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Form 4B Overview 
 

Form 4B presents a comprehensive look at the unit budget through a financial statement. This form is 
sometimes referred to as the “16-line statement.” It presents a fiscal plan for the entire 18-months of the 
budget cycle (the six months before the budget year and the twelve months of the budget year). 
 
There are three sections to this form. The first section lays out the expenses that the unit expects to have 
over the 18-month cycle. The second section lays out the resources (other than property tax) that the unit 
expects to have to support the expenditures in section one. The third section contains the fiscal 
policymaking of the unit. It contains the property tax levy, the tax rate, and the addition to or subtraction 
from the unit’s operating balance that the unit has decided upon. 
 

Accessing the Form 4B 
 

First, navigate to the Budget Form Menu by selecting your unit and then clicking “View Forms, Enter and 
Edit Budgets.” 
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From the Budget Form Menu, click on Form 4B and then select link on the left side of the Form 4B box 
that says “Click to edit form.” 
 

 



Ensuring Proper Options are Available on the Form 
 
The availability of Form 4B is based upon the unit customization of fund list. At the top of the Form 4B is 
a fund selection drop down menu. To ensure that the proper number and type of forms are available, 
please be sure that you have added all the necessary funds in the Customize Funds List of the Customize 
Unit Menu. For assistance with adding a fund, please see the “Customize Units User Guide”.  
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Entering Data on the Form 4B 
 
For each line of the financial statement, Form 4B collects two pieces of information: the published 
amount and the adopted amount. Each fund on the Form 4B also collects the net assessed value. 
 

 
 

The Published Amount is the amount that is proposed at the beginning of the budget process and 
published in the newspaper. The Adopted Amount is the amount that is approved by the fiscal body and 
adopted by ordinance or resolution. 



Regardless of how you choose to complete Form 4B, three of the lines are calculated automatically within 
Gateway. They are Line 5, Line 9, and Line 10. These lines will not have a data entry option. 
 

Page 4 

 

 
 

  Data Entry 

Non‐Data Entry

 

To populate Line 5, Line 9, and Line 10, enter data in the other lines then click “Save” and Gateway will 
calculate them based on the other information entered. 
 

 
 
Other lines in Form 4B have multiple options for completion. The following sections detail the available 
options. 
 
 
 

Completing Form 4B through Direct Data Entry 
 
The most basic choice for completing Form 4B is to fill in each of the values manually. 
 
If you wish to enter the entire form directly, please ensure that the Gateway Calculator is disabled by 
indicating “I want to make my own calculations for this Form 4B.” 
 
 

 
 
Your first step in completing the Form 4B through direct data entry is typing in the Net Assessed Value 
on the top right-hand side of the form. 
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ill in each of the values (excluding Line 5, Line 9, and Line 10). Click “Save” at the bottom of the form 
 save the values you have entered. 

 
 

 

sing the Auto-Fill Option 

hrough the auto-fill option you will still need to manually type in the “Net Assessed Value” on the top 
right-hand side of the form. 
 

 

n 
 

n that says “Click Here to Insert Financial 
orksheet, Debt Worksheet, Form 2 and Form 4A published amounts.” This will fill in Line 1, Line 8a, 

nd Line 8b of the published column on Form 4B. 
 
 

F
to

 
 

U
 
T

  
 
Provided that the Form 2, 4A, Current Year Financial Worksheet and Debt Worksheet amounts have bee
entered into Gateway, some lines of Form 4B will be populated from the other forms. In example, Line 1
of Form 4B can populate from Form 4A, while Line 8a and Line 8b can populate from Form 2. To take 
advantage of this tool, click the button at the top of the colum
W
a
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he second column can be completed in the same way by clicking the button that says “Click Here to 
Insert Financial Worksheet, Debt Worksheet, Form 2 and Form 4A adopted amounts.” 
 

he remaining lines will need to be filled in directly (excluding Line 5, Line 9, and Line 10). Click 
Save” at the bottom of the form to save the values you have entered. 

 
 

 

he default option for Form 4B is “I want to make my own calculations for this Form 4B.” However, 
there is a very helpful tool contained within this form called the Gateway Calculator. 
 

 

d 
) to specify the amount of increase or 

ecrease you have chosen for your operating balance, (2) to specify the property tax levy you want to 
pose, or (3) to specify the property tax rate you want to impose. 

T

 
 
 
T
“

 
 
 
Using the Gateway Calculator 
 
T

 
This tool will help you complete Line 11, Line 12, Line 13, Line 14, Line 15, Line 16, and Line17 base
on the policy decision you indicate. Your policy decision may be (1
d
im
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• irst, change the selection from “I want to make my own calculations for this Form 4B” to “I 
want to use the Gateway Calculator.” 
 

 

• econd, click the check-box to indicate your agreement to the acknowledgement statement. This 
ensures you are taking responsibility for the values that are submitted through Gateway. 
 

 

 
• Third, check to verify that you have entered a Net Assessed Value amount at the top of th

 

 

• inally, click the type of policy decision you wish to indicate. Choose from entering an operating 
balance (on Line 11), entering a levy (on or a tax rate (on Line 17). 
 

To use the Gateway calculator, you must complete the following steps: 
 

F

 
 
S

 

e form. 

 
 

F
Line 16), 
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he calculator is now fully functioning. Enter the value you desire on the appropriate line, based on your 
selected policy driver (operating balance, levy, or tax rate).
 

nce you have entered a value on the appropriate line, click “Save” and Gateway will calculate the rest of 
the third section (Line 11, Line 12, Line 13, Line 14, Line 15, Line 16, and Line 
 

 

nt to make 
y own calculations for this Form 4B.” This will retain the values that have been calculated already. Any 
its you make after disabling the calculator will be saved exactly as you entered them. 

T
  

 
 

Enter the Fiel usly Selected d You Previo

O
17) for you. 

 
 
You may still edit values that have been computed by the Gateway Calculator. However, as long as the 
Gateway Calculator is enabled (indicated by the active selection of “I want to use the Gateway 
Calculator”), clicking “Save” will overwrite any changes other than the relevant line in which the policy 
decision was entered. You may turn off the Gateway Calculator at any time by clicking “I wa
m
ed
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n later to complete the adopted values. To save time 
nd data entry during the second stage, Gateway offers a “Copy” button. Clicking this will fill over the 

published column to the adopted column. 
 

 

s that 

py 
 

 
at 

olumn operates separately from the published column. This 
eans that you can make policy decisions differently for the adopted amounts but still rely upon the 
ateway Calculator. 

Completing Form 4B in Stages 
 
Since units propose budget figures at the beginning of budget season and adopt them months later, you 

ay complete the published values first and then returm
a

 
 
You may still edit the values after the fill over. This option will be particularly helpful for those unit
have not made many changes from the published amounts. 
 
The “Copy” button is set up independently for each of the three sections of the form. This provides 
flexibility in how you complete the adopted column. The first section can be filled entirely using the co
button, filled partially by using the “Click Here to Insert Financial Worksheet, Debt Worksheet, Form 2
and Form 4A adopted amounts” button, or entered directly. Likewise, the second section can be filled 
entirely using the copy button, filled partially by using the “Click Here to Insert Financial Worksheet, 
Debt Worksheet, Form 2 and Form 4A adopted amounts” button, or entered directly. The third section
can be completed using the “Copy” button or by using the Gateway Calculator a second time. Note th

e Gateway Calculator for the adopted cth
m
G
 
 
 
 
 
 
 



Signing the Form Electronically 
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At the bottom of Form 4B, there is a box for you to use to place an electronic signature on the form. Only 
the user with submission rights will see the signature box. 
 

code. This PIN code has been sent to the person with submission rights via email. You 
ay contact the DLGF at gateway@dlgf.in.gov

 

 
 
The signature box will be invisible to users with edit or read-only rights. 
 
To sign the form, first type your name and title into the signature box. After that, you will need to enter a 
four-digit PIN 
m  or at 317-232-3777 in the event that you have lost or not 
received a PIN code. Once you select “Sign and Date Form”, the today’s date will automatically populate 
the date field. 
 

nce you see the red text stating “Form signature values saved,” you have successfully signed Form 4B.  

 

O
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t forms now have a feature built in called validation. This does not allow the form to be 
marked as “Ready to Submit”, or be submitted until the required fields are completed. Validation will 
help  
the bo

“You will be able to mark this form as 'Ready to Submit' once amounts have been entered in both 
'Published' and 'Adopted' columns and the form has been signed with a valid four‐digit PIN.” 

umns, and you have signed the form 
with your PIN the yellow “Ready to Submit” option will appear. This gives users the ability to mark the 
form as ready to submit by clicking on the check box. You will not want to check this box until the 
published and adopted amounts columns are entered for all funds.  

Once this box is checked, the box will turn green and the form will now be marked as Ready to Submit. 
Form 4B can still be edited until it is submitted.  

Note that after Form 4B has been marked as “Ready to Submit”, Form 4B under the Budget Form Menu  
now shows a green submit option. 

If you have completed your Form 4B and will not need to make any changes, you may click on the green 
“Submit” button. You will notice a pop-up box asking you if you are sure you want to submit this form. If 
you are sure simply press “OK”.  

Marking the Form “Ready to Submit”  

At the bottom of Form 4B and all other forms you will notice the “Ready to Submit” status boxes. Before
you complete the form you will notice a grey box that is titled “Not Ready to Submit.” 

The 2013 budge

 prevent some commonly found errors in the 2012 Budget. Under a closer look, you will notice that
x states,  

 

Once information has been entered in the published and adopted col

 

 

 



 

As you will note below, Form 4B on the Budget Form Menu will now appear green and will now only 
have the option to view the form.  
As you will note below, Form 4B on the Budget Form Menu will now appear green and will now only 
have the option to view the form.  

  

You may no longer edit a form once it is submitted. If you have submitted a form by mistake please 
contact the DLGF at gateway@dlgf.in.gov
You may no longer edit a form once it is submitted. If you have submitted a form by mistake please 
contact the DLGF at gateway@dlgf.in.gov or at 317-232-3777. 
 

Viewing and Printing the Form  
 
At any point, Form 4B can be printed directly from Gateway. Click the button at the top-left corner of the 
form that reads, “Click Here for Print/Viewing Options.” Next click on the link that reads, “Print/View 
Form 4B for Currently Selected Fund in PDF Format.” 
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Once you see the page appear in a new window simply click on the printer icon on the top left hand 
corner to print.  You may also select the save icon to the right in order to save the form as a PDF which 
will also allow you to email copies of your Budget or post them on a website.  
 
 

 
 
 
 

Congratulations! You have successfully submitted your Form 4B. Please see our other user guides for 
assistance with other forms. If you have any questions, please email the Gateway inbox at 
gateway@dlgf.in.gov.  
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