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Overview 
 
This portion of the Gateway allows you to set up the lists that will help guide the completion of the 
budget forms. Specifically, you will set up a list of funds, a list of departments, and then establish the 
relationship between the departments and the funds. You will also establish your revenue codes and link 
debts reported in Debt Management to debt service funds.  You may access this portion from the Unit 
Main Menu by clicking “Customize Funds, Departments, Debts, Rev. Codes.” 
 

 
 
 
This will take you to the “Customize Unit” page that will be used to navigate between the available tools.  
Please note that if you have previously completed a budget on Gateway you should notice your funds, 
departments, the linkages between them, and revenue codes carry over into the 2013 Budget.  
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Customize Funds 
 
To customize a fund, click on the link that says “Customize Funds List.” 
 

 
 
The first time you login to the Gateway, the list of funds will contain any fund that was part of your 
DLGF-approved budget last year. You will need to add any additional funds your unit has during this 
visit. When you return to Gateway, the funds will still be saved. Further, once entered, the fund list will 
continue to future years. 
 

 
 
Adding a Fund to the Current List 
 
Gateway contains a list of funds with associated codes, based on the codes used to process budget orders. 
When adding a fund, it is best to use this list if you can find that option on the list. To add a fund from 
this list, simply click on “Add a Fund.” 
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This will bring up a window containing a drop-down menu. You may scroll though the list to find the 
appropriate fund. 
 

 
 

Once you have selected the correct fund, click the button that says “Add New Fund.” The fund will now 
be part of the list. 
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The drop-down menu is sorted numerically by code. For your convenience, we have placed the code list 
in Excel format on our website at http://in.gov/dlgf/files/2013_Gateway_Budget_Code_Lists.xls. You 
may use this file to sort the lists alphabetically or use the “Find” feature (Ctrl + F) of Excel to locate the 
appropriate codes. This will make it easier to find the funds you need in the drop-down menu on 
Gateway. Another option for locating fund codes is to reference your 1782 notice or budget order from 
last year. These documents will contain the codes for each fund. 
 
Adding a Home-Ruled Fund  
 
You may have funds that are not part of the preset list. We refer to these as “home-ruled funds.” To add 
one of these to your list, click the link that says “Add a New Home-Ruled Fund.” This will bring up a 
window to help you create the fund. 
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http://in.gov/dlgf/files/2013_Gateway_Budget_Code_Lists.xls


You will first enter a fund description. This is your opportunity to put a custom name on the fund. 
 

 
 
Once you enter a fund description you will need to select a fund code of your choice from the drop down 
menu. 
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Once you have entered a description and selected a fund code, click “Add New HR Fund.” 
 

 
 
To return to the Customize unit menu select “Customize Unit” at the top of the page. 
 

 
 
 
Customize Departments 
 
To customize your department list, click on the link that says “Customize Department List.” If your unit 
does not have departments, you may skip this step. Schools will use the departments in place of their 
program accounts.  
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Gateway will roll over any departments entered previously. The first time you log in to the Gateway, you 
will want to review the list of departments. You may need to add additional departments. Please note that 
any newly created departments will need to be linked to a fund. The Customizing Departments by Fund 
List section of this guide will walk you through this process.  
 

 

 
 
Adding a Department from the Preset List  
 
Gateway contains a preset list of departments with associated codes, based on past submissions statewide. 
When adding a department, it is best to use this list if you can find the department name on the list. To 
add a department from this list, simply click on “Add a New Department.” 
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This will bring up a window containing a drop-down menu. You may scroll through the list to find the 
appropriate department.  

 

Once you have selected the correct department, click the button that says “Add New Department.” The 
department will now be part of the list on your “Department” screen. 

 

The drop-down menu is sorted numerically by code. For your convenience, we have placed the code list 
in Excel format on our website at http://in.gov/dlgf/files/2013_Gateway_Budget_Code_Lists.xls. You 
may use this file to sort the lists alphabetically or use the “find” feature of Excel to locate the appropriate 
codes. This will make it easier to find the departments you need in the drop-down menu on the Gateway. 
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Adding a Home-Ruled Department 

You may have departments that are not part of the pre-set list. We refer to these as “home-ruled 
departments.” To add one of these to your list, click the link that says “Add a New Home-Ruled 
Department.” This will bring up a window to help you create the department. 

 

 

 

You will first enter a department description. This is your opportunity to put a custom name on the 
department. 

 

 

 

The next step is to select the department code. The Gateway will give you a set of numbers to choose 
from. These will be from 9600 to 9699. These codes have been set aside for home-ruled departments. 
Gateway will remove codes from the list once they have been used. 
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Select the code you wish to use, and then click “Add New Department.” 
 

 

 

 

Page 11 

 



Customize Departments by Fund List  
 
For Gateway to organize your budget forms, you must specify whether a fund is departmentalized, and if 
so, what departments are associated with the fund. To perform this task, click on the link that says 
“Customize Departments by Fund List.” If your unit does not have departments, you may skip this 
step. 

 

Gateway has default associations. Specifically, the general fund (#0101) is associated with each 
department in the department list. The remaining funds are associated with “0000-NO DEPARTMENT” 
as the default. The screen will show you the default associations. The funds are listed along the left-hand 
side, and the departments are shown within the box to the right of the fund name. 
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To change the fund-department relationship, click on the “pencil and paper” edit icon. 

 

This will bring up a box that contains all available departments, with the current associated departments 
indicated by a check box. To add a new department association, check the box to the left of the 
department name. To remove a department association simply uncheck the box next to the department 
you wish to remove. 
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Click the “Update Record” button when all departments you wish to connect have been checked. 

 

 

 

Once all the fund-department relationships are correct, you may proceed to the next step by selecting 
“Customize Unit” at the top of the screen. 
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Customize Revenue Codes 
 
If you completed a budget last year you should notice your revenue/receipt codes carry over to the current 
year. However, please be sure to review your revenue codes to make sure they are all listed. This year in 
Gateway the addition and deletion of revenue codes will now only be done under the Customize Revenue 
Codes List page. To access this page select the “Customize Revenue Codes List.” 
 

 
 
The following Customize Revenue Codes Lists to Funds page can be used to add any revenue codes that 
did not automatically rollover into the 2013 Budget forms. For your convenience, a crosswalk is available 
at www.in.gov/dlgf/files/DLGF_Receipt_Codes_Crosswalk.xlsx. 
 

 
 
To add a revenue first select the appropriate revenue classification by clicking on the corresponding blue 
tab at the top of the page.  
 

 
 
Once the desired category is selected click on the “+ Add Revenue Code to Selected Category.” 
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Adding a Standard Revenue Code 
 
From here you have the option of entering a standard revenue code or a custom revenue code. We will 
first review how to add a standard revenue code. Schools will continue to use the revenue code list as 
prescribed by the Department of Education. 
 
 

 

 

 

 

 

 

 

 

 

 
 

Leave standard revenue selected and then click the drop-down menu underneath, “2. Select Revenue 
Code from list.” This will bring up a menu of all of the revenue codes associated with your unit type and 
selected category.  
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Once you select the revenue code you wish to add, we still need to associate it with one or more of the 
available funds. In the third section, select which funds you would like to associate the revenue with and 
select “Update Record” to add the revenue.  

 

Below you will notice the revenue code was added successfully. The blue box to the right shows which 
funds are receiving funds from the added revenue. 
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Adding a Custom Revenue Code 
 

Non-school units also have the option to add a custom revenue. In order to add a custom revenue code, 
simply select “Custom Revenue Code” and enter a revenue description. Once  you associate it with the 
desired funds, select “Update Record” and you have added a custom revenue code.  

 
 

Deleting a Revenue Code 
 

If you would like to delete an existing revenue code, select the red X on the far left of the page next to the 
revenue code you wish to delete.  
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After clicking on the delete button a window will appear warning that any amounts entered in the selected 
revenue code will be deleted. Select “Confirm Delete” to continue. Doing so will delete a single revenue 
code. 

 

 

Customizing Debts by Funds List 
 
New to the 2013 Budget is the ability to link debt reported in Gateway’s Debt Management application to 
a debt service fund. In order to link a reported debt to a debt service fund, first select “Customize Debts 
by Fund List” on the “Customize Unit” menu. Once your funds and debts are linked, you will be able to 
complete your Debt Worksheet and levy funds to fulfill upcoming debt service payments. 

 

 

You should now be on the “Customize Debts by Fund” page. On this page, you should notice debt related 
funds on the left and any linked reported debts to the right. If you do not see any funds and need to levy 
funds to meet debt service payments, you would need to access the “Customize Funds List” and add a 
debt related fund. 
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In order to link a debt reported in Debt Management to a debt service fund, please click the “pencil and 
paper” edit icon. 

 

 

Clicking on the edit icon next to a fund will bring up a list of reported debts along with an option to link 
fees and anticipated debt service with the fund as well. By checking the box to the left of listed options 
and selecting “Update Record,” you have linked a reported debt, fees, and or anticipated debt service to 
the selected fund. You will now be able to begin on your Debt Worksheet. 

 

  

 

Please see our other user guides for assistance with additional forms. 
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