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Chapter 1:
Project Overview
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The goal of the Gateway project is to help taxpayers better access and understand information
about the services their local governments provide and how much it costs to provide those services.

Over the past several years, the economy has pushed leaders at the local and state level to “do more with
less.” As representatives have looked at services and functions of government with a more critical eye,
they have looked for new ways to make informed decisions about operations. As services were cut or
costs increased, members of the public demanded more transparency from leaders so they could see how
government spends tax dollars.

Currently, decision-makers in both the public and private sectors rely on sophisticated analysis and
statistics to inform their choices. Individuals in today’s world increasingly look to the internet to find
information. Unfortunately, the pen-and-paper method of collecting and storing data prevents the data
from being searchable online by taxpayers or analyzed in-depth by policymakers. Gateway will provide
transparency to local government data in Indiana in a way that has never before been so easy. Once fully
implemented, financial data can be cross-referenced with other datasets: economic data such as
unemployment rates or median income, population data to analyze per capita, and comparisons with other
units based on a number of different possible criteria like size or income. Additionally, GIS technology
allows for the creation of maps, giving users the opportunity to look at other communities near them.

Gateway will also help Indiana government operate more efficiently. Gateway will reduce the cost of
printing, storing, and transporting paper documents. In the past, the county auditor collected all unit
budgets and then transported boxes full of paper forms to the Department of Local Government Finance
(“DLGEF”) every year. With the introduction of Gateway, the budgets will be universally available to any
member of the public as soon as they are finalized, making “transporting” budgets a thing of the past.
Additionally, through the use of Gateway, the DLGF will be able to process local budget certifications
faster, giving local officials more time to calculate and send property tax bills.

Finally, taxpayers will have access to local government data with the click of a mouse, rather than having
to wait for public information requests to be fulfilled. The amount of time that State and local officials
spend on fulfilling public information requests—and the amount of time the taxpayer must wait for the
information—will be reduced because of the accessibility of the data.

Why submit information online?

Simply put, to present data to taxpayers online, we need to collect it electronically. Online submission
populates a modern database with the ability to interact with other datasets. The end result will be
taxpayer-friendly reports, statewide comparison, online searchable data, and more. This is expected to
reduce the burden of public information requests for all units of government and give taxpayers access to
more information than ever before. A secondary benefit to taxpayers is that fewer of their tax dollars will
be used printing, transporting, storing, and photocopying paper documents.

How much will this conversion cost government entities?

Gateway is free to use, and any government entity can use Gateway within its existing resources.
Since Gateway is web-based, a government entity can access the software at any computer terminal,
public or private, without installing any software. Government entities without computers or internet
access can find free internet service at any public library, or at any campus of Indiana University or Ivy
Tech, which are partnering with the State to provide temporary access to government officials without
computers.
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The site was developed and is maintained by the Indiana Business Research Center at Indiana University
as part of the Information for Indiana Initiative, with support from the State of Indiana, Indiana
University, and the Lilly Endowment.

Additionally, the DLGF has provided a number of training opportunities since early 2011 and gathered a
group of volunteers from among various local government groups to be “on-call” to answer technical
guestions about Gateway and its navigation. The provisions of these training and assistance resources will
ensure that training for the conversion is at no cost to local government.

How much time will it take to use?

Gateway is easy to use, but the length of time it will take to input the data by local officials will vary
based on a variety of factors. As with paper forms, the size of the government entity and the complexity
of its fiscal structure will influence the time it takes to complete the budget. However, Gateway contains a
number of time-saving techniques that were not possible with paper forms. Gateway will populate figures
from one form to the next, and complete certain calculations and subtotals automatically. Gateway saves
even more time for government entities with internal financial software by allowing these users to
populate the two longest budget forms (Forms 1 and 2) through a direct upload. All other forms can be
completed with a few clicks once the data is in Gateway.
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Basic Computer Literacy

If you have never used a computer before, you may benefit from a “computer use” tutorial before

proceeding with the Gateway. Some options include:

Tutorial for using a computer (mouse, keyboard, etc.): http://tech.tin.lib.mi.us/tutor/
Tutorial for using the internet: http://www.internet101.org/

Gateway Access Instructions

As an authorized user of the Indiana Gateway for Government Units, you will have a “Username” and
“Password” that will allow you to access the program. Your “Username” is the e-mail address on file with
the DLGF. The DLGF will assign an initial password, which should be then be changed by you to
something unique and confidential. You will be responsible for all information entered into Gateway

under your Username and Password.

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

To access the Gateway program, open your internet browser and type
https://gateway.ifionline.org/login.aspx into the browser, and then hit “Enter” on your keyboard.
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The first page you will see is the login page. If you know your username (which is your email address)
and your password, you may enter them in the login box and click “Log In.”

Gateway

for government units An Information for Indiana Data Site

The Indiana Gateway for Government Units pravides a central commons for local units to submit their
financial forms to the State of Indiana.

Authorized Personnel Login

User Name: I

Passward: I

*after S failed atternpts, account will be locked

More information is available on the DLGF web page with tutorials and forms.
Contact information: DLGF @ 317-232-3775 or email gateway@dlof.in.goy.

Forgot your password?

The Indiana Gatewvay for Government Units provides a central portal for local governments to submit forms: Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by e DLGF lrngﬂnaﬁon-ﬁr'
the Indiana Business Research Certer as part of the Information for Indiana Initistive. {gateway@dlgfin.goy) IN Dl AN A

If you have forgotten your password, you may click the “Forgot your password?” link. This will direct
you to enter your username (which is your email address).

Authorized Personnel Login

User Name: I

Password: |

*After S failed attermnpts, account will be locked
Log In |

-Foruot your password?
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When you click “Submit” a new password will be emailed to you at the email address serving as your

username.

Gateway

for government units

An Information for Indiana Data Site

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Welcome to Indiana's Gateway for Government
Units

please contact the Department of Local Government Finance or State Board of Accounts.

Use this gateway to access:

e SBOAAccounts
o DLGF County Assessor or Auditor Accounts
e SDF Online Applications

Lodin Request Form

Fargot Your Password?

Enter your User Name to receive your password.

User Name:

This login is for authorized personnel only. For information or guestions about obtaining access,

Return to Lodin

Website Navigation

General Instructions

Any phrase that becomes underlined when you scroll over it can be clicked to take you to a new page in

Gateway.

DO NOT use the “Back Button” on your internet browser to navigate through the different pages
of Gateway. Instead, use the navigation links (also known as “Breadcrumbs”) found just under the blue

and green header bar.

(Gateway

for government units

ﬁ Home ], About “ Account Settings (2, Help @ Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
t Unit = Unit Main Menu = Customize Unit » C ize Departments

2012 Fulton County - 0002 Henry Township, Fulton Co

An Information for Indiana Data Site

Department of
Local Goverment Finance

Page 8



You may navigate back to the top of the Form 1 and Form 2 pages by clicking on the “Click Here to
Return to Top” link located at the bottom of these pages.

TICE TTETe [0 T T TS T OTTT T

Click Here to Return To Top

Selecting a Unit

Once you log in, a list of units that have been assigned to your user account will appear. For most users,
this will be only your unit. Some units may appear if you have been given permission to enter information
on behalf of another unit. County auditors will have limited access to all units in their counties to enable
them to review budget documents for the county council non-binding review process.

Gateway

for government units An Information for Indiana Data Site

ﬁ Home (i, About #@¥ AccountSettings ‘2, Help i F.A.Q @Logout

IMPORTANT. DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit

Select Unit from List

Currently Viewing Year: | 2012 j

Click a link below to select your unit.

Unit Name Link Unit Type Unit County

Adams County County Adams
0000 Fulton County County Fulton

hi Eulton

0002 Honn To hi Io:

Use the pointer to highlight the name of your unit, and then left click on the name of your unit to proceed.
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Unit Main Menu

After clicking the name of your unit, the main menu screen, known as “Unit Main Menu,” will appear.
This screen contains a list of all possible tasks that can be done in Gateway.

GGateway

for government units An Information for Indiana Data Site

ﬁ Home |, About “ Account Settings 7, Help 'j F.A.Q ﬁ/ Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu

2012 Adams County - 0000 Adams County

Unit Main Menu - 0000 Adams County

Select from the options below to customize your unit's funds, departments, and/or publications.

Department of Local Government Finance Tasks Indiana State Board of Accounts Tasks

& Customize Funds and Departments J Manage Funds List

L L}
Yiewy and edit lists of funds and departments Wiew funds list, create or edit a fund

. View Forms, Enter and Edit Budgets
~ 4

View funds list, create or edit a fund. Link to Forms.

m Submit Proof of Publication and Signed Ordinance
Wiewe, upload and submit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

County Specific Functions

Certificate of Net Assessed Valuations

&CNAV is Ready to Fill Out
Viewy, upload and submit cerificate of Net &Y to DLGF.

From this menu, you will focus on the DLGF tasks on the left-hand side (under the green heading). This
will allow you to complete the following actions, which are discussed in more detail on the following

pages:
e Customize Funds and Departments. Within this task, you can edit (if necessary) the funds and

departments associated with your unit. You will also link the departments to the appropriate
funds. For more detail, please see Chapter 4: Customizing Your Unit.

e View Forms, Edit and Enter Budgets. Within this task, you can access, fill out, and submit the
budget forms. This link takes you to “the Accordion” discussed in the following section. For
more detail about filling out and submitting budget forms, please see Chapters 5-13.
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e Submit Proof of Publication and Signed Ordinance. Within this task, you can upload a PDF or
picture file showing your proof of publication and submit it to the DLGF through Gateway. You
will also submit a PDF or picture file of your signed ordinance (Form 4) through Gateway. For
more detail, please see Chapter 13: Submitting Hard Copy Forms.

e Optional Flat File Upload. Within this optional task, you may upload flat files for unit
customization and Forms 1 and 2. For more information, please see Chapter 16: Using the Flat
File Upload.

o Certificate of Net Assessed Value. This option will only appear for accounts held by county
auditors. This function allows the auditor to submit the Certificate of Net Assessed Value, due
August 1 to the DLGF. For more detail, see Chapter 14: Certificate of Net Assessed Value.

Understanding “The Accordion”

The first screen you will see after clicking on “View Forms, Edit and Enter Budgets” is a list of all
required forms (“the Accordion”).

G INDIANA
ateway |
An Information for Indiana Data Site

for government units

ﬁHome 1, About “Account Settings (7, Help @Logout Local GQVermen%e ?l’.;l;erl‘ltctg

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu = Budget Form Menu

2012 Jefferson County - 0000 Jefferson County

Select from Available Forms

‘ Form 1: Budget Estimate A

il | Click to et form A Mot ‘Ready to Submit'.

1 0 of 16 ready to submit.

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

Form 44A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

BB BB (BB

Form 144: Salary Ordinance
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To see the details for a particular form, you simply click on that form within the Accordion. The
Accordion will expand that form and present details to you, while collapsing all other forms. For instance,
if you were to click on Form 3, the Accordion would look like this:

Form 1: Budget Estimate Zi_‘;

Form 2: Estimate of Miscellaneous Revenues A

‘ Form 3: Notice to Taxpayers A
M Click to edit form A Mot 'Ready to Submit'. :

1 D of 1 forms marked complete for this fund.

Form 4: Ordinance for Appropriations and Tax Rates

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

BB | BB

Form 144: Salary Ordinance

The Accordion is both an access point and a workflow management tool. As an access point, the
Accordion provides a link to access and fill out the forms. To do so, simply click the link on the left-hand
side that says “Click to edit form(s).”

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues A

Form 3: Notice to Taxpayers

Click to edt form A ot Ready to Submit',

3 0 of 1 forms marked complete for this fund.

Form 4: Ordinance for Appropriations and Tax Rates

Form 44A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

BB BB

Form 144: Salary Ordinance

As a workflow management tool, the Accordion provides a number of status updates. First, it uses words
and color cues to tell you whether the form has been submitted, is ready to submit, or is not yet ready to
submit.
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The yellow header and the text “Not ‘Ready to Submit’” indicate that you have not completed filling out

the forms.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers A

i | A ciickto edit form DA ot Ready to Submit'.

3 0 of 1 forms marked complete for this fund.

Form 4: Ordinance for Appropriations and Tax Rates

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

BB | BB

Form 144: Salary Ordinance

When you fill out the forms, each form has a button to click to indicate that the form is “Ready to
Submit.” (See Chapters 5-11 for more detail.) Once that button is clicked, the Accordion status will
update to tell you that form has been completed and is able to be submitted, but has not yet been
submitted. The green box below tells you that submission is possible, while the yellow header indicates
that submission has not occurred.

¢t 1 of 72 ready to submit.

Form 1: Budget Estimate Ay

_____________________________________________________________________________________

IA Click to edit form @ Click to submit completed form to DLGF

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

BB (B B

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance A
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As an additional workflow management tool, the Accordion indicates how many of the forms have been
marked “ready to submit” and/or submitted. For example, a unit may have a general fund with two
departments and a debt service fund that is not departmentalized. This unit would need to submit 3
separate Form 1s. The status bar shows how many forms have been completed of the total number
required. The total number required is based on the fund and department information you supply in the
“Customize Funds and Departments” area. In the example below, the unit has 72 separate Form 1s to
complete, based on that unit’s combination of funds and departments. One of the 72 Form 1s has been
marked as “Ready to Submit.”

‘I of 72 ready to submit.

\ Form 1: Budget Estimate A

_______________________________________________________________________________________

\ A Click to edit form E‘.> Click to submit completed form to DLGF

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates /i\,

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance A

Submission itself is also done from the Accordion. For more detail, see Chapter 12: Submitting Electronic

Forms.

The green header, the check mark on the header, and the text on the right-hand side of all indicate that the
set of forms has been successfully submitted. The counts at the bottom indicate how many of the set were

submitted.

-F 44: Budget Report

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

BB B

Form 4: Certificate of Appropriations

Q Click to view form This form has been submitted.

1 of 1 ready to submit.

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance &
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Printing from the Gateway

Each form has a link at the top left corner of the form that says “Click Here to Print This Form” or “Print

or View the Full Form in PDF Format”

N N N N N ” ¥V e
for government units

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu » Budget Form Menu = Select Fund = Select Department » Form 1

2012 Fulton County - 0000 Fulton County 0101 General

Click Here to Print This Form

Prescribed by Department of Local Government Finance
Approved by State Board of Accounts
BUDGET ESTIMATE FOR

ﬁHome 1, About ﬁAccount Settings (2, Help Local Goverment inance

~
a Data Site '—

Department of

Budget Form No. 1 (Rev. 2002)

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Unit Main Menu » Budget Form Menu > Form 4A

2012 Fulton County - 0000 Fulton County

Print or View the Full Form in PDF Format

Select Fund:

[0101 - GENERAL |
Select Department:

|IJDIJ1 CLERK OF CIRCUIT COURT (COUNTY CLERK) |

DEPARTMENT: 0001 CLERK OF CIRCUIT COURT (COUNTY CLERK)

For information on printing the form, see Chapter 15: Printing Guide.
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Account Settings, Information, and Help

You may access certain places in Gateway directly, regardless of where you are within the website.

Home: Clicking this will take you back to the “Select Unit” screen.

GGateway

for government units An Information for Indiana Data Site

3 Home [}, About “ Account Settings (2, Help 'j, F.A.Q @ Logout

IMPORTANT. DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit

Select Unit from List

Currently Viewing Year: 2012j

Click a link below to select your unit.

Unit

Code Unit Name Link Unit Type Unit County
0000 Adams County County Adams
0000 Fulton County County Fulton
0002 Llonn: Tr b i Culton,

Account Settings: Clicking this brings up your personal information. It allows you to update your name
and address information.

Gateway — L

for government units

ﬁ Hon ’Account Settings 2, Help '} F.A.Q @Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Account Settings

Username astanley@dlgf.in.gov

E-mail: W
First Name: I—
Last Name: I—
Address 1st: I—
Address 2nd: I—
City: —
State: Indiana v
Zip: l—
Phone: [_
Fax: l—

Change Password

Update Cancel
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You may also update your password.

Gateway

for government units

# Home ' |, About #F Account Settings 2, Help i, F.AQ 6 Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Account Settings

Username astanley@dlgf.in.gov

E-mail: Iastanley@m
First Name: [—
Last Name: I—
Address 1st: I—
Address 2nd: I—
City: r—
State: Indiana v
Zip: |7
Phone: ﬁ
Fax: li

Change Password

Update I Cancel I

About: Clicking this will provide some basic information about the website and the project.

Gateway

for government units An Information for Indiana Data Site

o About #Account Settings 7, Help |} F.A.Q ﬁ\ ) Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Back to Previous Page

Help: Clicking this will provide a number of resources, including this user guide, for you to consult while
working within Gateway.

Gateway

for government units

An Information for Indiana Data Site

# Home |, About £ Ac ? Help j FAQ ﬁ\, Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Back to Previous Page
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Logout: This will log you out of the system and prevent others from accessing your unit’s information. It

is particularly important to logout before leaving a public computer, such as a library computer lab or
internet café computer.

Gateway

for government units An Information for Indiana Data Site

ﬁ Home [ j, About ﬁ Account Settings (2, H

’i; Logout

IMPORTANT. DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit

Select Unit from List

Currently Viewing Year: 2012 j

Click a link helow to select your unit.

g::e Unit Name Link Unit Type Unit County
0000 Adams County County Adams
0000 Fulton County County Fulton

0002 Lanr It tal r. i Eulion
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Introduction

The Gateway has a number of tools built into the program, allowing you to save time and benefit from
quality controls. These tools are optional, so you may still enter values directly on the forms if you so
choose. This chapter explains how to take advantage of each of tool if you wish to utilize Gateway to the
fullest extent of its current capacity.

Optimal Form Completion Order

Many of the tools described in this chapter will pre-populate forms once data has been entered elsewhere
in Gateway. To take advantage of these tools, the forms must be completed in a particular order. Again,
you may work on forms in any order you choose; following the progression outlined below will allow you
to utilize all the available tools and time-savers in Gateway.

Some forms have two columns: a “Published Amount” and an “Adopted Amount.” Since publication
occurs at the beginning of the budget process and adoption occurs at the end, it is best to fill out the
published columns of these forms first and complete the adopted column at a later time, rather than filling
both columns out at once. Other forms only need to be entered once in the process.

This guide outlines the optimal order to complete forms and identifies the tools available at each step.

Pre-Requisite: Customize Fund and Department Lists

To have the proper number of forms to complete, you must first customize your unit lists. This process
will tell Gateway which funds you have and which departments belong within a given fund. This not only
helps Gateway generate all the necessary forms for you to fill out, but it will also help inform the status
updates in the Accordion. This can be done by direct entry (See Chapter 4: Customizing Your Unit) or
through an upload process (See Chapter 16: Utilizing the Flat File Upload).

Step 1. Complete Form 1 Published Column

The first step in the optimal workflow is to fill in the “Published Amounts” of the full set of Form 1s.
Form 1 lists the line-item expenditures of each department and fund in the unit. A separate Form 1 is
completed for each fund-department combination. Since many figures pull from the total budgeted
amount, it is important to first enter this information. As mentioned above, you will not yet know what
your fiscal body will adopt, so the “Adopted Column” should be left for later.

There is a time-saving tool that can be used to complete this step. Gateway permits a direct data upload
from financial software or a separately generated data file. For details about the upload requirements, visit
www.in.gov/dlgf/files/Gateway Upload_Specifications_for_Budget Forms 1 _and_2.pdf. You may
upload a file containing only the Published Amounts and then later upload a file with both columns.

Please see Chapter 5 for more information about completing and/or uploading Form 1.
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Step 2: Complete Form 2

After completing the Published Column of Form 1 for each fund and department, the next step is to
complete Form 2 for each fund. As with Form 1, Form 2 may be uploaded directly from your internal
software. Visit www.in.gov/dlgf/files/Gateway Upload_Specifications_for_Budget Forms_1_and_2.pdf
for details about the upload requirements.

Please see Chapter 6 for more information about completing and/or uploading Form 2.

Step 3: Complete Form 4a Published Column

The next of the time-saving tools appears on Form 4a. Form 4a subtotals—by fund, department, and
major category—the Form 1 line-items. Gateway can perform the calculation to create these subtotals and
populate Form 4a. To do this, simply access Form 4a, select the fund and the department, and click “Click
Here to Insert Form 1 published amounts” button. Gateway will complete Form 4a with just a few clicks.

DEPARTMENT: 0001 CLERK OF CIRCUIT COURT (COUNTY CLERK)

Click Here to Insert
Form 1
puhlished amounts

+

Published Amount

Click Here to Insert
Form 1
adopted amounts

+

Approved Amount

10000

PERSONAL SERVICES

${0

20000

SUPPLIES

5[0

30000

OTHER SERVICES AND
CHARGES

8[0

| 40000

CAPITAL OUTLAY

30

Cory

$[0

Y]

s

$[0

99849

TOTAL

You may also choose to directly enter the values on Form 4a. If so, completing Form 4a at this stage will
allow you to utilize other tools later in the process, if you choose.

Please see Chapter 7 for more information about completing Form 4a.
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Step 4: Complete Form 4b Published Column

As with Form 4a, Form 4b has the ability to pull values from the other forms. Specifically, Line 1 of the
form pulls information entered on Form 4a, and Line 8a and Line 8b pull the information entered on Form
2. To pull the information, access Form 4b and click on the “Click Here to Insert Forms 2 and 4a
published amounts” button.

PRESCRIBED BY THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE Budget Form 4-B
APPROVED BY STATE BOARD OF ACCOUNTS

BUDGET ESTIMATE - FINANCIAL STATEMENT - PROPOSED TAX RATE

Net Assessed Value $ I

Click Here to Insert Click Here to Insert
Form 2 &Form 4a Form 2 & Form 4a
published amounts adopted amounts
Funds Required For Expenses To December 31st Of Incoming Year Published Amount Adopted Amount
1. Total budget estimate for incoming year $| 3
2. Necessary expenditures, July 1 to December 31 of present year, to be made from $ l— $ ﬁ

appropriation unexpended

3. Additional appropriation necessary to be made July 1 to December 31 of present year $| $
4. Qutstanding tempaorary loans: m
$| §

Al Tobe pajd notincluded in lines 2 or 3

Lines 2, 3, 4, 6, and 7 will need to be entered directly. Lines 5, 9, and 10 will calculate for you each time

you click the “Save” button at the bottom of the form.
[ I =
-

As you proceed to Line 11, you will encounter another useful tool: The Gateway Calculator. The primary
purpose of Form 4b is to report the local policy decision of what property tax levy and rate you will
impose. The Gateway Calculator helps complete the form once you indicate your policy decision.

Please see Chapter 8 for more information about completing Form 4b and using the Gateway Calculator.

Step 5: Complete Form 3 Notice of Publication

Now that the published amounts have been added to all forms, Gateway will help generate Form 3, which
can be printed and submitted to the newspaper and submitted electronically through Gateway.

Gateway will help you complete the paragraph at the top part of the form, which notifies taxpayers about
the hearing dates and locations.
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Gateway will auto-populate values in the bottom part of the form, which displays a chart of budget and
levy information, based on the information that has been entered on Form 4b for each fund. The prior year
levy has also been pre-populated for your convenience. The only value that needs to be entered directly is
the excessive levy appeal amount in column 4 (if applicable).

It is important to remember that Form 3 will not be correct unless all Form 4bs have been entered. If you
wish to complete Form 3 for the newspaper before entering Form 4bs, you will need to use a paper
process. Form 3 submission through Gateway is still required.

Please see Chapter 9 for more information about completing Form 3.

As a reminder, the Proof of Publication from the newspaper must be submitted in hard copy, either as a
picture or PDF file through Gateway, or by fax or mail.

Step 6: Do All the Non-Gateway Budget Tasks

Once you have published your “Notice to Taxpayers”, you may complete budget tasks outside of the
Gateway program to comply with statutory requirements. This includes conducting a public hearing,
submitting information to the county council for the nonbinding review, and conducting an adoption
meeting. More information on these requirements is available on the DLGF’s Budget Calendar at
www.in.gov/dlgf/files/110103_- Jones Memo_-_2011-2012_Budget_Calendar.pdf.

Following the adoption hearing, you should complete Gateway forms with an Adopted Column, as well
as the Form 4 Adoption Ordinance.

Step 7: Complete Form 1 Adopted Column

For optimal Gateway function, next complete the Adopted Column of Form 1. For your convenience, you
may use the “Copy Published to Adopted” function to copy over values from the Published Column. The
copied values will still be editable. This will help you quickly complete the Adopted Column if few
changes were made from the published amounts.

Selected Year: 2012 Copy Published to Adopted
Selected County: Fulton County

Selected Unit: 0000 Fulton County
Selected Fund: 0101 General
Selected Dept: 0003 County Treasurer

1. Personal Services

Salaries and Wages

Edit Delete Line Item Code Description Published Amount Adopted Amount

X 100 Demo $100 $100

X 200 Demo £200 kS

X 350 Demo $100 $
Total: & 400 Total: $ 100

Please note that if doing an upload for Form 1, the uploaded file must contain both the published and
adopted amounts. Since the file upload will replace any data already entered or uploaded to Form 1, it is
important that the Form 1 published amounts be included and consistent with the first upload.
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Step 8: Complete Form 4a Adopted Column

There are two time-saving options for the Form 4a Adopted Column. First, you can use the “Copy”
function, as in Form 1.

DEPARTMENT: 0001 CLERK OF CIRCUIT COURT (COUNTY CLERK)

Click Here to Insert Click Here to Insert
Form 1 Farm 1
published amounts adopted amounts
Published Amount Approved Amount
10000 PERSONAL SERVICES $[100,000 ‘ ‘ s[o
20000/ SUPPLIES §[25.000 ‘ 0]
OTHER SERVICES AND ’—w
0000 cceo 575,000 5[0
40000| CAPITAL OUTLAY § [45,000 {0
9999  TOTAL $ 245,000 § 0

Copied values will still be editable. This is the best option if you had minimal changes from the published
amounts, or if you want to complete Form 4a before completing the Form 1 Adopted Column.

Second, you can choose to use the “Click Here to Insert Form 1 adopted amounts” buttons. This is the
best option if you had significant changes from the published amounts.

DEPARTMENT: 0001 CLERK OF CIRCUIT COURT (COUNTY CLERK)

Click Here to Insert Click Here to Insert
Form 1 Form 1
published amounts adopted amounts

Published Amount Approved Amount
10000] PERSONAL SERVICES 5 [100,000 ‘ 5[0
20000/ SUPPLIES §[25,000 ‘ 0]
e =P
40000)  CAPITAL OUTLAY § [45,000 s[o
9999 TOTAL $ 245,000 § 0

It is very important that the Form 4a Adopted Column be filled out prior to printing or submitting Form 4.

Step 9: Complete Form 4b Adopted Column

As with Form 4a, the Form 4b Adopted Column may be filled out by using the “Copy” button. It may
also be filled out in the same manner as the Published Column. The “Fill from Forms 2 and 4a” will
populate Line 1, Line 8a, and Line 8b from the Adopted Column of Form 4a. The Gateway Calculator in
this column operates in the same way as the published column, but independent from those entries.

It is very important that the Form 4b Adopted Column be filled out prior to printing or submitting the
Form 4.
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Step 10: Complete Form 4 for Signature

Form 4 is the Ordinance confirming formal adoption of your budget. Effective for Pay 2012 budgets, the
Ordinance must include the total budget, total levy, and total tax rate being adopted.

PRESCRIBED BY DEPT OF LOCAL GOVERNMENT FINANCE Budget Form MNo. 4 (Rev 2011)
FORM APPROVED BY STATE BOARD OF ACCOUNTS
ORDINANCE FOR APPROPRIATIONS AND TAX RATES

Be it ordained hy the Fulton County unit, Fulton County, Indiana that for the expenses of Fulton County for the year ending December 31, 2012 the sum of § 245,000, as
shown on Budget Form 4-A are hereby appropriated and ordered set apart out of the several funds herein named and for the purposes herein specified, subject to the
laws governing the same. Such sums herein appropriated shall he held to include all expenditures authorized to he made during the year, unless otherwise expressly
stipulated and provided for by law. In addition, for the purposes of raising revenue to meet the necessary expense of Fulton County, a total property tax levy of § 5,526,100
and a total tax rate 0of 0.8210, as shown on Budget Form 4-B are included herein. Budget Form 4-A and 4-B for all funds and departments are incorporated by the signing
of this form and must he completed and submitted in the manner prescribed hy the Department of Local Government Finance.

Gateway will populate these values in the paragraph at the top of the form based on the information that
has been entered in the Adopted Columns of Forms 4a and 4b. For this reason, you should not print, sign,
or submit Form 4 until these other forms are complete.

Please see Chapter 10 for more information about completing Form 4.
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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 may access this portion from the Unit Main
Menu by clicking “Customize Funds and Departments.”

Department of Local Government Finance Tasks
* Customize Funds and Departments
LR

View and edit lists of funds and departments.

) View Forms, Enter and Edit Budgets
View funds list, create or edit a fund. Link to Forms.
xo Submit Proof of Publication and Signed Ordinance

View, upload and sulimit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

Customizing Funds

To customize a fund, click on the link that says “Customize Funds List.”

IMPORTANT. DO NOT USE BACK BUTTON. Use nawvigation links below or you might lose your data!
Select Unit = Unit Main Menu = Customize Unit

2012 j i Fulton County- 0000 Fulton County

Customize Funds/Departments Lists - Fulton County

Select from the options below to customize your unit's funds, departments, andfor index list of departments by fund.

Customize Funds and Department Lists
‘9_ Customize Funds List
(R R J

B Customize Departments List

B Customize Departments by Fund List

Yiew and cross-index departments by selected fund.
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The first time you log in 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.

Funds List - 0000 Fulton County
Click on a column header to sort column.
Fund Code Fund Name Link Remove Fund
01 General A
0123 2006 Reassessment A
0581 Court House Bond X
0702 Highway A
0706 Local Road & Street x
0790 Cumulative Bridge A
0801 Health X
0880 Hospital Lease Rental A
2391 Cumulative Capital Development x
Add a Fund
Add a New Home Ruled Fund

Adding a Fund from the Pre-Set 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.”

Funds List - 0000 Fulton County
Click on a column header to sort column.
Fund Code Fund Name Link Remove Fund
oo General x
0123 2006 Reassessment LS
0581 Court House Bond X
0702 Highway A
0706 Local Road & Street A
0790 Cumulative Bridge A
0801 Health X
0880 Hospital Lease Rental A
2391 Cumulative Capital Development A
Add a Fund
Add a New Home Ruled 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.

" Fund Code:

1! | 0005 — CASINO/RIVERBOAT -
0005 — CASINO/RIVERBOAT
0021 — REFERENDUM FUND - EXEMPT OPERATING
o1 | 0060 — PRE-SCHOOL SPECIAL EDUCATION
0061 — RAINY DAY
8 R 0pg2 — ARSON
0063 — DISCRETIONARY FUND
0064 — EDUCATION LICENSE PLATE
al R 0065 — EXTRA CURRICULAR
0066 — FIRE PREVENTION

MUIE 0067 — GIFT FUND
ity | D068 — HAZMAT NONREVERTING
0063 — HOMELESS SHELTER
inty | 0070 — LATCH KEY
0071 — SCHOOL DISSOLUTION
0072 — BUILDING FUND
ity 0073 — CAPITAL PROJECTS - OTHER

0074 — AMBULANCE/EMS TRUST AND AGENCY FUND
pitz 0o75 — COIT SPECIAL DISTRIBUTION
0076 — HALL DEPOSIT
0077 — PAYING AGENT -

int

L

hwa

inty

nule

Once you have selected the correct fund, click the button that says “Add New Fund.” The fund will now
be part of the list.

Add a Fund

" Fund Code:
E 0066 — FIRE PREVENTION ~|

ing
Add Mew Fund
er:

b R

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://www.in.gov/dlgf/files/Budget_Code Lists (4 29 11).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 the
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.
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Adding a Home-Ruled Fund

You may have funds that are not part of the pre-set 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.

Funds List - 0000 Fulton County
Click on a column header to sort column.
Fund Code Fund Name Link Remove Fund
0101 General A
0123 2006 Reassessment A
0581 Court House Bond X
0702 Highway x
0706 Local Road & Street X
0780 Cumulative Bridge A
0801 Health X
0880 Hospital Lease Rental A
2391 Cumulative Capital Development A
Add a Fund

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

ca
Fund Code:

E!9m1;j

ver

| cancel | | Add Mew HR Fund ]
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The next step is to select the fund code. Gateway will give you a set of numbers to choose from. These
will be from 9500 to 9599. These codes have been set aside for home-ruled funds. Gateway will remove

codes from the list once they have been used.

Add a Fund

(W1

Fund Description: IDemo Home Rule Fund
Fund Code:

el

ver 9501 af
9502
9503

s 9504

9505
> A
P o 9507

" 9508
e B 9509 b 3
9510
9511 >

hsp 9512 ent A
9513
lfar 9514 A
elfar 9515 ’
- 9516 >
| eac 9517 X
9518

e Clg519 Elopment A

9520 'l

| cancel | | Add New HR Fund |

Select the code you wish to use, and then click “Add New HR Fund.”

€0 Fund Deseription: {Demo Home Rule Fund

Fund Code:
[‘ TR
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Customizing 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.

IMPORTANT DO NOT USE BACK BUTTON. Use nawvigation links below or you might lose your data!
Select Unit = Unit Main Menu = Customize Unit

2012 Fulton County - 0000 Fulton County

Customize Funds/Departments Lists - Fulton County

Select from the options below to customize your unit's funds, departments, andfor index list of departments by fund.

Customize Funds and Department Lists

B8 Customize Funds List

‘_}_ Customize Departments List

B Customize Departments by Fund List

YView and cross-index departments by selected fund.

The first time you log in to the Gateway, the list of departments will be blank. You will need to add each
department during this visit. When you return to Gateway, the departments will still be saved. Further,
once entered, the department list will continue to future years.

Departments List for Fulton County

Add a New Department I

Add a New Home Ruled Department
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Adding a Department from the Pre-Set List

Gateway contains a pre-set 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.”

Departments List for Fulton County

- Add a New Department

Add a New Home Ruled Department

This will bring up a window containing a drop-down menu. You may scroll though the list to find the
appropriate department.

Add a Department

Dept. Code and Name:

_]IMMU—NODEPARTMENT =

0000 —NO DEPARTMENT
i 0 0001 — CLERK OF CIRCUIT COURT (COUNTY CLERK
B 0002 — COUNTY AUDITOR
10003 - COUNTY TREASURER
0004 - COUNTY RECORDER
0005 — COUNTY SHERIFF
0006 — COUNTY SURVEYOR ;
0007 - COUNTY CORONER i
0008 — COUNTY ASSESSOR
0009 - PROSECUTING ATTORNEY
0010 - REGISTRATION OF VOTERS
0011 — COUNTY COOPERATIVE EXTENSION SERVICE (AGENT)
0012 -VETERANS SERVICE OFFICER

|»

jt Un
pvert

br a3

003 - WP ASSESSOR
0014- TWP ASSESSOR
0015— TWP ASSESSOR
0016 — TWP ASSESSOR
007 - WP ASSESSOR
00s - WP ASSESSOR
0019 - WP ASSESSOR >
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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.

Rk Add a Department

Dept. Code and Name:
| [0002 - COUNTY AUDITOR ~|

‘ Add New Department

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://www.in.gov/dlgf/files/Budget_Code_Lists (4 29 11).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.

lo

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.

Departments List for Fulton County

Add a New Department

Add a New Home Ruled Department

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

Add a New Home Rule Department

f

o o

Dept. Code and Name: 9614 L]

| cancel I I Add New Department
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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.

Add a New Home Rule Department

f

l Dept. Description: IDemo Home Rule Dept

Dept. Code and Nagoe: | 9614
EGE] - |
9615
9616
9617
< o5 _
9619
9620

provides a central portal for 1o 9621 ents to submit forms Email

|ent Finance and the State Boal ggo0 Ints. It is maintained by * Technical
frt of the Information for Indian) ggo3 Problems(ibretech@iupui.et
9624

9625
9626
9627
9628
9629
9630
9631
9632

9633 '|

cel | Add New Department |

@dlgrin.gov)

Select the code you wish to use, and then click “Add New Department.”

Add a New Home Rule Department

Dept. Description: [Demo Home Rule Dept

Dept. Code and Name: | 9614 «

‘g Add New Department
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Customizing Departments by Fund List

For Gateway to organize your budget forms, you must specify whether a fund is departmentalized, and if
s0, 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.

IMPURTANT. DO NOT USE BACK BUTTOUN. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu = Customize Unit

2012 j Fulton County - 0000 Fulton County

Customize Funds/Departments Lists - Fulton County

Select from the options below to customize your unit's funds, departments, andior index list of departments by fund.

Customize Funds and Department Lists

B8 Customize Funds List

B Customize Departments List

* Customize Departments by Fund List
LA R J

View and cross-index departments by selected fund.
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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.

ﬂ Home 1 About Q Account Setungs ! Help @@ )Logout Local Goverment Finance
IMPORTANT. DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Unit Main Menu > Customize Unit = Ci by Fund
Selected Year 2012 | Selected LUnit: Fulton County - 0000 Fulton County
Custom Departments by Funds
Funds Descriptions Edit Departments Departments
0101 - GENERAL &
0123 - 2006 REASSESSMENT P ¢
0702 - HIGHWAY M
0706 - LOCAL ROAD & STREET &

To change the fund-department relationship, click on the icon of the yellow pencil.

1, About QACCOUHI Setungs

ﬂ Home

{, Help PR )Logout

Local Goverment Finance

IMPORTANT. DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Unit Main Menu = Customize Unit » Ct ize D by Fund

ed Year: 2012 | Selecte

o Linit: Fulton County - 0000 Fulton County
Custom Departments by Funds

Funds Descriptions Edit Departments

0101 - GENERAL

0123

- 2006 REASSESSMENT

0702

- HIGHWAY

0706 - LOCAL ROAD & STREET

Departments
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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.

s e ]
Custom Departments by Fund
g2

it Selected Unit: 0000 Fulton County

e Selected Year. 2012

3 Available Departments:

M 0001 - CLERK OF CIRCUIT COURT (COUNTY CLERK) =
¥ 0002 - COUNTY AUDITOR R
v 0007 - COUNTY CORONER
M 0117 - PERSONNEL

Cancel | | Update Record |

0000 =~ NO DEPARTMENT

To remove a department association, uncheck this box for the department.

I 0007 - COUNTY CORONER
-l' 0117 - PERSONNEL

==y
Custom Departments by Fund
gz

i+ Selected Unit: 0000 Fulton County

i Selected Year: 2012

) Available Departments:

M 0001 - CLERK OF CIRCUIT COURT (COUNTY CLERK) i
V 0002 - COUNTY AUDITOR R

l Cancel I l Update Record |

D000 - NO DEPARTMEMT

Page 38



Once you have made the appropriate selections, click the “update” button. This will save the associations.

e ——==rgy |
Custom Departments by Fund

B ! )

| Selected Unit: 0000 Fulton Courty

: Selected Year: 2012

’)-- Available Departments:

| %0001 - CLERK OF CIRCUIT COURT (COUNTY CLERK) = |

IV 0002 - COUNTY AUDITOR

[V 0007 - COUNTY CORONER

" 0117 - PERSONNEL

Update Record :

Once all the fund-department relationships are correct, you may proceed to the next step by selecting
“Unit Main Menu” at the top of the screen (using the “breadcrumbs”).

ﬂ Hnome 1, Apout v Account detungs { Hielp @ )Logout

Local Goverment Finance

[T DO NOT USE BACK BUTTON. Use navigation links below or you might lose your datal
Unit Main Menu = Customize Unit = C ize Departments by Fund
el o Year 2012 | Selected Unit: Fulton County - 0000 Fulton County
Custom Departments by Funds
Funds Descriptions Edit D Dep.
»
0101 - GENERAL P |
»
0123 - 2006 REASSESSMENT |
0702 - HIGHWAY &
0706 - LOCAL ROAD & STREET P
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Uploading Your Fund and Department Lists

Users may provide Gateway with their fund list, department list, and fund-department links through a
direct flat file upload in lieu of entering the information as described above. For more information, please

see Chapter 16: Using the Flat File Upload.
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Getting Ready

Form 1 collects your line-item budget by fund and department.

Accessing Form 1

First, navigate to the Accordion by selecting your unit and then clicking to “View Forms, Enter and Edit

Budgets.”

Department of Local Government Finance Tasks

B Customize Funds and Departments

View and edit lists of funds and departments

‘ ) View Forms, Enter and Edit Budgets
View funds list, create or edit a fund. Link to Forms.

‘io Submit Proof of Publication and Signed Ordinance
view, upload and submit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Farm 2

From the Accordion, click on the link on the left side of the Form 1 box that says “Click to edit form.”

’ Form 1: Budget Estimate

‘A Click to edit form A ot ‘Ready to Submit'.

E 0 of 72 ready to submit.

________

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

Form 44A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate /Jl

Form 144: Salary Ordinance

A
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You will need to make two selections before arriving at the form. First, you will need to select the fund
from the list you customized previously (see Chapter 4. Customizing Your Unit). On the right side of the
list, you will see completion statistics that will tell you how many of each fund’s Form 1s have been

completed. Click on the name of the fund to proceed.

Form 1 - Fund List for 0000 Fulton County

Click on a column header to sort column.

Fund Code Fund Name Link Ready To Submit
01 General Oofs
0123 2006 Reassessment 0of1
0702 Highway 0of1
0706 Local Road & Street 0of1
0790 Cumulative Bridge 0of1
0801 Health 0of1
0880 Hospital Lease Rental 0of1
2391 Cumulative Capital Development 0of1

Once you select the fund, Gateway will display a list of departments that you linked to that fund in your
customization. On the right side of the list, you will see completion statistics that will indicate whether a
particular department has been completed. This will be indicated by a “Y” if complete and an “N” if not.

Click on the name of the department to proceed. This will load the form.

Gate lNDlANA ﬂ
An Information for Indiana Data Site

for government units

ﬁ Home (], About “ Account Settings (3, Help @ Logout Local Goverment inance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your datal
Select Unit = Unit Main Menu = Budget Form Menu = Select Fund = Select Department

2012 Fulton County - 0000 Fulton County 0101 General

Dept. List for 0101 General Fund - 0000 Fulton County

Form 1 Department Links

Department Code Link to Form 1 - Department Name Completed
0000 No Department N
0001 Clerk Of Circuit Court (County Clerk) N
0002 County Auditor N
ooo7 County Coraner N
o117 Personnel N
2700 Convention And Visitors Bureau N
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Ensuring Proper Number of Forms is Available

The availability of Form 1s is based upon the unit customization of fund and department combinations.
To ensure that the proper number and type of forms are available, please be sure that you have completed

all three steps in the “Customize Unit” area.

Since you will need to make a department selection to get to the Form 1, Gateway will attach the “0000-
No Department” option to each fund that has not been assigned a department. If you do not assign any

departments for a certain fund, Gateway will display “0000-No Department” for that fund.

Local' Goverment Finance

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Unit Mail ize Departments by Fund

enu » Customize Unit » Ci

2012 Fulton County - 0000 Fulton County

Custom Departments by Funds

Funds Descriptions Edit Departments

0101 - GENERAL P

0702 - HIGHWAY

0123 - 2006 REASSESSMENT ‘ >\-

Departments

0001 -
0002 -
0003 -
0007 -
0117 -

0000 -

0000 -

0000 -

CLERK OF CIRCUIT COURT (COUNTY CLERK)
COUNTY AUDITOR

COUNTY TREASURER

COUNTY CORONER

PERSONNEL

NO DEPARTMENT

MO DEPARTMENT

NO DEPARTMENT

=]

| KT

¥

I
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Entering Data on the Form 1

For each line item, Form 1 collects four pieces of information: (1) Line Item Code (2) Description (3)
Published Amount and (4) Adopted Amount.

Click Here to Print This Farm |

Prescribed by Department of Local Government Finance Budget Form No. 1 (Rev. 2002)
Approved by State Board of Accounts

BUDGET ESTIMATE FOR

Selected Year: 2012 Copy Published to Adopted
Selected County: Fulton County

Selected Unit: 0000 Fulton County
Selected Fund: 0101 General
Selected Dept: 0003 County Treasurer

1. Personal Services

Salaries and Wages

Line Item Code Description Published Amount Adopted Amount

Save l | | o | f

Employee Benefits

Line Item Code Description Published Amount Adopted Amount

() save I | || | | 4 | | f |

The Line Item Code field collects your local code. This may be the State Board of Accounts codes for
expenses or your own local tracking codes. Some units do not use Line Item Codes. Entry of a code in

this field is optional (not mandatory). The field is included to assist you in tracking your expenses back to
your local record- keeping.

The Description field should be filled out. This field is mandatory, but is a local description and does not
need to tie back to any prescribed code lists.

For each line item, Form 1 collects two values: the published amount and the adopted amount. 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.
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Editing Standard Line Items

For some unit types, the Form 1 contains some pre-existing, standard line items. These line items
correspond with the prescribed forms, which are available at http://www.in.gov/dlgf/8945.htm. To edit a
standard line item, click the icon of the yellow pencil at the far left of the line.

1. Personal Services

Salaries and Wages

Edit Delete Revenue Code Description Published Amount Approved Amount
) Salary of Trustee 3 £
Salary of Clerical

Help $ $

Pay of Township
Board

$ $

Total § 0 Total: § 0

Save | ” “ “ |

This will bring up two boxes to enter numbers. You may add the published amount and adopted amount
to the record. You must click “Update” to add these amounts. You may not add a Line Item Code or
change the Description on the standard line items.

1. Personal Services

Salaries and Wages

Edit Delete Revenue Code Description Published Amount Approved Amount

i ey ~| J
4 Salary of Clerical Help $ $
. Pay of Township Board k3 $

Standard line-items may not be deleted since they are part of the prescribed form. However, standard line-
items are not mandatory fields. For any standard line item that does not apply to your unit, you may leave
those fields blank. Alternatively, you could edit the line-item and place a value of zero in the published
and adopted amount fields. If you have accidentally entered values into a line item that should not have
them, you may remove those values by clicking the “Edit” icon and deleting the values in the fields.

Adding Custom Line Items

Most units have line items in addition to the standard line items on the form. To add these values to the
form, go to the bottom of each grid and locate the empty fields with the “Save” button on the left.

Salaries and Wages

Line Item Code Description Published Amount Adopted Amount

save | | || | | 4 |
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Fill in the Line Item Code (if applicable), the Description, and the Published and Adopted Amounts. Then
click “Save.”

Salaries and Wages

Line Item Code Description Published Amount Adopted Amount

-3 — = | ||

Salaries and Wages

Edit Delete Line Item Code Description Published Amount Adopted Amount
A 100 Demo $100 $100
Total: & 100 Total: § 100
- I I | |

Continue entering line items until your Form 1 is complete.

Marking the Form “Ready to Submit”

Once the form is complete with both the published and adopted amounts entered, you should click the
button at the bottom of the page that says “Ready to Submit.” This can be done by someone with
submission rights or edit rights. This will send a signal to Gateway that the form is complete. You will see
this status change reflected on the completion statistics on the Accordion and in the fund and department
selection lists.

Ready to Submit

This Form will still be editable. The 'Ready to Submit' option allows a form to be setvisihly complete throughout the application. Only Submitting the form to DLGF
will turn off the editing function of the form.

You will also see that clicking this form has opened the door for the form to be submitted through the
Accordion.

Form 1: Budget Estimate

o | A ciick to edit form = Click to submit completed form to DLGF

¢ 1 of 72 ready to submit

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

BB B B

Form 44A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance A

The form is still able to be edited after the “Ready to Submit” button is clicked. The form will only be
locked for editing after it has been submitted.
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Signing the Form Electronically

At the bottom of the Form 1, 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.

NAME: |

TITLE: |

SIGNATUREIPIN: |

DATE: |
| hereby ack ledge that the submission of this d. through the Gateway password and PIN system i an “el ic si " as defined in IC 5-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | und d that this el ic si takes the place of my handwritten signature and

hes the same purp as would my handwri i in the same cil . | further ack ledge that this el ic i has the same force and effect as my handwritten signature and

can and will be used for all lawful purposes. | affimm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

Save Signature |

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 code. This PIN code has been sent to the person with submission rights via email. You
may contact the DLGF in the event that you have lost or not received a PIN code. The final step for
completing the electronic signature is to indicate the date the form is being signed. You may enter the
date directly into the field using the MM/DD/YYYY format. Alternatively, you may click on the date
field and select from the calendar that pops up.

NAME: [Jahn Smith
TITLE: [Auditor
SIGNATUREIPIN: 4321
DATE: [

4 »

June, 2011 - — v " e oo

| hereby acknowledge that the IN system an "el " as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authe 2 Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
accomplishes the same purpo Su Mo Tu we Th Fr Sa further ack ledge that this el ic Si has the same force and effect as my handwritten signature and
can and will be used for all lar electronically sign and submit this document on behalf of the unit.

29 30 31 1 2 3 4

Save Signature |

5 6 7 8 9 10 11

Click HeretoPril| 1> | 43 | 14 | 15 | 16 | 17 | 18

19 20 21 22 23 24 25

The Indiana Gateway for Gov, its to submit forms Email POWERED BY

o the Indiana Department of Ll 5. It is maintained by e Technical Problems 1ry‘ormanon-ﬁ~-

he Indiana Business Researc Today: June 20, 2011 (ibretech@iupui.edu) I N DlANA
e DLGF

(nateway@dlgrin.gov)
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Once you have added all the necessary information into the signature, you may save the signature
information by clicking the “Save Signature” button at the bottom of the page.

NAME: [Jahn Smith

TITLE: {Auditor

SIGNATUREPIN:  [4321

DATE: 5/7/2011
| hereby ack ledge that the ission of this d through the Gateway password and PIN system i an "el ic Si " as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and

hes the same purp as would my handwri i in the same ci . | further ack ledge that this el ic sigl has the same force and effect as my handwritten signature and

can and will be used for all lawful purposes. | affirm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

‘ Save Signature

The form is now ready to be submitted. For information on submitting the form, see Chapter 12:
Submitting Electronic Forms.

Completing Form 1 in Stages

Since units propose budget figures at the beginning of budget season and adopt them months later, you
may complete the published values first and then return later to complete the adopted values. To save time
and data entry during the second stage, Gateway offers an option to “Copy Published to Adopted.”
Clicking this will fill over the entire published column to the adopted column.

Selected Year: 2012 Copy Published to Adopted
Selected County: Fulton County

Selected Unit: 0000 Fulton County
Selected Fund: 0101 General
Selected Dept: 0003 County Treasurer

1. Personal Services

Salaries and Wages

Edit Delete Line Item Code Description Published Amount Adopted Amount
X 100 Demo $100 £100
X 200 Demo £200 $
X 350 Demo $£100 ¢
Total: § 400 Total: $ 100

You may still edit the values after the fill over. This option will be particularly helpful for those units that
have not made many changes from the published amounts.

Uploading Data to the Form 1

Users may populate Form 1 with data through a direct flat file upload in lieu of entering the information
line by line in Gateway. For more information, please see Chapter 16: Using the Flat File Upload.
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Viewing and Printing the Form

At any point, Form 1s can be printed directly from Gateway. Click the link at the top-left corner of the
form. You can print the forms on paper, or you can print them to a PDF or picture file and save them

electronically.

for government units

ﬁ Home (j, About ﬁ Account Settings (2, Help @ Logout

An Information for Indiana Data Site

Department of

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

2012 Fulton County - 0000 Fulton County 0101 General

- Click Here to Print This Form

Prescribed by Department of Local Government Finance
Approved by State Board of Accounts

BUDGET ESTIMATE FOR

Local Goverment Finance

0002 County Auditor

Budget Form No. 1 (Rev. 2002)

To print this report, go to your browser’s “File” menu and select “Print.” From there you will specify the
printer (or print to a file, such as a PDF) and click “OK.” This may look slightly different according to

the browser used.

For information on printing the form, see Chapter 15: Printing Guide.
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(Gateway I

for government units An Information for Indiana Data Site

Visit the Gateway at https://qateway.ifionline.org/login.aspx

Chapter 6:
Budget Form 2
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Uploading Data to the FOIM 2. | et eeeeeeesesese e seeeese e se e seees 59

Viewing and Printing the FOrM e 59
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Getting Ready

Form 2 collects your estimated revenue from sources other than property tax. The form divides revenue
into the amount expected to be collected between July 1 and December 31 of the year prior to the budget
year and the amount expected to be collected between January 1 and December 31 of the budget year.

Accessing the Form 2

First, navigate to the Accordion by selecting your unit and then clicking to “View Forms, Enter and Edit

Department of Local Government Finance Tasks

Budgets.”

B Customize Funds and Departments
LA R J

view and edit lists of funds and departments

-J View Forms, Enter and Edit Budgets

YWiew funds list, create or edit a fund. Link to Forms.
7\9 Submit Proof of Publication and Signed Ordinance
“iew, upload and submit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

From the Accordion, click on the link on the left side of the Form 2 box that says “Click to edit form.”

- ./ Click to edit form A, Not ‘Ready to Submit'.

Form 1: Budget Estimate

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

Form 144: Salary Ordinance
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You will need to select the fund from the list you customized previously (see Chapter 4: Customizing
Your Unit). On the right side of the list, you will see completion statistics that will indicate whether a
particular fund has been completed. This will be indicated by a “Y”” if complete and an “N” if not. Click
on the name of the fund to proceed. This will load the form.

Form 2 - Fund List for 0000 Fulton County

Click on a column header to sort column.

Fund Code Fund Name Link Ready To Submit
0005 Casino/Riverboat N
m‘M i
0123 2006 Reassessment N
0702 Highway N
0706 Local Road & Street N
0780 Cumulative Bridge N
0801 Health N
0856 County Hosp Care Indigent N
0858 County YWelfare Maw N
0859 County Welfare Cshecn N
0880 Hospital Lease Rental N
23 Cumulative Capital Development N

Ensuring Proper Number of Forms is Available

The availability of Form 2s is based upon the unit customization of the fund list. To ensure that the proper
number and type of forms are available, please be sure that you have completed the first step in the
“Customize Unit” area.

Funds List - 0000 Fulton County
Click on a col header to sort
Fund Code Fund Name Link Remove Fund
0101 General A
0123 2006 Reassessment A
0581 Court House Bond X
0702 Highway A
0706 Local Road & Street oS
0780 Cumulative Bridge A
0801 Health X
03880 Hospital Lease Rental A
23 Cumulative Capital Development A
Add a Fund |
Add a New Home Ruled Fund
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Entering Data on the Form 2

For each line item, Form 2 collects four pieces of information: (1) Revenue Code (2) Description (3) July
1 - December 31 Amount, and (4) January 1 - December 31 Amount.

OTHER TAXES
Other Taxes
= e July 1 to Dec 31, Jan 1 to Dec 31,
| Edit Delete Revenue Code Description e g
v Financial Institutions
A 0201 Tax $ $
Vehicle License
0202 :
Excise Tax $ $
CAGIT Certified
0203
2 Shares § §

- CAGIT Property Tax
4 0204 :

! Replacement Credit $ $
P 0206 Surtax $ $
P 0207 wheel Tax $ $

v County Option
= geLe Income Tax (COIT) § §

CVET Commercial
Lt Wehicle Excise Tax $ $
Total: $ 0 Total: 30
Save || “ || I
Other Taxes Totals Jult to Dec31 Totals: § 0 Jan1 to Dec31 Totals: $ 0

The Revenue Code field collects the code for each revenue source based on the DLGF-prescribed code
list. This list can be found at http://www.in.gov/dlgf/files/Budget Code_Lists_(4_29_ 11).xls, and is also
linked directly from the top of the Form 2.

ﬁ Home /j, About a Account Settings 7, Help 6\, Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu » Budget Form Menu » Select Fund = Form 2

2012 Fulton County - 0000 Fulton County 0101 General

Click Here to Print This Form

‘Revenue Code List

If you have a revenue type that is not part of the DLGF-prescribed list, you may assign a revenue code
between 9700 and 9799 to that revenue. These codes have been set aside for “home-ruled revenues.”

The Description field should be filled out. This field is mandatory. For any revenue that is part of the
DLGF-prescribed code list, please use the description on the list. For home-ruled revenues, please enter
your own description.
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For each line item, Form 2 collects two values: the July 1 - December 31 Amount and the January 1 -
December 31 Amount. The July 1 - December 31 Amount is the amount that is estimated to be raised or
distributed during the six months that precede the budget year. The January 1 - December 31 Amount is
the amount that is estimated to be raised or distributed during the budget year.

Editing Standard Revenue Types

The Form 2 contains some pre-existing, standard revenue types. These revenue types correspond with the
prescribed forms, which are available at http://www.in.gov/dIgf/8945.htm. To edit a standard revenue
type, click the icon of the yellow pencil at the far left of the line.

OTHER TAXES
Other Taxes

July 1 to Dec 31, Jan 1 to Dec 31,

Edit Delete Revenue Code Description
2011 2012

, Financial Institutions

Vehicle License

0202 :
Excise Tax $ $
CAGIT Certified
0203
Shares § ¥

CAGIT Property Tax
D0 Replacement Credit 5 $

0206 Surtax 3 k3
0207 Wheel Tax k3 $
0212 County Option § %

Income Tax (COIT)

CVET Commercial
Dadd Wehicle Excise Tax $ 5

Total § 0 Total: 3 0

| I I |

Other Taxes Totals Jult to Dec31 Totals: § 0 Jan1 to Dec31 Totals: $ 0

This will bring up two boxes to enter numbers. You may add the revenue amounts to the record. Click
“Update” to save the data. You may not add a Revenue Code or change the Description on the standard
line items.

OTHER TAXES
Other Taxes
& Revenue e July 1 to Dec 31,
Edit Delete - Description il Jan 1 to Dec 31, 2012
Update ) ) o &
0201 Financial Institutions I
Cancel I
0202 Vehicle License Excise Tax $ $
0203 CAGIT Certified Shares $ kS
Ay CAGIT Property Tax Replacement & =
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Standard revenue types may not be deleted since they are part of the prescribed form. However, standard
revenue codes are not mandatory fields. For any standard revenue type that does not apply to your unit,
you may leave those fields blank. Alternatively, you could edit the line-item and place a value of zero in
the two revenue amount fields. If you have accidentally entered values into a line item that should not
have them, you may remove those values by clicking the “Edit” icon and deleting the values in the fields.

Adding Custom Revenue Types

Some units have revenue types in addition to the standard line items on the form. To add these values to
the form, go to the bottom of each grid and locate the empty fields with the “Save” button on the left.

OTHER TAXES

Other Taxes

Edit

Other Taxes Totals

July 1 to Dec 31,

Jan 1 to Dec 31,

Delete Revenue Code Description i i

Financial Institutions

0201
Tax § ¥
Vehicle License

S Excise Tax $ 5
CAGIT Certified

0203
Shares ¥ ¥
CAGIT Property Tax

204 :

ey Replacement Credit § §

0206 Surtax £ £

0207 Wheel Tax & $
County Option

0212
Income Tax (COIT) § §
CVET Commercial

ftd Wehicle Excise Tax $ 5

Total: 3 0 Total: $ 0
- I I I |
Jul1 to Dec31 Totals: $ 0 Jan1 to Dec31 Totals: $ 0

Fill in the Revenue Code (referencing the DLGF-prescribed revenue code list), the Description, and the
two revenue fields. Then click “Save.”

U1

0217

Income Tax (COIT)

CVET Commercial
Wehicle Excise Tax

3

$

Total: 3 0

k3

$

Total: 3 0

HDemo Revenue ||1Dl]

|[100
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Income Tax (COIT) N
CVET Commercial

-

DaL2 Wehicle Excise Tax § $

X 9999 Demo Revenue $100 $100
Total:$ 100 Total: $ 100
save | | | |

Continue entering line items until your Form 2 is complete.

Marking the Form “Ready to Submit”

Once the form is complete, you should click the button at the bottom of the page that says “Ready to
Submit.” This can be done by someone with submission rights or edit rights. This will send a signal to the
Gateway that the form is in its final form. You will see this status change reflected on the completion
statistics on the Accordion and in the fund and department selection lists.

Ready to Submit I

This Form will still be editable. The 'Ready to Submit' option allows a form to be setvisibly complete throughout the application. Only Submitting the form to DLGF
will turn off the editing function of the form.

You will also see that clicking this form has opened the door for the form to be submitted through the

Accordion.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

BB

A Click to edit form E’.} Click to submit completed form to DLGF

1 of 12 ready to submit.

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

B BB

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance A

The form is still able to be edited after the “Ready to Submit” button is clicked. The form will only be
locked for editing after it has been submitted.
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Signing the Form Electronically

At the bottom of the Form 2, 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.

NAME: |
TITLE: |
SIGNATUREIPIN: l
DATE: |
| hereby ack ledge that the ission of this de through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC 5-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
accomplishes the same purposes as would my handwritten signature in the same ci . | further ack ledge that this el ic signature has the same force and effect as my handwritten signature and
can and will be used for all lawful purposes. | affimm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

Save Signature

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 code. This PIN code has been sent to the person with submission rights via email. You
may contact the DLGF in the event that you have lost or not received a PIN code. The final step for
completing the electronic signature is to indicate the date the form is being signed. You may enter the
date directly into the field using the MM/DD/YYYY format. Alternatively, you may click on the date
field and select from the calendar that pops up.

NAME: [John Smith

TITLE: [Auditor

SIGNATURE/PIN: |4321

DATE: |
4 »
June, 2011 < » s .
| hereby acknowledge that the IN system an "el ic si " as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authe 2 Indiana Code. | unds d that this el ic si takes the place of my handwritten signature and
accomplishes the same purpo Su Mo Tu We Th Fr Sa further ack ledge that this el ic si has the same force and effect as my handwritten signature and
can and will be used for all law electronically sign and submit this document on behalf of the unit.

29 30 31 1 2 3 4

Save Signature I

Click HeretoPri| | 1> | 43 | 44 | 15 | 16 | 17 | 18

19 20 21 22 23 24 25

The Indiana Gatewvay for Gov its to submit forms Email POWERED BY

o the Indiana Department of L 5. It is maintained by e Technical Problems xry‘ormanon-ﬁr—

he Indiana Business Researc Today: June 20, 2011 (ibretech@iupui.edu) I N DlANA
e DLGF

(gateway@dlgf.in.gov)
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Once you have added all the necessary information into the signature, you may save the signature
information by clicking the “Save Signature” button at the bottom of the page.

NAME: {John Smith

TITLE: {Auditor

SIGNATURE/PIN: I4321

DATE: {B/7/2011
| hereby ack ledge that the ission of this d through the Gateway password and PIN system i an "el ic Si " as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | unds d that this el ic Si takes the place of my handwritten signature and

hes the same purp as would my handwrit i in the same cil . | further ack ledge that this el ic sig has the same force and effect as my handwritten signature and

can and will be used for all lawful purposes. | affirm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

- Save Signature |

The form is now ready to be submitted. For information on submitting the form, see Chapter 12:
Submitting Electronic Forms.

Uploading Data to the Form 2

Users may populate Form 1 with data through a direct flat file upload in lieu of entering the information
line by line in Gateway. For more information, please see Chapter 16: Using the Flat File Upload.

Viewing and Printing the Form

At any point, Form 2s can be printed directly from Gateway. Click the link at the top-left corner of the
form. You can print the forms on paper, or you can print them to a PDF or picture file and save them
electronically.

ﬁ Home (], About ﬁ Account Settings 2, Help 6\, Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu = Budget Form Menu = Select Fund = Form 2

2012 Fulton County - 0000 Fulton County 0101 General

- Click Here to Print This Form

Revenue Code List

To print this report, go to your browser’s “File” menu and select “Print.” From there you will specify the
printer (or print to a file, such as a PDF) and click “OK.” This may look slightly different according to
the browser used.

For information on printing the form, see Chapter 15: Printing Guide.
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Getting Ready

Form 4a presents the unit’s budget subtotaled by fund, department, and major classification (personal
services, supplies, other services and charges, and capital outlay).

Accessing the Form 4a

First, navigate to the Accordion by selecting your unit and then clicking “View Forms, Enter and Edit

Budgets.”

ﬂ ) View Forms, Enter and Edit Budgets

Department of Local Government Finance Tasks

B Customize Funds and Departments

View and edit lists of funds and departments.

Yiew funds list, create or edit a fund. Link to Forms.
’\0 Submit Proof of Publication and Signed Ordinance
Yiew, upload and submit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

From the Accordion, click on the link on the left side of the Form 4a box that says “Click to edit form.”
This will load the form.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 4: Ordinance for Appropriations and Tax Rates

A
iy
Form 3: Notice to Taxpayers A
iy
A

Form 4A: Budget Report

| A Click to edit form /I Not ‘Ready to Submit'

E 0 of 1 ready to submit.

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance A
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Ensuring Proper Options are Available on the Form

Form 4a is divided using drop-down menus. The first drop-down menu allows you to select a fund. Once
a fund is selected, Gateway will populate a second drop-down menu for you to select the department.

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Unit Main Menu » Budget Form Menu = Form 4A

2012 Fulton County - 0000 Fulton County

Print or View the Full Form in PDF Format

Select Fund:

[0101 - GENERAL =l
‘Select Department:

[EIDIJ1 CLERK OF CIRCUIT COURT (COUNTY CLERK) l]

DEPARTMENT: 0001 CLERK OF CIRCUIT COURT (COUNTY CLERK)

To ensure that the proper options are available in these drop-downs, please be sure that you have
completed all three steps in the “Customize Unit” area.

IMPORTANT. DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu = Customize Unit

2012 j Fulton County- 0000 Fulton County

Customize Funds/Departments Lists - Fulton County

Select from the options below to customize your unit's funds, departments, andior index list of departments by fund.

Customize Funds and Department Lists

B8 Customize Funds List

B Customize Departments List

B Customize Departments by Fund List

View and cross-index departments by selected fund.

If Form 4a looks like the picture below for a particular fund, that means that the fund-department link has
not been specified in the “Customize Unit” area.

Print or View the Full Form in PDF Format

Select Fund:
[1111-FIRE =l

Select Department:
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Entering Data on the Form 4a

For each subcategory, Form 4a collects two pieces of information: the published amount and the adopted
amount.

0000 PERSONAL SERVICES
SUPPLIES s |
OTHER SERVICES AND m
| CHARGES sl sl
| CAPITAL OUTLAY 5| dl

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.

Completing Form 4a through Direct Data Entry

The Form 4a may be completed by simply entering values into the form.

00| PERSONAL SERV|

~ 20000/ SUPPLIES
| OTHER SERVICES AND | m |
CHARGES $ $

| CAPITAL OUTLAY 5]
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After entering data into the form, please click the “Save” button before selecting a new fund or
department from the drop-down menus.

DATE: |

| hereby ack dge that the ission of this

through the Gateway password and PIN system constitutes an "electronic signature” as defined in IC 5-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and

accomplishes the same purposes as would my handwritten signature in the same cil
can and will be used for all lawful purposes. | affirm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

ic signature has the same force and effect as my handwritten signature and

Completing Form 4a by Inserting Form 1 Values

Provided all Form 1 amounts have been entered into Gateway, the first column of Form 4a may be

completed automatically by clicking the button that says “Click here to Insert Form 1 published

amounts.”

PERSONAL SERVICES

8|

SUPPLIES |
OTHER SERVICES AND |
CHARGES $

8|

CAPITAL OUTLAY

The second column can be completed in the same way by clicking the button that says “Click here to

Insert Form 1 adopted amounts.”

00| PERSONAL SERVICES

SUPPLIES |

OTHER SERVICES AND |

CHARGES $
00 CAPITAL OUTLAY |
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As with the direct data entry option, be sure to click the “Save” button before proceeding to another fund
or department.

DATE:

| hereby ack ledge that the ission of this d through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC 5-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
accomplishes the same purposes as would my handwritten signature in the same cil . | further ack ledge that this el ic signature has the same force and effect as my handwritten signature and
can and will be used for all lawful purposes. | affirm that | hawve the real and apparent authority to electronically sign and submit this document on behalf of the unit.

Marking the Form “Ready to Submit”

Once the form is complete with both the published and adopted amounts entered, you should click the
button at the bottom of the page that says “Ready to Submit.” This can be done by someone with
submission rights or edit rights. This will send a signal to the Gateway that the form is ready to submit.
You will see this status change reflected on the completion statistics on the Accordion and in the fund and
department selection lists.

Formvalues saved at 09:56 AM and 11 seconds, _Save

Ready to Submit

This Form will still be editable. The 'Ready to Submit' option allovws a form to be setvisibly complete throughout the application. Only Submitting the form to DLGF
will turn off the editing function of the form.

You will also see that clicking this form has opened the door for the form to be submitted through the
Accordion.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

BB BB

Form 4A: Budget Report

M Click to edit form EC> Click to submit completed form to DLGF

E 1 of 1 ready to submit.

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance A

The form is still able to be edited after the “Ready to Submit” button is clicked. The form will only be
locked for editing after it has been submitted.
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Signing the Form Electronically

At the bottom of the Form 4a, 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.

NAME: |

TITLE: |

SIGNATUREIPIN: |

DATE: |

| hereby ack ledge that the

ion of this ds

through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC 5-24-2-2. This submission is intended to, and

hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and

accomplishes the same purposes as would my handwritten signature in the same cil . | further ack

can and will be used for all lawful purposes. | affimm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

dge that this els ic signature has the same force and effect as my handwritten signature and

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 code. This PIN code has been sent to the person with submission rights via email. You
may contact the DLGF in the event that you have lost or not received a PIN code. The final step for
completing the electronic signature is to indicate the date the form is being signed. You may enter the
date directly into the field using the MM/DD/YYYY format. Alternatively, you may click on the date
field and select from the calendar that pops up.

NAME:

TITLE:

SIGNATURE/PIN:

DATE:

|.John Smith
IAuditor
|4321

[

| hereby acknowledge that the
hereby does, constitute authel
accomplishes the same purpo;
can and will be used for all la

This Form will still be e
will turn off the editing H

4

June, 2011
Su Mo Tu | We Th Fr Sa
29 30 | 31 1 2 3 4
LS 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 | 21 22 23 24 25

Today: June 30, 2011

IN system constitutes an “electronic signature” as defined in IC 5-24-2-2. This submission is intended to, and

£ Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
further acknowledge that this electronic signature has the same force and effect as my handwritten signature and
electronically sign and submit this document on behalf of the unit.

Save
ady to Submit I

he setvisibly complete throughout the application. Only Submitting the form to DLGF
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Once you have added all the necessary information into the signature, you may save the signature
information by clicking the “Save” button at the bottom of the page.

NAME: [John Smith
TITLE: [awdior
SIGNATUREPIN: izt
DATE: preov]

| hereby acknowledge that the submission of this document through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
accomplishes the same purposes as would my handuritten signature in the same circumstance. | further acknowledge that this electronic signature has the same force and effect as my handwritten signature and
can and will be used for all lawful purposes. | affimm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

The form is now ready to be submitted. For information on submitting the form, see Chapter 12:
Submitting Electronic Forms.

Completing the Form 4a in Stages

Since units propose budget figures at the beginning of budget season and adopt them months later, you
may complete the published values first and then return later to complete the adopted values. To save time
and data entry during the second stage, Gateway offers a “Copy” button. Clicking this will fill over the
published column to the adopted column.

DEPARTMENT: 0001 CLERK OF CIRCUIT COURT (COUNTY CLERK)

Click Here to Insert Click Here ta Insert
Form 1 Farm 1
published amounts adopted amounts

A4 A4

Published Amount Adopted Amount
10000/ PERSONAL SERVICES ¢[100,000 E10]
20000/ SUPPLIES §[25.000 i $[0
o OTER SRV 40 ‘M P
40000, CAPITAL OUTLAY 5 [45,000] ‘ ' Ex0]
9999 TOTAL $ 0 5 0o

You may still edit the values after they fill over. This option will be particularly helpful for those units
that have not made many changes from the published amounts.

Please keep in mind that you will need to click the “Copy” button separately for each fund-department
combination and that clicking it will overwrite any data already entered in the adopted column.
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Viewing and Printing the Form

At any point, the entire Form 4a for all funds and departments may be viewed and/or printed. Click the

link at the top-left corner of the form.

Print or View the Full Form in PDF Format

Select Fund:
|1111 - FIRE =l

Select Department:

I H

This will open a separate window with a pre-formatted, PDF version of the form. This will display all
funds and departments within the unit. Only data that has already been entered and saved will be

contained in the full report.

File Edit GoTo Favorites Help

@Back v \{) v @ @ /'h ’ /ﬁ Search wi\\?Favorites {f}l L:' »1,— E _‘J ﬁ 3

Address I@ http://gatewaytest.ifionline.org/PrintForm.aspx?report_id=4 LI Go

Links | @ ~

BRSNS e B € 0o L H D

I Find -

f‘ l'. Budget Form £-A
Unit Name: FULTON COUNTY
Yoar: 2012
O Fund Depanment: Publishod Amount | Approved Amount

2008 REASSESSMENT

2005 REASSESSMENT Iaouu NO DEPARTMENT $300,000 $0
10000 Porsanal Services $0 $0
20000 Supples $300,000 $0
30000 Other Services and Charges. $0 $0
40000 Caphal Outiay $0 $0

12006 REASSESSMENT 2700 Coovention and Vistors $161,500 $0

Burcas

10000 Porsanal Services $35 000 $0
20000 Supples $20 000 0
30000 Other Servicos and Charges. $6,500 $0
40000 Captial Outiay $100,000 $0

CUMULATIVE BRIDGE

|CUMULAIIVL BRIDGE lcmm NO DEPARTMENT $300,000 $0
10000 Porsanal Services $0 $0
20000 Supplea $200.000 $0
30000 Othor Services and Charges. $0 $0
40000 | Capiial Outiay $0 $0

|cuuuunu BRIDGE Izwu Coanvention and Vistors $161,500 $0

Burcas

10000 Porsonal Services $35 000 $0
20000 Supples $20 000 $0
30000 Other Services and Charges $86,500 $0
40000 | Capital Outiny $100,000 $0

Z

[»]

€ore Ul |kownzone 4
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To print this report, go to your browser’s “File” menu and select “Print.” From there you will specify the

printer (or print to a file, such as a PDF) and click “OK.” This may look slightly different according to
the browser used.

For information on printing the form, see Chapter 15: Printing Guide.
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Getting Ready

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 Accordion by selecting your unit and then clicking “View Forms, Enter and Edit

Budgets.”

Department of Local Government Finance Tasks

8 Customize Funds and Departments
LA R J

View and edit lists of funds and departments

‘ View Forms, Enter and Edit Budgets
" 4

view funds list, create or edit a fund. Link to Forms.
‘;@ Submit Proof of Publication and Signed Ordinance
View, upload and subrmit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Departrment List, Fund-Dept Relationship, Form 1, Form 2

From the Accordion, click on the link on the left side of the Form 4b box that says “Click to edit form.”

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Certificate of Appropriations

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

| Click to edit form A Not Ready to Submit'.

1 D of 3 ready to submit.

BB BB | BB

{ Form 144: Salary Ordinance
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You will need to select the fund from the list you customized previously (see Chapter 4: Customizing
Your Unit). On the right side of the list, you will see completion statistics that will tell you how many of
each fund’s Form 4bs have been completed. This will be indicated by a “Y” if complete and an “N” if not.
Click on the name of the fund to proceed. This will load the form.

Form 4B - Fund List for 0002 Henry Township, Fulton Co.

Click on a column header to sort column.

Fund Code Fund Name Link Ready To Submit
0101 General N
0840 Township Assistance N
1111 Eire N

Ensuring Proper Options are Available on the Form

The availability of Form 4bs is based upon the unit customization of fund list. To ensure that the proper
number and type of forms are available, please be sure that your have completed the first step in the
“Customize Unit” area.

Customize Funds and Department Lists

B Customize Funds List

B Customize Departments List

B Customize Departments by Fund List

Yiew and cross-index depantments hy selected fund.
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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.

PRESCRIBED BY THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE
APPROVED BY STATE BOARD OF ACCOUNTS

Budget Form 4-B

BUDGET ESTIMATE - FINANCIAL STATEMENT - PROPOSED TAX RATE

Net Assessed Value $ IU

Click Here to Insert
Form 2 & Form 4a
published amounts

+

Click Here to Insert
Form 2 & Form 4a
adopted amounts

+

Funds Required For Expenses To December 31st Of Incoming Year

Published Amount

Adopted Amount

1. Total hudget estimate for incoming year

sb

2. Necessary expenditures, July 1 to December 31 of present year, to he made from
appropriation unexpended

s

3. Additional appropriation necessary to he made July 1 to December 31 of present year

s

4. Qutstanding temporary loans:

Tobomaid eodineludod inlinae 2 o D

N —

iy

sh

s

s

N —

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. These are Line 5, Line 9, and Line 10. These lines will not have a data entry option.

Funds On Hand To Be Received From Sources Other Than Proposed Tax Levy

Published Amount

Adopted Amount

B. Actual cash balance, June 30 of present year (including cash investments)

7. Taxes to be collected, presentyear (December settlement)

8. Miscellaneous revenue to be received July 1 of present year to December 31 of
incoming year(Schedule on File):

a). Total Column A Budget Form 2

¢ [50,000

h). Total Column B Budget Form 2

5 [400

9. TOTAL FUNDS (Add lines 6, 7, 8a and 8h)

$ 130,800

10. Net amount to be raised for expenses to December 31 of incoming year (d
from 5)

550,000

$[B0,000

§ IADD

5400

§ 130,800

§ 31,200

@ | want to make my own calculations for this Form 4B

(o Enter Operating Bal.

O Enter Operating Bal.

(Fill line 11) (Fill line 11)
" | want to use the Gateway Calculator O ertertevy € Erter Levy
{Eill line 18] {Eill line 16)
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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.

| = | N [ 1

Save |

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 F

orm 4b.”

e e —r—

from 5)

$ 5,026,100 I

I § 4,902,100 ’

‘ @ | want to make my own calculations for this Form 4B

" 1 want to use the Gateway Calculator

Fill in each of the values (excluding Line 5, Line 9, and Line 10). Click “Save” at the bottom of the form

to save the values you have entered.

T

w

10. Net amount to be raised for expenses to December 31 of incoming year (deduct line 9
from 5)

§ 31,200

w

§ 31,200

&' | want to make my own calculations for this Form 4B

" | want to use the Gateway Calculator

r‘ | acknowledge that | am responsible for verfying the accuracy of the information submitted to the
Department through the Gateway website. | ack dge that neither the D of Local
Finance nor the Indiana Business Research Center is liable for the calculations performed by the Gateway
calculator.

(Fill line 11)

(@ Enter Lewvy
(Fill line 18)

" Erter Rate
(Fill line 17)

(@] Enter Operating Bal.

Proposed Tax Rate and Levy

Published Amount

@] Enter Operating Bal.
(Fill line 11)

(@] Enter Lewvy
(Fill line 18]

 Erter Rate
{Fill line 17)

Adopted Amount

11. Operating balance { notin excess of expense January 1 to June 30, less
miscellaneous revenue for same period)

NOTE: Enter Lines 13a, 13b and 16 then press 'Save’ button to calculate this value.

s[5.000

12. Amountto be raised by tax levy (add lines 10 and 11)

5 [36.200

s[5.000

13a. Property Tax Replacement Credit from Local Option Tax

sh——

5 [36.200

13h. Operating LOIT

s

s

14. NET AMOUNT TO BE RAISED BY TAX LEVY (deduct line 13a and 13b from line 12)

5 [36,200

N

15. Levy Excess Fund applied to current budget

s

5 [36.200

16. Net amountto be raised

5 [36.200

sh—————

17. Net Tax Rate on each one hundred dollars of taxable property

7.2400

336,200

7.2400

Save |
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Using the Auto-Fill Option

Provided that Form 2 and 4a amounts have been entered into Gateway, some lines of Form 4b may be
populated from the other forms. Specifically, 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
column that says “Click Here to Insert Form 2 and Form 4a published amounts.” This will fill in Line 1,

Line 8a, and Line 8b of the published column on Form 4b.

WNCTU A <

TO vdnae

E 0

Click Here to Insert
Form 2 & Form 4a

‘ published amounts

Click Here to Insert
Form 2 & Form 4a
adopted amounts

+

Funds Required For Expenses To December 31st Of Incoming Year

Published Amount

Adopted Amount

1. Total hudget estimate for incoming year $ lﬂi
2. Necessary expenditures, July 1 to December 31 of present year, to be made from Ii
appropriation unexpended 3)0
3. Additional appropriation necessary to be made July 1 to December 31 of presentyear $ Iﬂi
4. Outstanding temporary loans:

s

=)

s

s

s
s

The second column can be completed in the same way by clicking the button that says “Click Here to

Insert Form 2 and Form 4a adopted amounts.”

NWCTU A <

TO vanae

t 0 i

Click Here to Insert
Form 2 & Form 4a
puhlished amounts

+

Click Here to Insert
Form 2 &Form 4a
adopted amounts

+

Funds Required For Expenses To December 31st Of Incoming Year

Published Amount

Adopted Amount

1. Total hudget estimate for incoming year

]

2. Necessary expenditures, July 1 to December 31 of present year, to be made from
appropriation unexpended

sh——

3. Additional appropriation necessary to be made July 1 to December 31 of presentyear

s

4. Outstanding temporary loans:

Tak e B TP R R AT 2

s

=p

O
s
s
s

The 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.

Save |
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@ | want to make my own calculations for this Form 4B
- " | want to use the Gateway Calculator

Using the Gateway Calculator

The 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.

i o $ 5,026,100 l $ 4,802,100

from 5)

Amount Used To

Proposed Tax Rate and Levy Compute Published Appropriating Body

This tool will help you complete Line 11, Line 12, Line 13, Line 14, Line 15, Line 16, and Linel7 based
on the policy decision you indicate. Your policy decision may be (1) to specify the amount of increase or
decrease you have chosen for your operating balance, (2) to specify the property tax levy you want to
impose, or (3) to specify the property tax rate you want to impose.

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

¢ First, change the selection from “I want to make my own calculations for this Form 4b” to “I
want to use the Gateway Calculator.”

fram 5) | l I l

" 1 want to make my own calculations for this Form 4B
@ | want to use the Gateway Calculator

O | acknowledge that | am responsible for verifying the accuracy of the information submitted to the
Department through the Gateway website. | acknowledge that neither the Department of Local Govemment
Finance northe Indiana Business Research Center is liable for the calculations performed by the Gateway
calculator.

Amount Used To

e Second, 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.

" 1 want to make my own calculations for this Form 4B 2 Emer qperatmg Bz @ Eme_r D_peramng B4
{Fill line 11) (Fill line 11)
Q
@ | want to use the Gateway Calculator O s tavy O Erkar Lavy
(Fill line 18) (Fill line 18)
7 | acknouledge that | am responsible for verifying the accuracy of the information submitted to the
Department through the Gateway website. | acknowledge that neither the Depatment of Local Govemment " Entter Rate € Erter Rate
Finance nor the Indiana Business Research Center is liable for the calculations performed by the Gateway (Fill line 17) (Fill line 17)
caleulator.

Pronnced Tay Bate and | oy

Publiched Smount

Sdonted Smonnt
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e Third, check to verify that you have entered a Net Assessed Value amount at the top of the form.

APPROVED BY STATE BOARD OF ACCOUNTS

PRESCRIBED BY THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE

BUDGET ESTIMATE - FINANCIAL STATEMENT - PROPOSED TAX RATE

-let Assessed Value & lSDU.UUU.DUU

Click Here to Insert

Form 2 & Form 4a

published amounts

Budget Form 4-B

Click Here to Insert
Form 2 & Form 4a
adopted amounts

¢ Finally, click the type of policy decision you wish to indicate. Choose from entering an operating

balance (on Line 11), entering a levy (on Line 16), or a tax rate (on Line 17).

T e
€ 1 want to make my own calculations for this Form 4B T i b Dparating &3
(Fill line 11) (Fill line 11)
O
& | want to use the Gateway Calculator O i taiy Oeiaisg
(Fill line 16) (Fill line 16)
[ acknouledge that | am responsible for verifying the accuracy of the information subya
Department through the Gateway website. | acknowledge that neither the Depantment € Erter Rate € Entter Rate
Finance nor the Indiana Business Research Center is liable for the calculations performed by the Gateway (Fill line 17) (Fill line 17)
calculator.

Dronoced Tav Pate and | oyy Dubliched Amount Adonted Amonnt

The 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). Once 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 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 want to make
my own calculations for this Form 4b.” This will retain the values that have been calculated already. Any
edits you make after disabling the calculator will be saved exactly as you entered them.

Marking the Form “Ready to Submit”

Once the form is complete with both the published and adopted amounts entered, you should click the
button at the bottom of the page that says “Ready to Submit.” This can be done by someone with
submission rights or edit rights. This will send a signal to the Gateway that the form is ready to submit.
You will see this status change reflected on the completion statistics on the Accordion and in the fund and
department selection lists.

Ready to Submit |

This Form will still be editable. The 'Ready to Submit' option allows a form to be setvisibly complete throughout the application. Only Submitting the form to DLGF
will turn off the editing function of the form.
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You will also see that clicking this form has opened the door for the form to be submitted through the
Accordion.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

g g

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

) ';' Click to edit form @ Click to submit completed form to DLGF

1 1 of 8 ready to submit.

Form 144: Salary Ordinance A ‘

The form is still able to be edited after the “Ready to Submit” button is clicked. The form will only be
locked for editing after it has been submitted.

Signing the Form Electronically

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.

NAME: |
TITLE: |
SIGNATUREIPIN: |
DATE: |
| hereby ack ledge that the ission of this di through the Gateway password and PIN system i an “els ic Si " as defined in IC 5-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | und d that this el ic si takes the place of my handwritten signature and
lishes the same purp as would my handuwri ig in the same ci . | further ack ledge that this el ic si has the same force and effect as my handwritten signature and
can and will be used for all lawful purposes. | affirm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

The signature box will be invisible to users with edit or read-only rights.
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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 code. This PIN code will be sent to the person with submission rights via email. You may
contact the DLGF in the event that you have lost or not received a PIN code. The final step for
completing the electronic signature is to indicate the date the form is being signed. You may enter the
date directly into the field using the MM/DD/YYYY format. Alternatively, you may click on the date
field and select from the calendar that pops up.

1 | 1 ]

Save I

NAME: [John Smith

TITLE: [Auditor

SIGNATUREIPIN: |4321

DATE: |
4 »
June, 2011 2 vt i < S
| hereby acknowledge that the IN system an el " as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authe 2 Indiana Code. | unds d that this el ic: Si takes the place of my handwritten signature and
accomplishes the same purpo: Su Mo Tu We Th Fr Sa further ack ledge that this el ic Si has the same force and effect as my handwritten signature and
can and will be used for all la electronically sign and submit this document on behalf of the unit.

29 30 31 1 2 3 4

Click Here to Pri

12 13 14 15 16 17 18

The Indiana Gateway for Gov its to submit forms Email POWERED BY
to the Indiana Department of L 5. It is maintained by e DLGF mfom;atwn-ﬁv-
the Indiana Business Researc | 19 | 20 | 21 | 22 | 23 | 24 | 25 (nateway@dlgf.in.gov) I N DI AN A

Today: June 27, 2011

Once you have added all the necessary information into the signature, you may save the signature
information by clicking the “Save” button at the bottom of the second column.

NAME: [John Smith
TITLE: JAuditor
SIGNATUREPIN: j4321
DATE: |8r152011|
| hereby ack ledge that the ission of this d through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | und: d that this el ic Si takes the place of my handwritten signature and
lishes the same purp as would my handwrit i inthe same cif . | further ack ledge that this el ic Si has the same force and effect as my handwritten signature and
can and will be used for all lawful purposes. | affimm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

The form is now ready to be submitted. For information on submitting the form, see Chapter 12:
Submitting Electronic Forms.
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Completing Form 4b in Stages

Since units propose budget figures at the beginning of budget season and adopt them months later, you
may complete the published values first and then return later to complete the adopted values. To save time
and data entry during the second stage, Gateway offers a “Copy” button. Clicking this will fill over the
published column to the adopted column.

Net Assessed Value ¢ ISDU.DDU

Click Here to Insert Click Here to Insert
Form 2 & Form 4a Form 2 & Form 4a
published amounts adopted amounts
Funds Required For Expenses To December 31st Of Incoming Year Published &mount Adopted Amount
1. Total budget estimate for incoming year $ IBD,UDD 3 ID
2 Necegsgw expenditures, July 1 to December 31 of present year, to be made from $[B0.000 s ID—
appropriation unexpended

3. Additional appropriation necessary to be made July 1 to December 31 of present year 3 |2,D j 3 ID
4. Qutstanding temporary loans:
s s

a). To be paid notincluded in lines 2 or 3

h). Not repaid by December 31 of present year $ ID $ ID ‘

5. TOTAL FUNDS required {add lines 1,2,3,4a and 4h) 3 162,000 3 0 ‘

You may still edit the values after the fill over. This option will be particularly helpful for those units that
have not made many changes from the published amounts.

The “Copy” button is set up independently for each of the three section of the form. This provides
flexibility in how you complete the adopted column. The first section can be filled entirely using the copy
button, filled partially by using the “Fill from Form 2 and 4a adopted amount” button, or entered directly.
Likewise, the second section can be filled entirely using the copy button, filled partially by using the “Fill
from Form 2 and 4a adopted amount” button, or entered directly. The third section can be completed
using the “Copy” button or by using the Gateway Calculator a second time. Note that the Gateway
Calculator for the adopted column operates separately from the published column. This means that you
can make policy decisions differently for the adopted amounts but still rely upon the Gateway Calculator.
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Viewing and Printing the Form

At any point, the entire Form 4b for all funds and departments may be viewed and/or printed. Click the
link at the top-left corner of the form.

T T T T T S T T T T O T T v T O T T TR S DT oy O O T T To S e o o

Select Unit = Unit Main Menu = Budget Form Menu = Select Fund = Form 4B

2012 Fulton County - 0000 Fulton County 0101 General
qPrim orView the Full Form in PDF Format

Selected Year: 2012

Selected County: Fulton County
Selected Unit: 0000 Fulton County
Selected Fund: 0101 General

PRESCRIBED BY THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE Budget Form 4-B
APPROVED BY STATE BOARD OF ACCOUNTS

BUDGET ESTIMATE - FINANCIAL STATEMENT - PROPOSED TAX RATE

This will open a separate window with a pre-formatted, PDF version of the form. This will display all
funds and departments within the unit. Only data that has already been entered and saved will be
contained in the full report.

File Edt GoTo Favorites Help ‘ "l'
\\;) Back v () ~ g] @ 7;\1 ‘ /T\Search \.i':('Favurites {‘" = ‘;’ 3 L J ﬁ 3

Address I@ http:/{gatewaytest.ifionline.orgfPrintForm. aspx?report_id=7 3 Go ||-i"k5 »‘ & -
= EE @- [T [y &) & | ® ® [B6% - Asin- = R -

Budget Form 4-8
Prescribed byt the Department of Local Government Finance
Approved by the State Board of Accounts
Budget Estimate- Financial Statement-Proposed Tax Rate

Unit Name: FULTON COUNTY
Year: 2012
Fund: GENERAL

Net Assessed Value $600.000.000

Funds Required For Expenses To December 31st Of Incoming Year Published Amount Adopted
Amount
1. Total budget estimate for incoming year $4.351.800 $4.351.900
2. Necessary expenditures. July 1 to December 31 of present year. to be made from $2.000.000 $2.000.000
appropriation unexpended
3. Additional appropriation necessary to be made July 1to December 31 of present year $125.000 $125.000 |
4. Outstanding temporary loans: s0 0
a). To be paid not included in lines 2 or 3
b). Not repaid by December 31 of present year s0 s0
5. TOTAL FUNDS required (add lines 1.2.3 42 and 4b) $6.476.500 $6.476.500

To print this report, go to your browser’s “File” menu and select “Print.” From there you will specify the

printer (or print to a file, such as a PDF) and click “OK.” This may look slightly different according to the
browser used.

For information on printing the form, see Chapter 15: Printing Guide.
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Getting Ready

Form 3 is used as the template for publishing your proposed budget, as required by law. Form 3 contains
two sections of information. First, it informs taxpayers of the time, date, and location of your public
hearing and adoption meeting. Second, it presents a summary of the proposed budget and a comparison
against last year’s levy.

Form 3 should be submitted electronically through the Gateway. A hard copy of the Proof of Publication

that is generated as a result of Form 3 must also be submitted to the DLGF. For more, see the last section
of this chapter entitled “Additional Submission Requirements for Form 3.”

Accessing Form 3

First, navigate to the Accordion by selecting your unit and then clicking “View Forms, Enter and Edit

Budgets.”
Department of Local Government Finance Tasks

8 Customize Funds and Departments

View and edit lists of funds and departments

‘ J View Forms, Enter and Edit Budgets
view funds list, create or edit a fund. Link to Forms.

’\0 Submit Proof of Publication and Signed Ordinance
view, upload and submit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

From the Accordion, click on the link on the left side of the Form 3 box that says “Click to edit form.”
This will load the form.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

BB B

Form 3: Notice to Taxpayers

- /f Click to et form A Not 'Ready to Submit'.

0 of 1 ready to submit.

Form 4: Ordinance for Appropriations and Tax Rates

Form 44: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

BB BB

Form 144: Salary Ordinance

Page 83



Ensuring that Form 3 is Generated Correctly

Unlike some other forms that have optional fill from other forms, Form 3 is automatically generated from
Form 4b information (published column) entered into Gateway. Therefore, before printing Form 3 to take
to the newspaper or submitting Form 3, it is very important that Form 4b published columns have been
entered into Gateway for every fund for which you need to publish an estimated budget. The adopted
columns of Form 4b do not need to be completed prior to generating Form 3.

¥

¥

Adopted Amount

Funds Required For Expenses To December 31st Of Incoming - Published Amount
/10,000

1. Total budget estimate for incoming year

2. Necessary expenditures, July 1 to December 31 of present year, to be made from

appropriation unexpended

5 [5.000

3. Additional appropriation necessary to be made July 1 to December 31 of present year

¢[1.000

4. Qutstanding temporary loans:

210 000

=P

s
s
s

hnl

Entering Data on Form 3

The first section of Form 3 is completed by means of a pop-up box. The second section is generated
automatically with the exception of “Column 4: excessive levy appeals.”

Select Unit = Unit Main Menu = Budget Form Menu = Form 3

Fulton County - 0000 Fulton County

2012
Print or View the Full Form in PDF Format
PRESCRIBED BY DEPT OF LOCAL GOYERNMENT FINANCE Budget Form No. 3 (Rev 2011)

FORM APPROYED BY STATE BOARD OF ACCOUNTS
NOTICE TO TAXPAYERS

Complete details of budget estimates by fund andfor department may be seen in the office of this unit of government.

Motice is hereby given to taxpayers of Fulton County, Fulton County, Indiana that the proper officers of aton at will conduct a
public hearing on the year hudget. Following this meeting, any ten or more taxpayers may object to a budget, tax rate, or tax levy by filing an ohjection
petition with the proper officers of the political subdivision within seven days after the hearing. The ohjection petition must identify the provisions of the budget, tax rate,
or tax levy that taxpayers objectto. If a petition is filed, the political subdivision shall adopt with its budget a finding concerning the ohjections filed and testimany
presented. Following the aforementioned hearing, said unit will meet at an at to adopt the following budget:

Fill in Hearing Infa |

Date and Time of Public Hearing Date: None Entered Time: None Entered Adoption Meeting: Date: Time:
Net Assessed Valuation
Estimated Max Levy
1 2 3 4 5

Excessive Levy Current Tax Levy
Appeals (Included

in Column 3)

Maximum Estimated Funds to
be Raised (Including appeals
and levies exempt from
maximum levy limitations)

Fund Name Budget Estimate

000S-CASINO/RIVERBOAT

N — 0
sh——

0101-GENERAL

3,000 0 3,019,779
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Inserting the Hearing Information

The paragraph at the top of Form 3 will first show with blank lines where information needs to be entered.
To populate these lines, click the button that says “Fill in Hearing Info.”

NOTICE TO TAXPAYERS

Complete details of budget estimates by fund andfor department may be seen in the office of this unit of government.

Motice is hereby given to taxpayers of Fulton County, Fulton County, Indiana that the proper officers of aton at will conduct a
public hearing on the year budget. Following this meeting, any ten or more taxpayers may object to a budget, tax rate, or tax levy by filing an ohjection

petition with the proper officers of the palitical subdivision within seven days after the hearing. The ohjection petition must identify the provisions of the budget, tax rate,
or tax levy that taxpayers object to. If a petition is filed, the political subhdivision shall adopt with its budget a finding concerning the objections filed and testimany

presented. Following the aforementioned hearing, said unit will meet at on at to adopt the following budget:
‘ Fill in Hearing Info_|
Date and Time of Public Hearing Date: None Entered Time: None Entered Adoption Meeting: Date: Time:

Net Assessed Valuation

Estimated Max Lew

This will bring up a pop-up box in which you will enter your hearing information, as well as your
assessed value and maximum levy estimates.

Please Enter a Value for all Fields

Public Hearing Info

Hearing Location:

Hearing Date:

Hearing Time:

Adoption Meeting Info

Meeting Location:

Meeting Date:

Meeting Time:

MNet Assessed Valuation:

Estimated Max Lewy:

Update Record
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Once you have entered all the fields in the pop-up box, click “Update Record.” This will enter the
information into the paragraph. If wish to change any of the information, click “Fill in Hearing Info”
again and change the necessary fields. Click “Update Record” and the changes will be made in the
paragraph and the top of the budget chart.

Public Hearing Info

Hearing Location: ICity Hall

Hearing Date: IBN 52011
Hearing Time: 12:00

Adoption Meeting Info

Meeting Location: ICity Hall

Meeting Date: [B29/2011

Meeting Time: 12:00 Ll AML]

Net Assessed Valuation: |3UD,I]DD

Estimated Max Levy: |3,0|J[l

Update Record

FORM APPROVED BY STATE BOARD OF ACCOUNTS
NOTICE TO TAXPAYERS

Complete details of budget estimates by fund andior department may be seen in the office of this unit of government.

Motice is hereby given to taxpayers of Fulton County, Fulton County, Indiana that the proper officers of Fulton County at 12:00 AM on Jun 15, 2011 at City Hall will conduct
a public hearing on the year 2012 budget. Following this meeting, any ten aor more taxpayers may object to a budget, tax rate, or tax lewy by filing an objection petition with
the proper officers of the paolitical subdivision within seven days after the hearing. The objection petition must identify the provisions of the hudget, tax rate, or tax levy that
taxpayers objectto. If a petition is filed, the political subdivision shall adopt with its budget a finding concerning the ohjections filed and testimony presented. Following
the aforementioned hearing, said unit will meet at 12:00 AM on Jun 29, 2011 at City Hall to adopt the following budget:

Fill in Hearing Info |

Date and Time of Public Hearing ~ Date: 615/2011 Time: 12:00 AM Adoption Meeting: Date: 6/29/2011 Time: 12:00 AM
Net Assessed Valuation 300,000
Estimated Max Levy 3,000

I I 1 I 1
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Verifying and Completing the Budget Information

Gateway generates most of the budget information on Form 3 automatically. The list of funds in “Column
1” is based upon the unit customization of the fund list. To ensure that the proper funds are listed, please
be sure that you have completed the first step in the “Customize Unit” area.

Manage Funds List - 0000 Fulton County

Click on a column header to sort column.

Fund Code Fund Name Link Remove Fund
0005 Casino/Riverboat EaS
0101 General A
0123 2006 Reassessment EaS
0702 Highway A
0706 Local Road & Street X
0790 Cumulative Bridge A
0801 Health Eal
0856 County Hosp Care Indigent X
0858 County Welfare Maw x
0859 County Welfare Cshen A
0880 Hospital Lease Rental X
2391 Cumulative Capital Development X
Add a Fund
Add a New Home Ruled Fund |

“Column 2” and “Column 3” will automatically pull values that have been entered on Form 4b in
Gateway. (For more information on completing the Form 4b, please see Chapter 8.)

“Column 5 has been pre-populated from the previous year’s DLGF-certified budget order. You should
verify that these values are correct before submitting the form for publication.

1 2 3 4 S
Fund Name Budget Estimate Maximum Estimated Funds to Excessive Levy Current Tax Levy
be Raised (Including appeals Appeals (Included
and levies exempt from in Column 3)
maxi levy limitations)

0005-CASINO/RIVERBOAT u] 0|0 0
0101-GENERAL ‘ 4,351,900 6,000,000 |§ |0 3,019,779
0123-2006 REASSESSMENT u] 0|0 0
0581-COURT HOUSE BOND | 0 0% IU 0
0702-HIGHWAY u] o0 0
0706-LOCAL ROAD & STREET | 300,000 0§ IU 0
0790-CUMULATIVE BRIDGE u] [RE 1] 218,825
0801-HEALTH | 0 0§ IU 116,072

0856-COUNTY HOSP CARE I—
INDIGENT | o olsi0 o
0858-COUNTY WELFARE Maw | 0 0% ID 0
0859-COUNTY WELFARE CSHCN l 0 ol¢f0 0
0880-HOSPITAL LEASE RENTAL | 0 0l¢ IU 263,541

2391-CUMULATIVE CAPITAL [ I—
DEVELOPMENT o 0l$l0 2ok038
Totals: | Total: $ 4,651,900 Total: $ 6,000,000 Total 3 0 Total: & 3,879,855
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“Column 4” is the only column that requires data entry. This column is used to publish any anticipated

excessive levy appeal. Values may be entered directly into the boxes in “Column 4.”

1
Fund Name

0005-CASING/RIVERBOAT
0101-GENERAL |
0123-2006 REASSESSMENT
0581-COURT HOUSE BOND ‘
0702-HIGHWAY

0706-LOCAL ROAD & STREET |
0790-CUMULATIVE BRIDGE
0801-HEALTH |

0856-COUNTY HOSP CARE
INDIGENT

0858-COUNTY WELFARE MAW |
0859-COUNTY WELFARE CSHCN
0880-HOSPITAL LEASE RENTAL |
2391-CUMULATIVE CAPITAL

DEVELOPMENT
Totals: |

Budget Estimate
4,351,900

6,000,008 | ¢ 0
:  —
i &[0

300,000

Total: $ 4,651,900

3
Maximum Estimated Funds to
be Raised (Including appeals
and levies exempt from
maxi levy limitati )

0 o]

0 0
0
u] u]
0 0
0 u]
0
0 0
0 0
0 0
Total: $ 6,000,000

4
Excessive Levy
Appeals (Included
in Column 3)

gh

$0
£ |0
£[0
£ |0

sh

ol¢fo ]

[0 \
s |
sb

Total 3 0

S
Current Tax Levy

0
3,019,779
0

0

0

0

218,825
116,072

u]

0

1]

263,541
261,638

Total: § 3,679,655

The entire form may be saved by clicking the “Save” button at the bottom of the page.

T

1

Save |

Marking the Form “Ready to Submit”

Once the form is complete, you should click the “Ready to Submit” button at the bottom of the page. This
can be done by someone with submission rights or edit rights. This will send a signal to the Gateway that
the form is ready to submit. You will see this status change reflected on the completion statistics on the

Accordion and in the fund and department selection lists.

will turn off the editing function of the farm.

Ready to Submit I

This Form will still be editable. The 'Ready to Submit' option allows a form to be setvisibly complete throughout the application. Only Submitting the form to DLGF
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You will also see that clicking this form has opened the door for the form to be submitted through the

Accordion.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Py
Fiiy
Py

1 of 1 ready to submit.

A Click to edit form ‘ 5 Click to submit completed form to DLGF

Form 4: Ordinance for Appropriations and Tax Rates

Py

Form 4A: Budget Report

Py

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

Fiiy

Form 144: Salary Ordinance

A

You may still edit the form after clicking the “Ready to Submit” button. The form will only be locked for

editing after it has been submitted.

Signing the Form Electronically

At the bottom of Form 3, 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.

NAME: |

TITLE: |

SIGNATURE/PIN: |

DATE: |
| hereby that the ission of this de through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC 5-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and

accomplishes the same purposes as would my handwritten signature in the same cil . | further ack ledge that this el ic signature has the same force and effect as my handwritten signature and
can and will be used for all lawful purposes. | affimn that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

Save Signature

The signature box will be invisible to users with edit or read-only rights.
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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 code. This PIN code as been sent to the person with submission rights via email. You may
contact the DLGF in the event that you have lost or not received a PIN code. The final step for
completing the electronic signature is to indicate the date the form is being signed. You may enter the
date directly into the field using the MM/DD/YYYY format. Alternatively, you may click on the date
field and select from the calendar that pops up.

he Indiana Business Researc Today: June 20, 2011

NAME: [John Smith
TITLE: [Auditor
SIGNATUREPIN: 4321
DATE: |
4 »
June, 2011
| hereby acknowledge that the
hereby does, constitute authe
accomplishes the same purpo Su Mo Tu we Th Fr Sa
can and will be used for all la
29 30 31 1 2 3 4
3 6 7 8 9 10 11
Click HeretoPril| 1> | 43 | 14 | 15 | 16 | 17 | 18
19 20 21 22 23 24 25
The Indiana Gatevvay for Gov
o the Indiana Department of L

IN system i an "el ic Si " as defined in IC §-24-2-2. This submission is intended to, and

2 Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
further ack ledge that this el ic Si has the same force and effect as my handwritten signature and
electronically sign and submit this document on behalf of the unit.

Save Signature |
its to submit forms Email POWERED BY
5. It is maintained by e Technical Problems trformaaon»ﬁr-

(ibretech@iupui edu) INDIANA
e DLGF

(nateway@dlgrin.gov)

Once you have added all the necessary information into the signature, you may save the signature
information by clicking the “Save” button at the bottom of the page.

NAME: [John Smith

TITLE: [Auditar

SIGNATURE/PIN: !4321

DATE: [6/72011]

| hereby ack ledge that the ission of this di

will turn off the editing function of the form.

through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
accomplishes the same purposes as would my handwritten signature in the same ci

can and will be used for all lawful purposes. | affirm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

Ready to Submit | -ﬂl

This Form will still he editable. The 'Ready to Submit' option allows a form to he setvisibly complete throughout the application. Only Submitting the form to DLGF

. | further ack ledge that this el ic signature has the same force and effect as my handwritten signature and

The form is now ready for submission. For information on submitting the form, see Chapter 12:

Submitting Electronic Forms.
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Viewing and Printing the Form

At any point, the entire Form 3 for the unit may be viewed and/or printed. Click the link at the top-left
corner of the form.

IMPORTANT. DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Select Unit » Unit Main Menu = Budget Form Menu = Form 3
2012 Fulton County - 0000 Fulton County
qPrint or View the Full Form in PDF Format
PRESCRIBED BY DEPT OF LOCAL GOVERNMENT FINANCE Budget Form Mo. 3 (Rev 2011)

FORM APPROVED BY STATE BOARD OF ACCOUNTS
NOTICE TO TAXPAYERS

Complete details of budget estimates by fund andior department may be seen in the office of this unit of government.

Motice is hereby given to taxpayers of Fulton County, Fulton County, Indiana that the proper officers of Fulton County at 12:00 AM on Jun 15, 2011 at City Hall will conduct

This will open a separate window with a pre-formatted, PDF version of the form. This will display all
funds and departments within the unit. Only data that has already been entered and saved will be
contained in the full report.

To print this report, go to your browser’s “File” menu and select “Print.” From there you will specify the
printer (or print to a file, such as a PDF) and click “OK.” This may look slightly different according to
the browser used.

For information on printing the form, see Chapter 15: Printing Guide.

Additional Submission Requirements for Form 3

While Form 3 is the document that is given to a publisher to comply with publication requirements, the
DLGF will also collect the “Proof of Publication,” which contains the newspaper clipping and the
publisher’s affidavit. This document must be submitted as a duplicate of the original. The preferred
submission method is as a file upload (PDF or picture file) through the Gateway. Other acceptable
submission methods are via email (as an attachment), via fax, or via U.S. Mail.
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Getting Ready

Form 4 is the official ordinance that the fiscal body signs to formally adopt the budget. It is a single-page

signature sheet, but it references and incorporates the budget figures on Forms 4a and 4b.

Form 4 should be submitted electronically through the Gateway. A hard copy of the Signed Ordinance
that is generated as a result of Form 4 must also be submitted to the DLGF. For more, see the last section
of this chapter entitled “Additional Submission Requirements for Form 4.”

Accessing Form 4

First, navigate to the Accordion by selecting your unit and then clicking “View Forms, Enter and Edit

Budgets.”

Department of Local Government Finance Tasks

B Customize Funds and Departments

view and edit lists of funds and departments.

‘ J View Forms, Enter and Edit Budgets
Yiew funds list, create or edit a fund. Link to Forms.

;\o Submit Proof of Publication and Signed Ordinance
View, upload and submit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

From the Accordion, click on the link on the left side of the Form 4 box that says “Click to edit form.”

This will load the form.

Form 1: Budget Estimate

Form 3: Notice to Taxpayers

0 of 1 ready to submit.

Form 2: Estimate of Miscellaneous Revenues A

Form 4: Ordinance for Appropriations and Tax Rates

/W Not 'Ready to Submit'

Form 44: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance

Py
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Ensuring that Form 4 is Generated Correctly

Unlike some other forms that have optional fill from other forms, figures on Form 4 are automatically
generated from the Form 4a (adopted column) and Form 4bs (adopted column) that are entered into
Gateway. Therefore, before printing the Form 4 for the fiscal body to sign, it is very important that Forms
4a and 4b adopted columns have been entered into Gateway for every fund for which you need to adopt a
budget. If these forms have not been properly completed, red zeros will appear.

2012 Fulton County - 0000 Fulton County

Click Here to Print This Form |

PRESCRIBED BY DEPT OF LOCAL GOVERNMENT FINANCE Budget Form MNo. 4 (Rev 2011)
FORM APPROVED BY STATE BOARD OF ACCOUNTS
ORDINANCE FOR APPROPRIATIONS AND TAX RATES

Be it ordained by the Fulton County unit, Fulton County, Indiana that for the expenses of Fulton County for the year ending Decem f§ 0, as shown
on Budget Form 4-A are herehy appropriated and ordered set apart out of the several funds herein named and for the purposes h jectto the laws
governing the same. Such sums herein appropriated shall be held to include all expenditures authorized to be made during the year, i ressly

i nd provided for by law. In addition, for the purposes of raising revenue to meet the necessary expense of Fulton County, a t f§0anda
f 0.0000, as shown on Budget Form 4-B are included herein. Budget Form 4-A and 4-B for all funds and departments are signing of
hd must be completed and submitted in the manner prescribed hy the Department of Local Government Finance.

This ordinance shall be in full force and effect from and after its passage and approval by the taxing unit's fiscal hody.
MName of Adopting Entity Select Type of Fiscal Body Date of Adoption
I =l |

Name Signature

Ave

Entering Data on the Form 4

The first section of the Form 4 is completed automatically within Gateway.

PRESCRIBED BY DEPT OF LOCAL GOVERNMENT FINANCE Budget Form MNo. 4 (Rev 2011)
FORM APPROVED BY STATE BOARD OF ACCOUNTS
ORDINANCE FOR APPROPRIATIONS AND TAX RATES

Be it ordained hy the Fulton County unit, Fulton County, Indiana that for the expenses of Fulton County for the year ending Decemb f§ 245000, as
shown on Budget Form 4-A are hereby appropriated and ordered set apart out of the several funds herein named and for the purp led, subjectto the
laws governing the same. Such sums herein appropriated shall he held to include all expenditures authorized to be made during the year, unless othe
i ovided for by law. In addition, for the purposes of raising revenue to meet the necessary expense of Fulton County, a tof
of 0.9210, as shown on Budget Form 4-B are included herein. Budget Form 4-A and 4-B for all funds and department

of this Torm afgPmust he completed and submitted in the manner prescribed hy the Department of Local Government Finance.

$5,526,100
hy the signing
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The second section will need to be entered directly.

This ordinance shall be in full force and effect from and after its passage and approval by the taxing unit's fiscal body.
MName of Adopting Entity Select Type of Fiscal Body Date of Adoption
I [~
Name Signature
Aye
C
Na
# Save ['-
Abstain
O
ATTEST
Name Title Signature
MAYOR ACTION (For City use only)
Name Signature Date
Approve
l Veto I

Verifying the Total Budget, Levy, and Tax Rate

Gateway will use the information entered on Forms 4a and 4b to populate a total budget (from Form 4a),
as well as a total property tax levy and rate (from Form 4b).

PRESCRIBED BY DEPT OF LOCAL GOVERNMENT FINANCE

Budget Form Mo. 4 (Rev 2011)
FORM APPROVED BY STATE BOARD OF ACCOUNTS

ORDINANCE FOR APPROPRIATIONS AND TAX RATES

Be it ordained hy the Fulton County unit, Fulton County, Indiana that for the expenses of Fulton County for the year ending December|
shown on Budget Form 4-A are hereby appropriated and ordered set apart out of the several funds herein named and for the purpo

laws governing the same. Such sums herein appropriated shall he held to include all expenditures authorized to be made during the ve
stipulated and Ixovided for by law. In addition, for the purposes of raising revenue to meet the necessary expense of Fulton County, a tot:
0.9210, as shown on Budget Form 4-B are included herein. Budget Form 4-A and 4-B for all funds and department:

ust be completed and submitted in the manner prescribed by the Department of Local Government Finance.

$ 245,000, as
d, subjectto the
ASe expressly
5,526,100
v the signing

Since this is the formal adoption document of the fiscal body, it is imperative that these figures be verified
before printing the form for the signature of the fiscal body. If the figures are not up-to-date in Gateway at
the time of adoption, these values should be manually altered on the hard copy document that the fiscal

body signs. The DLGF will consider the totals listed on the signed, hard-copy Form 4 to be the
official adoption of the fiscal body.
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Completing the Fiscal Body Information

The first step to preparing the form for printing is to indicate the name and type of fiscal body that is
adopting the budget. In the specified field, type the name of the fiscal body (for example, “County
Council”).

and a fotal 1ax rate of 0.0210, as shown on Budget Form 4-B are mcluded herein. Budget Form 4-A and 3-8 for all funds and depanments are ncorporated by the signing
of this form and must he completed and submitted in the manner prescribed by the Department of Local Government Finance.

This ordinance shall be in full force and effect from and after its passage and approval by the taxing unit's fiscal body.

Name of Adopting Entity Select Type of Fiscal Body Date of Adoption
County Council | [ =l

Second, select the type of fiscal body. You may choose from the selections on the drop-down menu. If

none of these selections are appropriate, please select “other” and fill in the blank below the drop-down
menu to describe the type of fiscal body.

of this form and must be completed and submitted in the manner prescribed by the Department of Local Government Finance.

This ordinance shall he in full force and effect from and after its passage and approval by the taxing unit's fiscal hody.

Name of Adopting Entity Select Type of Fiscal Body Date of Adoption
County Council ‘ 4|

County Council
Common Council and Mayor
|Town Council
Name Township Board Signature
Library Board
Other (fill in blank below)
]

I Nay

Finally, indicate the date of adoption. This should be the date that the fiscal body holds its adoption
meeting and signs the ordinance or resolution.

T T T TSy T ToTE U

T L g T o
and a total tax rate 0f 0.9210, as shown on Budget Form 4-B are included herein. Budget Form 4-A and 4-B for all funds and departments are incorporated hy the signing
ofthis form and must he completed and submitted in the manner prescribed by the Department of Local Government Finance.

This ordinance shall be in full force and effect from and after its passage and approval by the taxing unit's fiscal body.

MName of Adopting Entity Select Type of Fiscal Body Date of Adoption
[County Council ICDunty Council =l f
| < June, 2011 »
Su Mo Tu We Th Fr Sa
Name 29 | 30 | 31 2 3 4
Ave 5 10 | 11
r 12 | 13 | 14 16 | 17 | 18
# save 'Ey 19 |20 |21 |22 | 23 | 24 | 25
Abstain 26 | 27 | 28 | 29 | 30 1 2
3 4 5 6 7 8 9

Today: June 27, 2011

ATICCT
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Adding Voting Members to the Form

The next step in preparing the form for printing is to add the name of each voting member of the fiscal
body. To do this, go to the first section underneath the fiscal body information.

Name Signature

Aye
O

Nay
O

Abstain

+ Save

Fill in the name of the voting member and click “Save.” This will add the person’s name and give voting
options and a signature line for the voting member.

Edit Delete Name Signature
Aye
O
. Nay
4 X John Smith O
Abstain
O
# save |

You cannot and should not indicate the vote of the member or fill in a signature. These fields should be
completed in ink and submitted and visible on the hard copy submitted to the DLGF. Therefore, Gateway
generates a signatures line and voting options but does not allow data entry in those fields.

Adding the “Attester” Information

Certain fiscal officers are responsible for attesting to the votes and signatures of the fiscal body. To
specify the official that is attesting to the votes and signatures, move to the section below the voting
members. Type the name and title into the fields provided.

ATTEST

Name Title Signature

As with the voting members, the attesting official should sign this form in ink. Therefore, Gateway
generates a signature line for printing but does not allow data entry on that line.

To save the information entered in this section, click the “Save” button at the bottom of the page.
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Mayor Action (for City Use Only)

Within cities, the mayor has the duty of approving or vetoing the budget passed by the fiscal body. The
next section of Gateway allows the form to be prepared for such action.

MAYOR ACTION (For City use only)

Name Signature Date
Approve
] ﬁ
I Veto
O

Save

To prepare the form for printing, enter the name of the Mayor and, if desired, the date the action will be
taken. It is the responsibility of the Mayor to indicate his or her vote and sign the form in ink, as with
other signatures. Therefore, Gateway generates a signatures line and voting options but does not allow
data entry in those fields.

To save the information entered in this section, click the “Save” button at the bottom of the page.

MAYOR ACTION (For City use only)

Name Signature Date
Approve
O I_—
l Veto
O

Once the form is complete for the unit, you should click the “Ready to Submit” button at the bottom of
the page. This can be done by someone with submission rights or edit rights. This will send a signal to the
Gateway that the form is ready to submit. You will see this status change reflected on the completion
statistics on the Accordion and in the fund and department selection lists.

Marking the Form “Ready to Submit”

Important Form 4 Submission Details:

Budget Form 4 will need to be submitted as a hard-copy, signed document. Gateway has created the form based upon the information entered in Forms 4a and 4b.
The document must be signed hy the adopting body and submitted to the Department. It may be submitted through the "Submit Proof of Puhlication and Signed
Ordinance" link on the Manage Funds page of Gateway, or may be faxed or mailed to the Department.

Ready to Submit I

This Form will still he editahle. The 'Ready to Submit' option allows a form to be setvisibly complete throughout the application. Only Submitting the form to DLGF
will turn off the editing function of the form.
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You will also see that clicking this form has opened the door for the form to be submitted through the
Accordion.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

BB B B

Form 4: Ordinance for Appropriations and Tax Rates

i |/ click to edit farm £ Click to submit completed form to DLGF

' 1 of 1 ready to submit.

Form 44: Budget Report A

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance A

The form is still able to be edited after the “Ready to Submit” button is clicked. The form will only be
locked for editing after it has been submitted.

Viewing and Printing the Form

At any point, the entire Form 4 for all funds and departments may be viewed and/or printed. Click the link
at the top-left corner of the form.

Select Unit = Unit Main Menu > Budget Form Menu = Form 4
2012 Fulton County - 0000 Fulton County
‘Print or View the Full Form in PDF Format
PRESCRIBED BY DEPT OF LOCAL GOVERNMENT FINANCE Budget Form No. 4 (Rev 2011)

FORM APPROVED BY STATE BOARD OF ACCOUNTS

ORDINANCE FOR APPROPRIATIONS AND TAX RATES
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This will open a separate window with a pre-formatted, PDF version of the form. This will display all
funds and departments within the unit. Only data that has already been entered and saved will be
contained in the full report.

File Edit GoTo Favorites Help ] :'.l‘,
@Back Y Q v \ﬂ @ Lh /‘j) Search Sj\\'( Favorites {‘\l [;:- :,\(. E _yJ ﬁ 3
Address@http:;‘fgatewaytest.iﬁonline.orglPrintForm.aspx?report_id=8 ;' d Go JUT“G »{ & -
=58 3 @- S R l@f Y & | @& ® 0% - Ao~

PRESCAINED Y DEPT OF LOCAL GONTAMVENT PRANCE
Betgut Foom o 4 R 211}
TORM APPRCVID BY STATE DOARD CF ASCOUNTE

ORDINANCE FOR APPROPRIATIONS AND TAX RATES

Do i coduoad by i FULTON OOUNTY ank, Teton Coanye ATOM COUNTY oo 312013 1%
am 3§34 063w A 2 gy sten
e ek eg e

Gath tevs

3ueg i e urbeas e 2y . |3 asdtion pur v 40
o FLLTOM COUNTY , a o 32529106 X B P 4.
Awnc 4B e wifeads d

Sepatzact S Lock Geanrreni Famnce

Nave {ciche o) Sgnature
Joda Srin Aye  Nay  Abstein
Jane Doo Aye  Ney  Abstain

ATTEST
Name Tihe Bgratre

MAYOR ACTION (For City Use Oy}
Name (crcke ore) Sagnature Duw
Apgeoee Veto

|&] Done l'_ l'_ f_ f_ l_ {Unknowin Zone 7

To print this report, go to your browser’s “File” menu and select “Print.” From there you will specify the
printer (or print to a file, such as a PDF) and click “OK.” This may look slightly different according to the
browser used.

For information on printing the form, see Chapter 15: Printing Guide.

Additional Submission Requirements for Form 4

Since Form 4 is the legal document that adopts the budget and requires true signatures of the fiscal body,
the DLGF will also collect the “Signed Ordinance/Resolution,” which contains the votes and ink-
signatures of the fiscal body, attester, and Mayor (for a city). This document must be submitted as a
duplicate of the original. The preferred submission method is as a file upload (PDF or picture file)
through the Gateway. Other acceptable submission methods are via email (as an attachment), via fax, or
via U.S. Mail.
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Getting Ready

Form 144, used only by counties and some cities and towns, presents a list of the planned salaries of all
full-time and part-time employees of the unit of government, broken down by department.

Accessing the Form 144

First, navigate to the Accordion by selecting your unit and then clicking “View Forms, Enter and Edit

Budgets.”
Department of Local Government Finance Tasks

B Customize Funds and Departments
L A R J

View and edit lists of funds and departments.

# ) View Forms, Enter and Edit Budgets
view funds list, create or edit a fund. Link to Forms.

’\0 Submit Proof of Publication and Signed Ordinance
Wiew, upload and submit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

From the Accordion, click on the link on the left side of the Form 144 box that says “Click to edit form.”
This will load the form.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

Form 44A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

B BB BB BB

Form 144: Salary Ordinance

| Click to edit form /W Not Ready to Submit'.

1 0 of 9 ready to submit.
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You will need to make one selection before arriving at the form. You will need to select the department
from the list you customized previously (see Chapter 4: Customizing Your Unit). On the right side of the
list, you will see completion statistics that will tell you whether each department’s Form 144 has been
completed. This will be indicated by a “Y” if complete and an “N” if not. Click on the name of the
department to proceed.

Form 144 - Dept. List for 0000 Fulton County Unit

Form 144 Links

Department Code Link to Form 144 - Department Name Marked as Complete
0000 0000 - Mo Department N
0001 0001 - Clerk Of Circuit Court {County Clerk) N
0003 -0003- County Treasurer N
0004 0004 - County Recorder N
0005 0005 - County Sheriff N
0007 0007 - County Coroner N
0117 0117 - Personnel N
0529 0528 - County Highvway N

Ensuring Proper Options are Available on the Form

The availability of Form 144s is based upon the unit customization departments. To ensure that the proper
number and type of forms are available, please be sure that your have completed the second step in the
“Customize Unit” area.

Since you will need to make a department selection to get to the Form 144, Gateway will give you the
option of “0000-No Department” if you have not previously added Departments to your list.

Departments List for Fulton County

Department Code Department Name Remove Dept.
0000 0000 - No Department A

Add a New Department |

Add a New Home Ruled Department
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Entering Data on Form 144

Form 144 collects salaries in two groups: full-time employees and part-time employees. To start filling
out data, first type the name of the department or other entity reporting this Form 144.

Prescribed by Department of Local Government Finance
Approved by State Board of Accounts Budget Form No. 144 (Rev. 2002)

STATEMENT OF SALARIES AND WAGES
PROPOSED TO BE PAID OFFICERS AND EMPLOYEES
CALENDAR YEAR 2012

MName of Office, Depanmeq , Fulton County, Indiana
The following statement shows the salaries and wages proposed to be paid to officers and employees of the above named offices, department, hoard or agency during the calendar year.

FULL TIME SALARIES OFFICERS AND EMPLOYEES

Title of Positi or Employ cl ificati N b Rate of Monthly Salary Total Annual Salaries

s i —  —

PART TIME AND HOURLY RATED EMPLOYEES

Title of Position or Employ Classificati Rate of Pay Per Unit

% Save I $| | l l] 4|

Entering Full-Time Salary Information

Data entry on this section is simple. Type the title of the position or classification in the first field. Type
the number of positions your department has for this particular title or classification in the second field.

Name of Office, Department, Board or Agency: I , Fulton County, Indiana

The following statement shows the salaries and wages proposed to be paid to officers and employees of the abhove named offices, department, hoard or agency during the calendar year.

FULL TIME SALARIES OFFICERS AND EMPLOYEES

Title of Positi or Employ cl ificati N b Rate of Monthly Salary Total Annual Salaries
+ Save Department Director 200 $[5000 $(60000

The final step is to enter the rate of monthly and annual salaries in fields three and four. If you have
indicated that more than one position exists for a certain title, you may report the sum of all the position
salaries in these fields. Alternatively, you may report the rate as a rate per employee. Since different units
use this form differently, you should rely on past practice and the guidance of your local fiscal body when
filling out this section.
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Once all four fields have been entered, click “Save.”

MName of Office, Department, Board orAgencsz , Fulton County, Indiana

The following statement shows the salaries and wages proposed to be paid to officers and employees of the above named offices, department, board or agency during the calendar year.

[Department Director

Name of Ofiice, Department, Board orAgency;| , Fulton County, Indiana

The following statement shovs the salaries and wages proposed to be paid to officers and employees of the ahove named offices, department, board or agency during the calendar year.

o X Department Director 200 $5,000.00 $60,000.00

Entering Part-Time Salary Information

Data entry on this section is similar to the previous section. Type the title of the position or classification
in the first field. Then enter a rate of pay in the second field.

# save |Summer Intern I $|8| | l ZI [

‘Show rate of pay per month, week, day, hour, etc.
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Since the data reports a periodic wage, you must also indicate the interval to which the rate applies. For
example, employees may be paid per hour, per day, per month, etc. Use the drop-down menu labeled “per
unit” to select the applicable period.

+ Save [Summer Intem |

TITLE: |

If the employee is paid by a different interval (such as “per mowing job” or “per case worked”), please
select “other” in the drop-down menu. This will allow you to enter a description in the next field.

+ Save |Summer Intern | $ Per Other j tase warked

‘Show rate of pay per month, week, day, hour, etc.

Save [Summer Intem | 4B | |Per0therj I;ase worked

‘Show rate of pay per month, week, day, hour, etc.

_l X Summer Intern £8.00 Other - per case worked

e I | [ | | |

‘Show rate of pay per month, week, day, hour, etc.
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Marking the Form “Ready to Submit”

Once the form is complete, you should click the button at the bottom of the page that says “Ready to
Submit.” This can be done by someone with submission rights or edit rights. This will send a signal to the
Gateway that the form is ready to submit. You will see this status change reflected on the completion
statistics on the Accordion and in the fund and department selection lists.

Ready to Submit I

This Form will still be editable. The 'Ready to Submit' option allows a form to be setvisibly complete throughout the application. Only Submitting the form to DLGF
will turn off the editing function of the form.

You will also see that clicking this form has opened the door for the form to be submitted through the
Accordion.

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate

BB IB BB BB

Form 144: Salary Ordinance

p " Click to edit form F-> Click to submit completed form to DLGF

'
1 1 of 8 ready to submit.

The form is still able to be edited after the “Ready to Submit” button is clicked. The form will only be
locked for editing after it has been submitted.
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Signing the Form Electronically

At the bottom of Form 144, there is a box to place an electronic signature on the form. Only the user with
submission rights will see the signature box.

NAME: [

TITLE: [

SIGNATUREIPIN: I

DATE: [

| hereby ack ledge that the ission of this d through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | und d that this el ic sigl takes the place of my handwritten signature and

hes the same purp as would my handwri i in the same ci . | further ack ledge that this el ic si has the same force and effect as my handwritten signature and

can and will be used for all lawful purposes. | affirm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.
Save

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 code. This PIN code has been sent to the person with submission rights via email. You
may contact the DLGF in the event that you have lost or not received a PIN code. The final step for
completing the electronic signature is to indicate the date the form is being signed. You may enter the
date directly into the field using the MM/DD/YYYY format. Alternatively, you may click on the date
field and select from the calendar that pops up.

NAME: JJohn Srith

TITLE: [Auditor

SIGNATUREIPIN: ’4321

DATE: f
4 4
June, 2011 3 s S n 3 s
| hereby acknowledge that the| IN system constitutes an “electronic signature” as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authe: & Indiana Code. | und, d that this el ic si takes the place of my handwritten signature and
accomplishes the same purpo: Su Mo Tu We Th Fr Sa further ack ledge that this el ic Si has the same force and effect as my handwritten signature and
can and will be used for all lar electronically sign and submit this document on behalf of the unit.

29 30 31 1 2 3 4

Save

Click Hereto Pri | 45 | 13 | 14 | 15 | 16 | 17 | 18

19 20 21 22 23 24 25

The Indiana Gateway for Gov, its to submit forms Email POWERED BY
to the Indiana Department of L 5. It is mairtained by e DLGF zry‘"omtauon-ir-
the Indiana Business Researc Today: June 27, 2011 {gateway@dlgrin.gov) lN DIANA
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Once you have added all the necessary information into the signature, you may save the signature

information by clicking the “Save” button at the bottom of the page.

NAME: [John Srmith

TITLE: [auditor

SIGNATURE/PIN: |4321

can and will be used for all lawful purposes. | affimm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

DATE: |5/15/2011|
| hereby ack ledge that the ission of this d through the Gateway password and PIN system constitutes an “electronic signature” as defined in IC §-24-2-2. This submission is intended to, and
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | und: d that this el i takes the place of my handwritten signature and

hes the same purp as would my handwri i in the same ci . | further ack ledge that this el has the same force and effect as my handwritten signature and

The form is now ready to be submitted. For information on submitting the form, see Chapter 12:

Submitting Electronic Forms.

Viewing and Printing the Form

At any point, the entire Form 144 for all departments may be viewed and/or printed. Click the link at the

top-left corner of the form.

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
C nt=Form 144

2012 Fulton County - 0000 Fulton County
‘ Print or View the Full Form in PDF Format

Prescribed by Department of Local Government Finance
Approved by State Board of Accounts

Menu= ¢

t Unit > L ain Menu > Budget

STATEMENT OF SAI ARIES AND WAGFS

Budget Form MNo. 144 (Rev. 2002)
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This will open a separate window with a pre-formatted, PDF version of the form. This will display all
departments within the unit. Only data that has already been entered and saved will be contained in the
full report.

File Edit GoTo Favorites Help | '7..

@Back . Q v @ @ ihl/l:) Search *Favorites @ sz 5_; *_.J ﬁ 3

Address @ http:/fgatewaytest.ifionline.org/PrintForm. aspx?report_id=6 :j Go
BAEAS & el
;IFind o

Links >>| & -
g ‘ QT" ‘Eg | @ @ |60-2°/o - /Signv i F;‘i a\

Fom 144
FULTON COUNTY
NO DEPARTMENT

FULL TIME SALARIES OFFICERS AND EMPLOYEES

Titho of Pos of Emp Numbor Rato of Mihly Sal or Pay Total Annwal Salanes Rate Per Unit
Clazs
Departmont 200 $5,000 $60,000

Dkactor

PART TIME SALARIES OFFICERS AND EMPLOYEES

Tivlo of Pos of Emp Numbar Rate of Mthly Sal or Pay Total Annwal Salaries Rate Per Unit
Clasa
Summor Intorn 2] Othor

To print this report, go to your browser’s “File” menu and select “Print.” From there you will specify the
printer (or print to a file, such as a PDF) and click “OK.” This may look slightly different according to the
browser used.

For information on printing the form, see Chapter 15: Printing Guide.
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Official Submission of Forms to DLGF

Submission itself is done from the Accordion. The Accordion provides tools to help ensure that users
appropriately submit their forms. The submission button also resides in the Accordion.

Verifying Completion Statistics on the Accordion

Until you are a finished with a particular form, the Accordion will show that the form is not yet marked

ready for submission.

Form 1: Budget Estimate

i | Click to et form

1 D of 72 ready to submit.

Not 'Ready to Submit'.

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

Form 44A: Budget Report

BB BB

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate &

Form 144: Salary Ordinance

A

Once the form is complete and correct, you should click the “ready to submit” button at the bottom of the
form. This can be done by users with submission rights or edit rights. For more information, please see
Chapters 5-11. Clicking “ready to submit” will open the door for the form to be submitted. It will also
update the completion statistics, located at the bottom-left of each form’s section of the Accordion.

\ Form 1: Budget Estimate A \
\A Click to edit form E'.} Click to submit completed form to DLGF I
Form 2: Estimate of Miscellaneous Revenues A
Form 3: Notice to Taxpayers A
Form 4: Ordinance for Appropriations and Tax Rates A
Form 4A: Budget Report A
Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A
Form 144: Salary Ordinance A

The first number in the completion statistic is the total count of available forms that have been marked
“Ready to Submit.” The second number is the total combination of forms that should be completed. This
is based on the fund lists, department lists, and fund-department combinations that you have customized.

(For more information, please see Chapter 4: Customizing

Your Unit.)
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For example, assume a unit has a general fund with four departments, a debt service fund, and a rainy day
fund. The unit will need to complete six Form 1s (four for the general fund and one for each of the other
funds). It will need to complete three Form 2s and three Form 4Bs (one for each fund). It will need to
complete four Form 144s (one for each department, if applicable). Finally, it will need to complete only
one Form 3, Form 4, and Form 4a, since those forms contain aggregate unit information.

Before submitting the forms, please ensure that the proper number of forms has been completed and
marked “Ready to Submit.” You can easily verify this using the completion statistics on the Accordion.

Verifying the Electronic Signature

Each form (except Form 4) contains an electronic signature box. Before submitting the forms, you should
ensure that you have added the electronic signature. Only the user with submission access may sign the
form. Users with edit or read-only rights will not be able to view or edit the signature box. Each user with
submission rights will be emailed a confidential, four-digit PIN code (e.g. 1234). This code will be
entered into the signature box to validate the electronic signature. Once you have signed the form, click
the “Save” button at the bottom of the page to save the signature.

NAME: {Jahn Smith

TITLE: {auditor

SIGNATUREPIN:  [4321

DATE: {B/7/2011

| hereby ack ledge that the ission of this d through the Gateway password and PIN system i an el ic si " as defined in IC §-24-2-2. This submission is intended to, and

hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
lishes the same purp as would my handwri i in the same ci . | further ack ledge that this el ic sigl has the same force and effect as my handwritten signature and
can and will be used for all lawful purposes. | affirm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

- Save Signature

Submitting the Forms

Within a particular form number, all completed forms are submitted as a group, with a single click. In our
previous example, the unit needed to complete six Form 1s. Clicking the “Submit” button on the Form 1
area in the Accordion will result in the submission of all six Form 1s. It is important to note that
clicking the “Submit” button will submit all the forms in that group, regardless of whether the
forms have been completed.
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After ensuring that the proper number of forms have been marked “ready to submit” and contain the
electronic signature, you may submit the group of forms by clicking the button on the Accordion that says
“Click to submit completed form to DLGF.”

Form 1: Budget Estimate A

[ A Click to edit form ED Click to submit completed form to DLGF

t 1 of 72 ready to submit.

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

BB BB

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance A

This submits the group of forms. After clicking the button to submit the form, a confirmation box will
appear. Click “OK” to proceed.

A

Are you sure you want to submit
Est this form?

e of Miscellaneous Revenues
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Once you confirm your submission, the status bar will say “This form has been submitted” and the form

will receive a green check mark. No further action is required for that form.

,O Click to view form This form has heen submitted.

E 1 of 800 ready to submit.

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance for Appropriations and Tax Rates

Form 44: Budget Report

Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate A

Form 144: Salary Ordinance

& 1

Once you have submitted a set of forms, you will no longer be able to edit them. If you have submitted
forms accidentally or need to make a modification, you may contact the DLGF to unlock your forms.

Submitted forms will be available for the public via the Gateway website.
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Overview

While most budget data may be transmitted in a pure electronic format, two forms must be submitted in
hard copy form. In this context, a hard copy document need not be the original document, nor does it need
to be submitted in paper format. A hard copy document may be a scanned PDF or picture file or a
facsimile.

Form 3: Proof of Publication

The DLGF must review the proof of publication to certify a budget. The proof of publication must show
the newspaper clipping and publisher’s affidavit. These are only transmittable as hard copy documents.
Gateway can be used to generate the Form 3 to take to the publisher. As in the past, the DLGF will collect
the Form 3 itself in addition to the Proof of Publication. This year, the electronic Form 3 must be
submitted through Gateway as described in Chapter 12. The Proof of Publication must be submitted
separately as described in this chapter.

Form 4: Ordinance or Resolution

The official adoption ordinance or resolution must be signed in ink by the members of the fiscal body. Ink
signatures are only transmittable as hard copy documents. When signing, all members should also
indicate their votes in ink on the form. Gateway can be used to generate the Form 4 for the fiscal body to
sign. The electronic Form 4 must be submitted (without signatures or votes) through the Gateway as
described in Chapter 12. The Signed Ordinance must be submitted separately as described in this chapter.

Submitting the Hard Copy Documents

The preferred method of submitting hard copy documents is to upload a file (PDF or picture) to the
Gateway website. To access the screen to complete this upload, start from the Unit Main Menu. Click on
the link that says “Submit Proof of Publication and Signed Ordinance.”

Department of Local Government Finance Tasks

8 Customize Funds and Departments

view and edit lists of funds and departments
' View Forms, Enter and Edit Budgets

Yiew funds list, create or edit a fund. Link to Forms.
#@ Submit Proof of Publication and Signed Ordinance
View, upload and submit proof of publication to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2
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The next screen provides two separate upload areas, one for each document.

Submit Proof of Publication and Ordinance - 0000 Fulton County

Submit Publication

Enter a Description:
Select File to Upload'l Browse...
Publication Date 1:
Publication Date 2:
Load Publication

Submit Ordinance

Enter a Description: I—
Select File to Upload I Browse...
Ordinance Date: I—

Load Ordinance

Before you can complete this step, you must first create the file and save it somewhere on your computer.
The file will most often be created using a scanner to convert a paper document into a PDF file.

Proof of Publication

To submit the Proof of Publication, you will need to input some basic identifying information. First, you
will enter a description. This allows you to name the file submission. You may call it whatever you like,
but you are encouraged to provide a specific name, such as “Township Proof of Publication in
Indianapolis Star” instead of a generic name, such as “Upload #1.”

Submit Publication

‘Entera Description: ICD Proof of Pub in Times|

Select File to Upload:l Browse... |

Publication Date 1 |

Publication Date 2 |

Load Publication |

Page 118



The next step is to select the file to upload. Again, you must first create the file before uploading it. Click
the “Browse” button to access all the files saved on your computer. Navigate to the file’s location, and
select the file by either double-clicking on its name or clicking it once and hitting “Open.” The path name
to the file location will then display in the second box.

Submit Publication

Enter a Description: ]Co Proof of Pub in Times

q Select File to Upload: lC:\Documents and Setting  Browse... |

Publication Date 1: |

Publication Date 2: |

| Load Publication |

The final step is to select the publication date(s). Each unit must publish the Form 3 data two times. Some
publishers offer a single Proof of Publication for both publication dates, while others offer a separate
Proof for each publication date. Gateway permits you to select one publication date or two, depending on
the type of Proof you receive from the publisher.

Clicking on the date field will bring up a calendar. You may select the date from the calendar.
Alternatively, you may type the date directly into the field in the format MM/DD/YYYY.

Submit Publication

Enter a Description: |Co Proof of Pub in Times

Select File to Upload: IC:\Documents and Settinc  Browse... I

Publication Date 1|

4 June, 2011 >

FPublication Date 2: sy Mo Tu We Th Er 5a

Load Publicat/ | 29 | 30 | 31 1 2 3 4

5 6 7 8 9 10 11

Submit Ordinance
12 13 14 15 16 17 18

Enter a Description | 19 | 20 | 21 | 22 | 23 | 24 | 25

26 gzg 30 1 2
Select File to Uploz

3 4 5 6 7 8 9

Ordinance Date: I_ Today: June 29, 2011
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Once you have entered information into the fields, click “Load Publication.” A confirmation will appear
at the bottom of the screen detailing the information provided, the file name, and the date the upload was

completed.

Submit Publication
Publication Fife Upload Successful

Enter a Description: I
Select File to Upload:l Browse... I
Publication Date 1:|
Publication Date 2:|
Load Publication I

Submit Ordinance

Enter a Description: I—
Select File to Up|oad:| Browse... |
Ordinance Date: [-—

Load Ordinance |

Publication File Publication Publication Upload

Name Description Date
Demo Co Proof of Pub in

6-29-2011
Publication.pdf Times

Publication

Publication
Date 2

7-08-2011

Signed Ordinance

To submit the Signed Ordinance, you will need to input some basic identifying information. First, you
will enter a description. This allows you to name the file submission. You may call it whatever you like,
but you are encouraged to provide a specific name, such as “Council budget adoption ordinance” instead

of a generic name, such as “Upload #2.”

Submit Ordinance

‘Entera Description: [Council Ordinance]

Select File to Upload: |

Ordinance Date: |

Load Ordinance |

Publication File

Publication

Alarmna Nacsrin dime

Browse... |

Publication Upload

Nada

Publication

Nada 4
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The next step is to select the file to upload. This is done exactly the same way as described in the previous
section.

Submit Ordinance

Enter a Description: |Council Ordinance

‘Selectﬁleto up|gad;|C:\Documents and Setting  Browse... |

Ordinance Date:l

Load Ordinance I

Publication File Publication Publication Upload Publication

Name Descrintion Date Date 1

The final step is to select the ordinance date. Please indicate the date that the ordinance was adopted and
signed by the fiscal body. Clicking on the date field will bring up a calendar. You may select the date
from the calendar. Alternatively, you may type the date directly into the field in the format
MM/DD/YYYY.

Submit Ordinance

Enter a Description: ICounciI Ordinance

Select File to Upload: |C:\D0cuments and Settingmj

Ordinance Date:l

4 June, 2011 4

Load Ordinz
——— | 5u [ Mo | Tu |We | Th Fr | Sa

29 30 31 1 2 3 4

Publication iad  Publication Pul

Name 7| 8| 9|10 |11 Date 1 Dai
14 |15 | 16 | 17 | 18

7 6-29-2011 7-0

Publication. 21 22 | 23 24 25

28 29 30 1 2

Today: June 29, 2011

The Indiana Gatewayrorwo = provacsa arporarroreeardovernments to submit forms

to the Indiana Department of Local Government Finance and the State Board of Accounts. it is maintained by
B =3 i L

dloc 1ol

oo ot ot dloc 1og Banes L Iedicdl
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After the information is filled in, click “Load Ordinance.” A separate confirmation will be listed at the
bottom of the page.

[ COQO r oonCanon I

Submit Ordinance
Ordinance File Upload Successful

Enter a Description: l

SelectFile to Upload:] Browse... |

Ordinance Date:|

Load Ordinance |

Publication File Publication Publication Upload Publication Publication
Name Description Date Date 1 Date 2
Demo Co Proofof Pub in

Publication paf. Times 6-29-2011 6-29-2011 7-08-2011

Ordinance File Name Ordinance Description Ordinance Upload Date Ordinance Date

Demo Ordinance.pdf Council Ordinance 6-29-2011 6-14-2011
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Accessing the Certificate of Net Assessed Value

Select Unit

Once you log in, a list of units that have been assigned to your user account will appear. For the purpose
of completing the Certificate of Net Assessed Value, you must select the county unit.

G t INDIANA ;'
E An Information for Indiana Data Site

for government units

ﬁ Home j, About ’ Account Settings (2 Help 'j F.A.Q 6\) Logout

IMPORTANT. DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit

Select Unit from List

Currently Viewing Year: | 2012 j

Click a link below to select your unit.

Unit Type Unit County

Unit Name Link

Adams County County Adams
Fulton County County Fulton

hi Eulton

0000

0002 Lonn: To hi Io

Simply click on the name of the county unit to proceed to the Unit Main Screen.
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The Certificate of Net Assessed Value will appear on the Unit Main Menu screen under the “County
Specific Functions” area.

(Gateway

for government units

ﬁ Home |}, About Q Account Settings 2, Help j F.A.Q ﬁ, Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu

2012 Adams County - 0000 Adams County

Unit Main Menu - 0000 Adams County

Select from the options below to customize your unit's funds, departments, and/or publications.

Department of Local Government Finance Tasks Indiana State Board of Accounts Tasks

8 Customize Funds and Departments Manage Funds List

L L} J

View and edi lists of funds and departments. Wiew funds list, create or edit a fund

. View Forms, Enter and Edit Budgets

<

Viewy funds list, create or edit a fund. Link to Forms.

m Submit Proof of Publication and Signed Ordinance
Wiew, upload and submit proof of publication to DLGF.
Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

County Specific Functions

. Certificate of Net Assessed valuations

ACNAV is Ready to Fill Out
View, upload and submit certificate of Net A% to DLGF.
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Completing the Certificate of Net Assessed Value

The Certificate of Net Assessed Value is completed as a four-step process. Step 1 allows you to enter the
net assessed value data at the taxing district level. Steps 2-3 allow you to assign taxing districts to units,
enabling Gateway to compute unit-level net assessed value certifications. Step 4 permits you to
electronically sign the form.

Step 1: Enter Taxing District Data

In this step, you will enter net assessed value data by taxing district into a web-based “spreadsheet.” The
spreadsheet is contained within a scrollable panel. You may tab through the fields as with other

spreadsheet software (e.g., Microsoft Excel). Alternatively, the bars at the right and bottom of the screen
can be used to scroll through the form.

Step 1: Enter Taxing District Data
Certificate of Net Assessed Valuations

Step 2: Verify Units List

Col B
State Assigned
Delete Taxing District Code
002
A
A 002
A 004
A 005
A aoe
A 007
008

Col B:
District Name

SOUTH BLUE CREEK TOWNSHIP

NORTH FRENCH TOWNSHIP

SOUTH FRENCH TOWNSHIP

HARTFORD TOWNSHIP

JEFFERSON TOWNSHIP

KIRKLAND TOWNSHIP

NORTH MONROE TOWNSHIP
T

Col C:

Bank PP AV

$55

ss

$20

$50

Col D:
Net d

Col E:
Net d

Valuation Real
Estate

$458

$2354

S0

LS2

Valustion Business
Personal Property
Cnly

$45

$45645

s458

S0

S0

S8

Col F:

Minus Assessed
Value of TIF Real
Estate

S0

S0

Col. G:

Minus Assessed Values
TIF Business Personal
Property Only

Taxing District

] [Save] { Refresh Summary Totals
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As with other spreadsheet software, the column sizes can be altered by “dragging” the edges back and
forth. Further, the data may be sorted according to a particular column’s values by clicking on the label of
the column you wish to use as the sort parameter.

Step 2: Verify Units List
Step 1: Enter Taxing District Data
Certificate of Net Assessed\Valuations
Col B: ACol B: Col C: Col D: Col E: Col F: Col. G:
State Assign: District Name Bank PP AV Net Assessed Net Assessed Minus Assessed Minus Assessed
Delete Taxing District Code Valuation Real Valustion Business  Value of TIF Real TIF Business Pef
Estate Personal Property Estate Property Only
Only

A 010 BERNE CITY-MONROE TOWNSHIP S0 $482330792 $18584600 $2500110 $3084840 ~

A 018 BERNE CITY-WABASH TOWNSHIP S0 $51188051 $5054220 S0 0 l=

A 014 DECATUR CITY-ROOT TOWNSHIP S0 $108040084 $32247540 S0 S0 .

A 019 GENEVA TOWN S0 $31286182 $7409810 S0 S0

A 008 HARTFORD TOWNSHIP S50 $456 S0 $0 S0

A oog JEFFERSON TOWNSHIP S0 $2354 S0 S0 S0

X 007 KIRKLAND TOWNSHIP S0 ] S0 S0 S0

< i1 »
[ Add Taxing District ] [ Save ] I Refresh Summary Totals ]

As data are entered, they can be saved by clicking the “Save” button at the bottom of the panel. Data are
also saved when you hit the “Enter” key on the keyboard or when you move to a different row using the
mouse. You will know the data have been saved when a message appears above the save button that says
“Data Posted Successfully.”

K 007 RIRKLAND TOWNSHIE =0 S0 0 =0 =0
X o MONROE TOWN-MONROE TOWNSHIP S0 518144244 $1081500 S0 50
X 003 NORTH FRENCH TOWNSHIP se $2342323423423  $45645 $4584 s7 e
< 1 »
Data Posted Successfully
[ Add Taxing District ] [ Save ] [ Refresh Summary Totals ]

If a new taxing district is required, you may add one by clicking the “Add New Taxing District” button
located at the bottom left corner of the panel. The new row will appear at the end of the list, so you may
need to scroll to the bottom of the chart to view the blank row. The default taxing district code of “9999”
should be replaced with the appropriate code and a new name given. Data may then be entered in the
same manner as before. See the note on page 16 for other pertinent information about district creation.

~ T07 KIRRLCAND TOWNSHIF S0 S0 0 S0 =0
X o MONROE TOWN-MONROE TOWNSHIP S0 518144244 $1081500 so S0
X 003 NORTH FRENCH TOWNSHIP s9 $2242322423423  $45645 54564 s7 e
< m »
Data Posted Successfully
Add Taxing District ] [ SaveJ [ Refresh Summary Totals ]
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Underneath the panel, Gateway provides countywide totals of each column. To update the totals for data
that have been entered, first ensure the data have been saved. Then click the “Refresh Summary Totals”
button. Note that if the “Refresh Summary Totals” button is clicked before data are saved, the unsaved
data will be lost.

ray e TETT TS OIS pay p s p s pay pauy
X ooF KIRKLAMD TCWNEHIP F0 F0 30 F0 50
x o0s MORTH MONROE TCWWRSHIP 0 57 R 0 §0

Fl | 3
Add T Refresh Summary Totals

Summary Totals

Bank PP AW, $134.00

Met Assessed Yaluation Real Estate §2 342 562 3058 056.00
et Assessed Waluation Business Personal Property Only: $104 0632 814.00
Minus Assessed Value of TIF Real Estate: $2 504 577.00

Minus Aszessed Value of TIF Business Personal Property Only: 3,064 551.00
Adjusted Met Assessed Valuation §734 502 768.00

Met Assessed Valuation Homestead: $0.00

Assessed Value of TIF released: $0.00

Agsessed Value Changes for Annexations First Effect This Year $0.00

You may print this chart at any time by clicking the “Print” link at the top-left corner of the panel. This
will open a separate window that presents the data in printable format. The separate window is necessary
because browser-based printing (printing the screen as you see it) will not capture all the data in the table.
(This is the equivalent of a “printer-friendly version” available on other web pages.)

(Gateway

for government units

ﬁHome 1, About <“Account Settings (2, Help @Logout Local Govermenote ?l’r:l';(;t;tcoef

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

-

CERTIFICATE OF NET ASSESSED VALUATIONS
TO THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE

ctUnit = [lanage Unit = Certificate of Net Assessed Valuation - Enter Taxing District Data
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Once you have completed all the actions described above, Step 1 is complete and you may navigate to

Step 2 using the link at the top-right corner of the panel.

Step 1: Enter Taxing District Data
Certificate of Net Assessed Valuations

-Ste 2: Verify Units List

Col B: Col B: Col C: Col D: Col F: Col. G:
State Assigned District Name Bank PP AV Net d Minus Assessed Minus Assessed Valueg
Delete Taxing District Code Valuation Real Valustion Business  Value of TIF Real TIF Business Personal
Estate Personal Property Estate Property Only
X 002 SOUTH BLUE CREEK TOWNSHIP S55 $2200 $202 s34 o

Step 2: Verify Unit List

This task is straightforward. The screen will present a list of units based on the most recently-issued
budget order. (Note: Cross-county units will be listed in each of the counties in which the unit has
assessed value.) As with Step 1, you may scroll through the list using the scroll bar on the right.

Step1:Taxing Districts | Step3:Link Taxing Districts

m

>

CERTIFICATE OF NET ASSESSED VALUATIONS
TO THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE
Step 2: Verify Unit List
Certificate of Net Assessed Valuations
Delete Unit Code Unit Type Unit Name
A uuZs School NOR I H ADAMS COMMUNI 1Y STHOOL CORF
X 0025 School SOUTH ADAMS SCHOOL CORPORATION
X 0304 Library ADAMS PUBLIC LIBRARY SYSTEM
X 0407 City/Town DECATUR CIVIL CITY
X 0452 City/Town BERNE CIVIL CITY
b S 0520 City/Town GENEVA CIVIL TOWN
A 0521 City/Town MONROE CIVIL TOWN
X 1011 Special ADAMS COUNTY SOLID WASTE MANAGEMENT
A 9999 & Plesse Enter a Unit Name
Add Unit || Save

If the unit list is current and correct, you may proceed to Step 3 using the link at the top-right of the panel.

Print

CERTIFICATE OF NET ASSESSED VALUATIONS
TO THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE

Step 2: Verify Unit List
Certificate of Net Assessed Valuations

&‘Steg&unk Taxing Districts

Delete Unit Code Unit Type Unit Name

A uuZs Scheol NOR I H ADAMS COMMUNI 1Y SCHOUL CORF

Page 129




If the unit list is not current and correct, you will need to update the unit list by either adding a unit or
deleting a unit. To add a unit, click the “Add Unit” button at the bottom of the panel. Note that the blank
row will appear at the bottom of the list. The default unit code of “9999” should be replaced with the
appropriate unit code, and the appropriate unit name given. See the note on page 16 for other pertinent
information about unit creation.

X 0452 City/Town BERNE CIVIL CITY

X 0520 City/Town GENEVA CIVIL TOWN

X 0521 City/Town MONROE CIVIL TOWN

X 1011 Special ADAMS COUNTY SOLID WASTE MANAGEMENT 3
b 9999 " Please Enter a Unit Name ‘ b

Add Unit || Save

If a unit needs to be deleted, click on the red “x” next to the unit, and click “ok” when asked to confirm.

X 0452 City/Town BERNE CIVIL CITY

X 0520 City/Town GENEVA CIVIL TOWN

b 0521 City/Town MONROE CIVIL TOWN

X 1011 Special ADAMS COUNTY SOLID WASTE MANAGEMENT 3

b 9999 3 Please Enter a Unit Name ‘ b
Add Unit || Save

You may print this page at any time by clicking the “Print” link at the top-left corner of the panel. This
will open a separate window that presents the data in printable format. The separate window is necessary
because browser-based printing (printing the screen as you see it) will not capture all the data in the table.

Gateway

for government units

Department of
ﬁ Home (j, About ﬁ Account Settings 7, Help @ Logout Local Govermente ?nna‘e':coe

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

CERTIFICATE OF NET ASSESSED VALUATIONS
TO THE DEPARTMENT OF LOCAL GOVERNMENT FINANCE
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Step 3: Match Districts to Units

This step allows you to link the appropriate taxing districts to each taxing unit.

Example: Gateway County has five taxing districts (001-005). Alpha Township imposes its tax rate on
districts 001, 002, and 003. Beta Township imposes its rate on districts 004 and 005. The user would
assign districts 001, 002, and 003 to Alpha Township and districts 004 and 005 to Beta Township.

The screen will present the combinations based on the most recently-issued budget order. Gateway will
compute a unit-level Net Assessed Value for each unit by subtotaling the data entered in Step 1 according
to the unit-district relationships specified in this step.

Adams

Adams

Adams

Adams

Adams

Step 3: Match Districts to Units
Certificate of Net Assessed Valuations

County Unit

BLUE CREEK TOWNSHIP

FRENCH TOWNSHIP

HARTFORD TOWNSHIP

JEFFERSON TOWNSHIP

KIRKLAND TOWNSHIP

Districts

NORTH MONROE TOWNSHIP

SOUTH MONROE TOWNSHIP

HARTFORD TOWNSHIP

JEFFERSON TOWNSHIP

KIRKLAND TOWNSHIP

Total NAV

Total: $0

Total: $0

Total: $0

Total: $0
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The scroll bars in each box may be used to scroll through the list for units with many associated districts.

s Edit g
County Unit Rt Districts Total NAV
Districts
NORTH MONROE TOWNSHIP
SOUTH MONROE TOWNSHIP
Adams  BLUE CREEK TOWNSHIP P Total: $ 25,931,711

Adams FRENCH TOWNSHIP 4 -1 - Total: $0

HARTFORD TOWNSHIP

Adams HARTFORD TOWNSHIP 4 -;' Total: $0

JEFFERSON TOWNSHIP

Adams  JEFFERSON TOWNSHIP P Total: $ 0

KIRKLAND TOWNSHIP

Adams  KIRKLAND TOWNSHIP A Total: $ 0

If all the data on the screen are correct, you may proceed to Step 4 using the link at the top-right of the
panel.

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
S Jnit = Manage Unit = Certificate of Net Assessed Valuation - District Selection

[ Click Here to Print This Form J Ste Step 4: Sign the Certificate

Step 3: Match Districts to Units
Certificate of Net Assessed Valuations

Edit
County Unit Gl Districts Total NAV
Districts

NORTH MONROE TOWNSHIP
SOUTH MONROE TOWNSHIP

If a unit needs to be updated or corrected, click on the “Edit Districts” icon to the left of the district list.

s Edit 250
County Unit B Districts Total NAV
Districts
NORTH MONROE TOWNSHIP -
SOUTH MONROE TOWNSHIP
Adams  BLUE CREEK TOWNSHIP P Total: $ 25,931,711
Adams  FRENCH TOWNSHIP P Total: $ 0
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This will bring up a list of all possible taxing districts. Check the districts that need to be added and
uncheck those that should be removed. Then click “update record.” The unit-level Net Assessed Value
will recalculate automatically.

o. igatchn DISUICTS 10 UNILS
i1 unit Districts By County

Selected County. Adams
uni

Selected Unit: BLUE CREEK TOWNSHIP
Available Districts:

S Al .A: = 3
["| 002-50UTH BLUE CREEK || 006-JEFFERSON ["] 010-BERNE CITY-MONROE [ 014-DECATUR CITY-ROOT || 018-BERNE CITY-WABASH
TOWNSHIP TOWNSHIP TOWNSHIP TOWNSHIP TOWNSHIP
[~ 003-MORTH FRENCH [ 007-KIRKLAND [~ 011-14ONROE TOWN- [ o15-5T. MARYS Pl ey ons
TOWNSHIP TOWNSHIP MONROE TOWNSHIP TOWNSHIP =
Em: 7] opa.. 7 e o [~
L one /] 008-NORTH MONROE [l 012-PREBLE TOWNSHIP [" o16-union TownsHIP L0 SO0 CIRASEUNOTON
TOWNSHIP TOWNSHIP TOWNSHIP
I 7! = = [~ 0214
"] 005-HARTFORD (V] 003-50UTH MONROE T To¥e ROOT NS LD [ o17-waBASH TowNSHIP || 021-NORTH WASHINGTON
TOWNSHIP TOWNSHIP TOWNSHIP

‘ T

Once all data are current and correct, you may proceed to Step 4 as described on the previous page.
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Step 4: Sign the Form

This final step allows you to provide an electronic signature for the form, provided you are the user with
submission rights (the County Auditor). You will enter your name, title, date, and a confidential PIN
code. This PIN code will be provided to you by the DLGF, and will be sent only to the official with
submission rights. The PIN should be kept confidential. Once you have entered the information, please
click the “Save Signature” button to complete the electronic signature.

NAME:

TITLE:

- SIGNATURE/PIN:

DATE:

| hereby acknowlzdge that the submission of this document through the Gateway pass:

here nstity val of the submitted docume

Same purposes ulkd my handwritten signature in the s
=d for all lawful purposes. | 3ffirm that | have the real and apy

-

Submitting the Certificate of Net Assessed Value

Once you have completed all four steps and confirmed that the information is correct, click the “Ready to
Submit” button.

Ready to Submit

This Form will still be editable. The ‘Ready to Submit option allows a form to be setvisibly complete throughout the application. Only Submitting the form to DLGF
will turn off the editing function of the form.

Once this button is clicked, the submission option will appear.

R

Simply click on this link and the form will be submitted.
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You will see confirmation of the submission on the “Manage Unit” screen as well.

County Specific Functions

. Certificate of Net Assessed Valuations

MlcNav Has Been Submitted
View, upload and submit certificate of Net AV to DLGF.

Important Note about District and Unit Changes

If you need to add or delete a taxing unit or a taxing district within your county, you may do so within
Gateway for the purpose of certifying net assessed values. However, for these changes to be recognized
by the DLGF for the purpose of budget review and certification, the Auditor must notify the DLGF of the

changes.
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Printing the Forms

The DLGF strongly recommends that you retain a copy of the forms that have been submitted. Forms can
be printed directly from Gateway. When you are in the form, there is a button that appears both at the top
of the page that says “Click Here to Print This Form” or “Print or View the Full Form in PDF Format.”
You can print the forms on paper, or you can print them to a PDF or picture file and save them

electronically.

e W s ¥V YV e i : = " =
for government units An Information for Indiana Data Site

ﬁ Home (j, About “ Account Settings (2, Help @ ) Logout LO C al G overm enl%e ?I’rt‘ﬂa'lerf‘llctg

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Unit Main Menu > Budget Form Menu = Select Fund = Select Department » Form 1

—)

Prescribed by Department of Local Government Finance
Approved by State Board of Accounts

2012 Fulton County - 0000 Fulton County 0101 General 0002 County Auditor

Click Here to Print This Form

Budget Form No. 1 (Rev. 2002)

BUDGET ESTIMATE FOR

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit » Unit Main Menu > Budget Form Menu = Form 4A

2012 Fulton County - 0000 Fulton County

Print or View the Full Form in PDF Format

Select Fund:

[0101 - GENERAL =~
Select Department:

|DDD1 CLERK OF CIRCUIT COURT (COUNTY CLERK) =l

DEPARTMENT: 0001 CLERK OF CIRCUIT COURT (COUNTY CLERK)
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Mozilla Firefox
In order for the forms to print properly from your browser, the print settings may need to be adjusted.

Go to File > Print Preview > Page Setup.

In the Format & Options tab, you can change the format between Portrait and Landscape. You can also
change the scale of the document to fit on one page. For instance, Form 4B prints on 2 pages by default. If
you shrink the scale to approximately 60 percent, it will print on one page. Finally, check the “Print
Background” box if you would like line items that are not used to display as grey boxes when printing.

Page Setup X|

Format & Options l Margins & Header/Footer I

—Format
Orientation: (% ‘j Portrait P |Landscape

Scale: |60 % [ Shrink to fit Page Width

~Options
IV Print Background (colors & images)

| oK I Cancel
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The Margins & Header/Footer tab allows you to choose what information you would like displayed on
the print-out. You have the option to display date, time, number of pages, and URL if preferred.
Otherwise, ensure that all drop-down boxes read as (--blank--). You may also adjust the margins to
prevent data from being cut off on the right side of the page. However, this problem should be remedied

by the Scale option in the Format & Options tab.

~Margins (inches)

Page Setup ]

Form‘ Margins & Header/Footer I

X|

Bottom: | 0.5

~Headers & Footers

Left:

~blank--  ¥| |--blank--

| |-blank--

Center: Right:

E

~blank- ¥ |--blank--

x| |--blank--

E

o« |

Cancel l
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Internet Explorer

The interface looks a little bit different, but the process is similar.

Go to File > Print Preview. Click on the Page Setup icon found in the toolbar across the top of the page to
bring up the dialogue box.

3 Print Preview

>3 | e A ngeh_ofS = W |@@|?5% jlﬂe!p'QIose

Budget Forra 1 - Budget Estimate Page l of 5

mPaper——— 1 | pezccasc---q
Size:
|Letter 3
Source:
| Auto Select d| |

~Headers and Footers
Header
Footer
||
—Orientation —Maragins {inches)
% Portrait Left: l 0.75 Right:  |0.75
o Landscape Top: I 0.75 Bottom: I 0.75

| OK I Cancel | Printer... |

Page 140



Safari

Again, the interface looks a little bit different, but the process is similar.

Click the icon to display a menu for the current page.

S 8https:/Jgatewaytest.iﬁonlihaDrngorm_rlr.fa’sp}g’ 8 ¢ Q- Google M

| <
m Apple  Yahoo! Google Maps  YouTube  Wikipedia Mews{10) v Popular v
M

Go to Print > Properties:

anw Fr 2 4 L L ATt S T

~ Printer
Name: |\\IOTPHNPU1PW\DLGF-DPS~ Propertes..._|

Status:  Ready

Type: HP Laseret 4050 Series PCL 5e

Where:  DLGF/Indianapolis/100 N Senate Ave N1058B
Comment: HP LaserJet 4000 Series

~ Print range Copies

Al Number of copies: 1 - "

" Pages from: |1 to: |1 |

£ Selection @ ™ Collate "
I 0K I Cancel

71X

&% DLGF-OPS on IOTPRNPO1PW Propetties

Finishing | Effeclsl Paper I Basicsl

Print Task Quick Sets
{ Default Print Settings Save | Delete I
H:
H]
8.5 by 11 inches
B Document Options———————— Print Quality
m Pages per Sheet ' Best Quaity E
I” Print Page Bord L
fint Fage Borders B
= " Custom Details...
Fage Urder, —l
Right, then Dow v
I ot e Do —l [ EconoMode [Save Toner)
(D |
1 { {
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Getting Ready
The Basics

Gateway allows certain information to be populated through the upload of flat files. A flat file is a data
file that presents “raw” data according to a set of specifications. If a properly formatted file is uploaded
through an area of Gateway, the data will be transferred directly into the database. This method of
entering information into Gateway is optional, and expected to be used most by units with existing
financial software or consultants.

The flat file option can be used to complete the entire unit customization process, including the Fund List,
Department List, and Fund-Department Links List. For more about unit customization, please see Chapter
X: Customizing Your Unit. Additionally, the full content of Budget Forms 1 and 2 (except the electronic
signature) can be completed through the upload process.

Important Details

There are five files that may be uploaded. Each uploads independently from the others. Therefore, you
may use the upload option for one thing (such as the fund list), for all five (all three lists, Form 1, and
Form 2), or any combination of these. Whatever information is not uploaded must be entered directly into
the Gateway.

In order to upload or enter Budget Forms 1 and 2, the unit customization must be complete. This can be
done through flat file upload or through the Gateway website directly. In order to ensure that all Form 1
and 2 data are loaded successfully, it is imperative that the unit customization be consistent with the funds
and departments that are included in the flat file for Forms 1 and 2. For example, if the Form 1 upload flat
file contains line items of data for the Rainy Day Fund, and the Rainy Day Fund was not included in the
unit’s fund list in Gateway, the data will not load properly.

Files may be uploaded at any time, and the same file type may be uploaded more than once. Any time a
file is uploaded, it will overwrite any data entered into the Gateway, whether it was entered directly
or by a previous file upload. Therefore, extreme caution should be taken when uploading files multiple
times or uploading a file after data has already been entered directly.

Unit lists and Budget Forms that were populated by direct upload may be later edited directly through the
Gateway website in the “Customize Unit” and “Enter/Edit Budgets” links.
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Using the Flat File Upload

Obtaining the Flat File

The first step to populating Gateway through this option is to complete the forms in a separate software
(most likely your internal software) and then export the information into the flat file format. Many
financial software vendors have upgraded the software to produce this flat file. The flat file can also be
generated out of other types of programs, such as Microsoft Excel. If you have questions about generating
a flat file, please contact your software vendor or your office IT staff.

Accessing the Flat File Upload Option

Under the Unit Main Menu, click on the option that says “Optional Flat File Upload.”

Department of Local Government Finance Tasks

B Customize Funds and Departments
LA R J

view and edit lists of funds and departments.
. View Forms, Enter and Edit Budgets

" g
Wiew funds list, create or edit a fund. Link to Forms.

7\@ Submit Proof of Publication and Signed Ordinance

View, upload and subimit proof of publication to DLGF.

-' Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2
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Uploading the Flat File

The first step in uploading a file is to select the file type. As discussed, you may upload the fund list
(filename=FUNDS), the department list (filename=DEPTS), the links between departments and funds
(filename=FUNDDEPT), the Form 1 data (filename=FORM1), and the Form 2 data (filename=FORM?2).

FUNDS
DEPTS

Using the drop-down menu at the top of the page, select the type of file you are uploading.

ﬁ Home (], About Q Account Settings 2, Help @ Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu = Forms Upload

2012 Fulton County - 0000 Fulton County

Please note: uploading a file will overwrite information previously uploaded or entered directly into the Gateway website.

lSeIect afile type 'I

Select a file type

Browse

FUNDDEPT
FORM1
FORM2
FORM4B

AloadDate StatusMessage  Year

FUNDS
DEPTS
FUNDDEPT
FORML
FORM2
FORMA4B

T

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Select Unit = Unit Main Menu = Forms Upload

2012 Fulton County- 0000 Fulton County

Please note: uploading a file will overwrite information previously uploaded or entered directly into the Gateway website.

IFUNDS 'l

Browse

Upload File

FileType UploadDate
FUNDS

DEPTS

FUNDDEPT

FORML

StatusMessage  Year

FORM2
FORMA4B

The next step is to select the file you would like to upload. Click the “Browse” button to access all the
files saved on your computer.
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Navigate to the file’s location, and select the file by either double-clicking on its name or clicking it once
and hitting “Open.”

Finally, click “Upload File.”

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!

Select Unit = Unit Main Menu = Forms Upload

2012 Fulton County - 0000 Fulton County

Please note: uploading a file will overwrite information previously uploaded or entered directly into the Gateway website.

|FUNDS 'l
FUNDS (demoj.xls

- Upload File_|

FileType UploadDate StatushMessage  Year

FUNDS
DEPTS
FUNDDEPT
FORML
FORM2
FORMA4B

The status box at the bottom of the screen will display the upload date, as well as a status message. The
status message will indicate when the file has been processed, and whether it has been accepted or
rejected by the Gateway. If the file is rejected, it is most likely due to improper formatting of the file or
errors in the unit’s basic identifying information.

Verifying the Accuracy of Uploaded Data

While the upload option allows for an automatic population of data into the Gateway, it is imperative that
the uploaded data be checked for accuracy. In order to do this, simply navigate to the budget forms
through the website. The uploaded data will display in the same way as data that are entered directly.
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What is the purpose of Gateway?

The goal of this project is to make local government financial data accessible and understandable
for taxpayers. We can greatly enhance the way this information is presented to the public by
collecting the data online. Collecting and storing data electronically will allow for taxpayer-
friendly reports, statewide comparisons, online searchable data, and more. Taxpayers will have
innovative research tools at their disposal to truly understand the services their local
governments provide and the cost of providing them.

A secondary benefit is that taxpayer money will be saved by eliminating the cost of printing,
transporting, storing, and photocopying paper documents.

Is this mandatory?

Yes. IC 5-14-3.8 permits the DLGF to require forms to be submitted in electronic format. Under
this authority, the DLGF is requiring all budget forms for non-school units to be submitted
through the Gateway website beginning with Pay 2012 budgets. Schools will be required to
submit their budgets online beginning with Pay 2013 budgets.

What if | do not submit through Gateway?

The DLGF will only recognize submission of documents through Gateway. Just as with paper
forms, if a unit fails to submit forms as prescribed by the DLGF, the unit will face consequences
up to and including denial of the proposed budget and reversion to last year’s budget and levy.

How do | obtain a login ID?

The unit official should notify the DLGF of its email address, name and title of the official, and
unit/county name. The DLGF will then process the account and send an email to the unit with
their login details.

Can each of my staff have a login or do we all need to share?

All users of Gateway should obtain their own login account. A unit will have one user with full
submission rights. This will be the county auditor for county units, the clerk-treasurer or
controller for cities and towns, the trustee for townships, and the library or board director for
other unit types. This user may designate any number of additional accounts with “Edit” rights or
“Read-Only” rights. These accounts will likely be used by office staff, consultants and vendors,
and board members. More details are available on our website in our May 20, 2011 memo
entitled “User Accounts in the Indiana Gateway for Government Units.”

How many users can receive edit or read-only rights per unit?

A unit may designate as many edit and read-only users at it wishes.
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Is the website easy to use?

Many users of the program agree that it is easy to use and easy to learn. The DLGF and the
development team at Indiana Business Research Center built the Gateway website with the user
in mind. The system is designed to be intuitive for the user, as well as being flexible enough to
accommodate various user preferences. We have included a number of “shortcuts” for users
(such as allowing the Form 4a to be automatically generated from the Form 1s) as well as
“assistance tools” (such as a Form 4b calculator). The DLGF has received feedback from users
during the Pilot Program and during the training sessions, and all of that feedback is helping to
shape the resulting website.

How have you notified local officials of this new requirement?

The DLGF has been communicating information about the Gateway system since February 1,
2011 through our listservs (on a weekly basis) and through direct outreach to associations. We
have been presenting information about Gateway at conferences and other events since 2009, and
held a pilot program during Fall 2009. We have placed articles in newsletters of various
associations and spoken with association leaders and financial advisors about partnering with the
DLGF to notify local units of government about Gateway. We have notified each unit without an
email address on file via U.S. mail about the website and the need to notify us of their email
address. We have dedicated a page of our website to the Gateway, and posted numerous training
documents and calendars in that central location. This information can all be found at
http://www.in.gov/dlgf/8918.htm.

How do | get training?

For a list of all training opportunities, please visit http://www.in.gov/dlgf/8944.htm. This
calendar is updated as training opportunities are scheduled. In addition, numerous local officials
have volunteered to be “on-call” to field Gateway questions.

Will you still do budget workshops?

Yes. Budget workshops will be held as in the past. You should bring the same information that
you traditionally bring. At the conclusion of workshops, the field representative will print only
the Form 3 (for the newspaper) and the county nonbinding worksheet. With the unit’s consent,
Forms 2 and 4b will be uploaded into Gateway for the unit. Officials will need to independently
enter the published amounts on Forms 1 and 4a in Gateway, complete the adopted amounts on
Forms 1, 4a, and 4b, and then submit the forms through Gateway. This can all be done after
workshops.

Do you have to fill out forms in Gateway before budget workshops?
No. However, if you have already started working on the forms, your budget workshop may be

more productive. Please see the materials e-mailed or mailed to you regarding the budget
workshops.
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How much will Gateway cost local units to implement?

The DLGF places top priority on the ability of local units to save taxpayers money. Therefore, as
we work toward the transition to electronic reporting, we have built in a number of options to
ensure that electronic reporting can be done with existing resources. First, for those units that
already utilize financial software, the Gateway website will accept a direct upload of that data
from those software programs, eliminating the need to “fill out” the forms altogether. The upload
options eliminate any need for data entry and will require far less time than filling out and
transporting paper forms. Second, for those units that currently utilize a financial consultant or
vendor, these third parties may be given access to the Gateway to edit the forms, therefore
allowing the third party to assist with electronic filing under the existing contract with the

unit. Third, officials that do not have a computer or public internet access have several free
options to gain internet access. The DLGF has designed the program as a web-based reporting
tool; this means that there is no software to install and the forms can be completed on any
computer, including public access computers. We have secured agreements from Indiana
University and lvy Tech that local officials may utilize computer labs at any of their campuses
while filling out budget forms, free of charge. Finally, we have coordinated with the State
Library Association, which is designating at least one library in each county as a Gateway help
center. Local officials may use public access computer terminals and receive training and
assistance on the website, all free of charge.

Why do I not see school forms on the Gateway?

School forms will be available on Gateway for the 2013 budget year. For 2012, schools should
submit their budget forms as in the past. Schools integration is coming later because there are
more forms involved with their budget submission process.

How does Gateway relate to the new SBOA Chart of Accounts?

In Gateway, you will select from a list of pre-populated fund names and numbers. You will be
required to use the DLGF fund codes for submission through Gateway. State Board of Accounts
(“SBOA”) is updating the chart of accounts one unit type at a time. The new county chart will be
effective January 1, 2012. As each unit type’s new chart becomes effective, the DLGF will take
the steps necessary to ensure that the standard fund lists in our side of the Gateway matches the
new chart of accounts. During this transition period, the Gateway will permit different fund
numbers for DLGF and SBOA sides, with an eventual outcome of a unified code list after the
transition.
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How will Gateway change the nonbinding review process?

The DLGF is prescribing the same summary form as in past years. The form for Pay 2012 will
be available on our website at http://www.in.gov/dlgf/6800.htm when the average growth
quotient information is available in early summer.

As in past years, this can be submitted to the county as a printout, or as an email attachment. For
any additional supporting documentation, such as copies of proposed budget forms, it is at the
discretion of the county to determine what documentation it requires and what format it
prescribes. One new option for the format would be for the county to rely upon read-only access
to other unit forms within the Gateway system. For more, please see the DLGF’s April 26, 2011
memo entitled, “Binding and Non-Binding Review of Budgets and Document Submission with
Gateway for Pay 2012.”

Does the county auditor still need to collect two copies of the budget forms?

It is at the discretion of the county to make this determination. Traditionally, the county auditor
collected two sets of forms to ensure that the county could retain one set of forms and give one
set of forms to the DLGF. The DLGF no longer needs copies of most budget forms. (Only the
Form 3-Proof of Publication and the Form 4-Signed Ordinance must still be submitted as hard
copies.) Therefore, the county no longer needs to collect a copy to transmit to the DLGF. Each
county must make the determination of how it intends to retain copies for its own purposes.
Since budget data submitted through Gateway will be viewable to the public online, the county
may determine that it no longer needs to collect paper copies of the budget forms. For more,
please see the DLGF’s April 26, 2011 memo entitled, “Binding and Non-Binding Review of
Budgets and Document Submission with Gateway for Pay 2012.”

Within Gateway, will customization carry through to future years?

Yes. Budget figures themselves will start fresh each year, but the addition of line items labels,
home-ruled funds, and other customizations will carry forward to future years after 2012.

Can you undo the “ready to submit” button once it is clicked in Gateway?
The “Ready to Submit” button may only be clicked one time. After the button is clicked, the

forms will still be editable, but the door to submit to the DLGF will remain open until the form is
submitted.
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In the Gateway customization, what do | do if my unit or a certain fund does
not have departments?

The default setting in Gateway will be “0000-No Department” in each unit’s department list.
Departmentalized forms require a selection of a department before the form is accessible. Unit or
funds without departments should be associated with the “0000- No Department” selection. A
good rule of thumb to ask is, “How many Form 1s did I file last year?” If the answer is more than
one, your unit of government likely has Departments. If you filed only one Form 1 last year, your
unit likely is non-departmentalized, and you will want to use the “0000-No Department” default
setting.

What are the password requirements?

Passwords must be at least seven characters long. They are case-sensitive.

My password will not work and the “forgot password” function will not
recognize my user name. | have been in the system before. What happened?

Any user that incorrectly enters a password five times will be locked out of the system and will
need to contact the DLGF to get unlocked.

How long can | be inactive before being timed out of the system?

You can be inactive in Gateway for 30 minutes before the system will time-out your account.

The forms are printing in a way that seems strange to me. Do | need to do
something different?

Some of the Gateway forms contain a link to generate a printable version of the form. This is the
case with Forms 3, 4, 4a, 4b, 144, and the Certificate of Net Assessed Value. Forms 1 and 2 must
be printed directly from the internet using the internet browser itself (e.g., Internet Explorer,
Firefox, Safari). Therefore, if the printout is not satisfactory, changes should be made to the
browser’s print settings to correct the problem. For information on printing the form, see Chapter
15: Printing Guide.

Who should I contact with additional questions?

To obtain a login account, please contact gateway@dIlgf.in.gov. General questions about
Gateway navigation or the budget process with Gateway may be directed to Deputy
Commissioner Sarah Ancel (sancel@dlgf.in.gov, 317.234.4376) and Chief of Staff / Director of
Communications Mary Jane Michalak (mmichalak@dlgf.in.gov, 317.232.3785). A list of other
resources and on-call trainers is available at http://www.in.gov/dlgf/8918.htm. Please contact
your DLGF Budget Field Representatives only with financial questions related to the budget, as
the DLGF Field Representatives will be focused on budget review and processing.
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Why won’t the website load on my computer?

This can result from a number of different factors. To identify the problem, first open a second
browser and visit a different website (try http://google.com). If the second website will not load,
then the problem is most likely with your own internet connection or network. Contact your
internet provider to resolve the issue.

If the second website displays properly, then try retyping the website into your browser. The
website is https://gateway.ifionline.org/login.aspx.

On occasion, Gateway may be temporarily unavailable. Whenever this occurs, an e-mail will be
sent to all users. Check your e-mail for any alerts that the website is unavailable. You will also
be e-mailed when website availability returns.

If no such alerts have been sent and the website still will not appear on your screen, please
contact our Gateway helpline via e-mail at gateway@dlgf.in.gov.

Why is the website is running slowly on my computer?

This can result from a number of different factors. To identify the problem, first open a second
browser and visit a different website (try http://google.com). If the second website runs slowly,
then the problem is most likely with your own internet connection or network. Contact your
internet provider to resolve the issue.

If the second website runs at the normal speed, then the issue is most likely a high use volume of
the Gateway. Peak usage will likely occur as the submission deadline approaches. The best way
to avoid this problem is to submit the budget forms in advance of the November 1 deadline.
However, peak usage times can also be avoided by completing the work outside of typical
business hours (such as early in the morning or in the evening).

Website speed can also be improved by utilizing a faster internet connection. Since the forms are
web-based, they can be completed at any computer with internet access.

What do | do if | forget my username?

Your username is simply your e-mail address (for example, auditor@county.gov or
johndoe@yahoo.com). If you have multiple e-mail addresses and are unsure which one serves as
your username, the most likely address is the same one at which you receive correspondence and
memoranda from the DLGF. If this one does not work, you may continue trying different e-mail
addresses until you find the correct one.

If you have never logged in before and your e-mail address does not log you in, it is possible that
you have not yet been added as a user on the system. You may contact the Gateway helpline
(cateway@dlgf.in.gov) to request to be added to the system.
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If you have logged in before and your e-mail address does not log you in now, please contact the
Gateway helpline (gateway@dlgf.in.gov) for further assistance.

What do | do if | forgot my password?

Passwords may be reset automatically through Gateway. On the login screen, click “Forgot your
Password?”

Gateway

for government units An Information for Indiana Data Site

The Indiana Gateway for Government Units provides a central commons for local units to submit their
financial forms to the State of Indiana.

Authorized Personnel Login

User Name: l

Password: I

*after S failed attempts, account will be locked

Log In I
-Forgot your password?

Mare information is available on the DLGF web page with tutorials and forms.
Contact information: DLGF@ 317-232-3775 or email gateway@dlaf.in.gov.

The Indiana Gateway for Government Units provides a central portal for local governmerts to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by e DLGF Uy'onnatzon—ﬁr
the Indiana Business Research Center as part of the Information for Indiana Intitive. (gateway@dlafin.gov) IN DI AN A

You will need to enter your username (which is your e-mail address). If you have entered the
incorrect username, the website will give you a message that says “We were unable to access
your information. Please try again.” For information about forgotten usernames, see the previous
section.

If you enter the correct username, a new password will be sent to your e-mail address. If you do
not receive an e-mail, check your spam or junk mail folder to ensure that the e-mail was not
diverted there. Once you receive the temporary password, return to the login screen and log in
using that password.
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Upon gaining access, immediately change your password by going to “Account Settings” and
clicking the “Change Password” link.

for government units

ﬁ Hon & AccountSettings 2, Help i F.AQ (2) Logout

IMPORTANT: DO NOT USE BACK BUTTON. Use navigation links below or you might lose your data!
Account Settings

Username astanley@dlgf.in.gov

E-mail: W
First Name: [—
Last Name: [7
Address 1st: [—
Address 2nd: [7
City: [—
State: Indiana v
Zip: [7
Phone: li

Fax: l
‘Imnqe Password

Update ] Cancel l

You may want to write down the password for future reference.

What numbers am | supposed to be putting in the forms?

The DLGF has a budget manual for units that give detailed instructions about the content of the
forms. This can be accessed from our Budget Forms and Information page at
http://www.in.gov/dIgf/8945.htm.

For additional assistance, you may contact any of the following:
¢ Your financial consultant (if you have one)

e Your association (for example, Association of Indiana Counties or Indiana Association of
Cities and Towns)

e Your DLGF Budget Field Representative. To find your representative and his or her
contact information, visit
www.in.gov/dlgf/files/Budget Field Staff Assignments and Numbers.pdf.
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When | log in, why is there no unit for me to select?

If your unit is a school, the forms will not be available on the Gateway website until the 2013
budget year. You should submit your budget paperwork as you have for past years for the 2012
budget year.

If your unit is not a school, then our staff can assign your unit to your username within the
system. You may need to complete the “Limited Delegation of Authority for Gateway” form,
available at http://www.in.gov/dlgf/files/Limited Delegation_of Authority for Gateway.pdf.
Please contact gateway@dlgf.in.gov for assistance.

Why can’t I edit a form?

To edit a form, you must have “Edit” rights for your username. If you are able to access a form,
but you are unable to edit items, you will need to complete the “Limited Delegation of Authority
for Gateway” form, available at

http://www.in.gov/dlgf/files/Limited Delegation_of Authority for Gateway.pdf. Please contact
gateway@dlgf.in.gov for assistance.
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