logged in you will see each 
Government Units Gateway 
applications

State Board of Accounts (SBOA) 
applications are under the red 
section

Department of Local Government 
Finance (DLGF) applications are 
under the green section – we cannot 
grant access to DLGF Gateway 
applications you will need to contact 
gateway@dlgf.com for access.

Submission dates for each application are 

included on the home page. 

Please make note of the submission deadlines, 

these are important. 

mailto:gateway@dlgf.com
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Link to the User Guide: 
https://gateway.ifionline.org/userguides/100Rguide

File Specs: 
https://www.in.gov/sboa/files/Gateway100R_Upload_Specs.pdf

https://gateway.ifionline.org/userguides/100Rguide
https://www.in.gov/sboa/files/Gateway100R_Upload_Specs.pdf
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Select Unit
Select Year



1/14/2020

7

Enter the number of employees (full and part time) paid during the year.  

Once the number of employees has been entered you will then click “Proceed”. 

• Manual – manually enter 
information for employee 
compensation

• Upload – upload a file with 
employee compensation, created 
using the 100R upload 
specifications

• https://www.in.gov/sboa/files/Gat
eway100R_Upload_Specs.pdf

• If nepotism and contracting policies 
were previously uploaded you will 
see “There is a policy on file for this 
unit”

• When finished you will click 
“Proceed”

https://www.in.gov/sboa/files/Gateway100R_Upload_Specs.pdf
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• The number of employees you 

entered in Unit Question 1 will 

automatically add the number of 

rows that you are required to 

complete. 

• All required fields will need to 

be completed

• Additional rows can be added 

using the “Add Row” button

• Make sure to use the “Save All 

Work” once information has 

been entered. 

If all employees work at the same 
address you can use the “Set Default 
Address”

Enter the address, city, state, and zip.  Once 
entered click “Apply” and the address will 
be added to all the rows in the employee data 
section. 
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View a policy previously uploaded Upload a policy

Employee Listing Output Report 

– lists all employee data entered 

in the 100R “Employee Data 

Entry” section

Unit Questions Output Report –

reports the answers to the initial 

“Unit Questions” for the 100R

Make sure to review the 

Employee Data for accuracy 

prior to submission
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To submit the 100R click the “Submit 100R” link at the bottom of the screen.

Review 100R Submission Screen.  
Click “Proceed to Submit the 100R”. 

Then certify that the data contained is 
accurate and agrees with employment 
records by clicking “Submit This Report”
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Once submitted you will see that the 
report has been submitted.

You will also receive an email stating 
that the 100R has been submitted 
with the date and time. 

If you realize that the 100R contains 
errors you will need to contact 
gateway@sboa.in.gov to have the 
report unlocked to make corrections. 

Once corrections have been made 
make sure to resubmit your 100R. 

The 100R is due every year on 
January 31st. 

Link to the User Guide: 
https://gateway.ifionline.org/userguides/AFRguide

mailto:gateway@sboa.in.gov
https://gateway.ifionline.org/userguides/AFRguide
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Select Unit Select Year
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Sections are included into the 

AFR depending on the 

answers to the Unit Questions.  

Example; if you answered that 

you have Debt, then the Debt 

Section of the AFR will be 

included.  If you answered 

that you do not have Debt 

then the Debt Section will not 

appear on the AFR. 
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• Beginning Balance Investments –
carried forward from the prior 
years ending Investment Balance

• Can be manually adjusted on 
this screen (if necessary)

• Beginning Balance Cash –
carried forward from the prior 
years ending Cash Balance

• Can be manually adjusted on 
this screen (if necessary)

• Receipts and Disbursements – to 
add or edit information click the 
“Add/Edit” button in blue

• Ending Balance Investments and 
Ending Balance Cash – amounts 
are calculated using beginning 
balance + receipts –
disbursements data
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• Beginning Balances as 
of 1/1/2019 is carried 
forward from prior 
ending balance

• All “Required” fields 
must have data 
entered, even if 0

• Ending Balance as of 
12/31/19 is calculated

• Make sure to “Save 
and Recalculate” once 
data is entered
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• Make sure to enter data in all 

“Required” fields

• Make sure to scroll all the way 

over to the right side, there are 

more “Required” fields

Make sure to complete accounts 
payable and accounts receivable 
information for all enterprises 
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 To add a row, click “Add Row”

 To delete a row, click the red X

 To select a fund, select from the 
dropdown list

 Funds will only populate the 
dropdown list if the Financial Data 
by Fund section has been 
completed.

 Schedule should include all 
transfers

 Only note unusual or uncommon 
transfers in the comment box

 Make sure to “Save All Work”

• Make sure to enter data in all 

“Required” fields

• Make sure to scroll all the way 

over to the right side, there are 

more “Required” fields

• Beginning Principal Balance as of 

1/1/2019 is prepopulated with 

the prior ending balance form 

12/31/18

• Ending Principal Balances 

calculated using the beginning + 

additions - reductions
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• Select “Add Row” to add a new 

lease

• Make sure to complete all 

“Required” fields

• To delete a row, click the red X

• Make sure to “Save All Work” 

prior to continuing on

“Add a OPEB Plan” to add a new 
plan

Complete plan information and 
“Save”
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 Select the pension plan that 
is offered

 Select if you offer other 
pension plans

 If “No” mark “This form is 
complete” and save this 
form

 If “Yes” add the other plan 
that is offered

 To complete this section 
you must click the “This 
form is complete” box and 
save the form

 Complete all risk 
assessment questions

 Make sure to “Click to 
Save Form” 

 To mark the form 
complete you must click 
the box next to “I have 
completed all of these 
questions, and I am ready 
to submit this form”



1/14/2020

22

 All required positions must 
entered to complete this 
form
 If a green check mark is 

included in the “Status” 
column the requirement is 
fulfilled 

 If a red X is included in the 
“Status” column the 
requirement has not been 
fulfilled 

 You must check the “I have 
completed entries for all 
positions, and I am ready to 
submit this form.” to 
complete this section

 If a position does not 
exist and is not 
bonded you will check 
both boxes

 “Save” the entry and it 
will be added to the 
completed status
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Report outputs are included for all 

sections completed of the AFR

You can download these in pdf or 

excel

You can print the completed “Full 

Report”

This is also where you print the 

report of advertising

You will click “Submit Annual Report”; 
review submission errors or warnings 
(if applicable)

“Proceed to Submit the Annual Report”

“Submit This Report” 

You will receive an email from no-reply-
ibrc@iupui.edu saying  “The annual 
report for (your unit) has been 
submitted on (date/time) by 
(username).”

Link to the User Guide -
https://gateway.ifionline.org/userguide
s/AFRguide#nav_SubmitAnnualReport

mailto:no-reply-ibrc@iupui.edu
https://gateway.ifionline.org/userguides/AFRguide#nav_SubmitAnnualReport
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Link to the User Guide: 
https://gateway.ifionline.org/userguides/engagementguide

• You can select “Details” to see all the 
Monthly and Annual Engagement due 
dates

• Deadlines:

• January monthly files – March 15th

• February monthly files – April 15th

• March monthly files – May 15th

• April monthly files – June 15th

• May monthly files – July 15th

• June monthly files– August 15th

• July monthly files– September 15th

• August monthly files– October 15th

• September monthly files– November 
15th

• October monthly files– December 15th

• November monthly files– January 15th

• December monthly files– February 15th

• Annual files - March 1st for all other units

https://gateway.ifionline.org/userguides/engagementguide
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Select Unit Select Year

To Upload a document
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Direct Link to Monthly Uploads in the User Guide -

https://gateway.ifionline.org/userguides/engagementguide#nav_MonthlyUploads

Direct Link to Annual Uploads in the User Guide -

https://gateway.ifionline.org/userguides/engagementguide#nav_AnnualUploads

https://gateway.ifionline.org/userguides/engagementguide#nav_MonthlyUploads
https://gateway.ifionline.org/userguides/engagementguide#nav_AnnualUploads
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Red X if files are not uploaded

Green check mark if files have been 

uploaded

• File Name

• Date Uploaded

• Who uploaded the document

You can download the document or 

view it from the screen

You can also delete the file by 

hitting the circle with a red x, if you 

have uploaded the incorrect file
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• Anyone with a username and 

password can upload a Conflict 

of Interest Disclosure

• Uniform Conflict of Interest 

Disclosure Statement -

file:///C:/Users/sdungan/Down

loads/54266%20fill-in.pdf

• Complete the Upload 

Disclosure Form

• Name of person filing the 
disclosure

• Email address of person filing 
the disclosure

• Government Entity

• County 

• Unit Type

• Unit Name

• Upload PDF

file:///C:/Users/sdungan/Downloads/54266 fill-in.pdf

