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Gateway 100R and Annual
Financial Report (AFR)

2014 Overview and Update

Indiana Gateway for Government Units
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Indiana Gateway for Government Units

¢ Gateway Home Screen
— Applications are available for multiple agencies.

Welcome to the Indiana Gateway for Government Units
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

¢ PeriC5-11-13
— Must be filed with the State Examiner.

— DLGF may not approve the budget of a unit until it
is filed.

— Must be filed electronically via the State Gateway.
— Due January 31 each year.
— Must indicate whether the unit offers a health

plan, a pension, and other benefits to full-time
and part-time employees.

Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

100R Unit Questions
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

* Who to Report

— Report ALL people employed by the unit for the
previous year. This includes part time, temporary,
and seasonal employees. If a W2 is issued, that
person should be listed on the Gateway 100R. IRS
Publication 15 has guidelines for determining if
someone is an employee or a contractor. Elected
officials including board members should be
included.

Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

* What to Report
— Report the total compensation paid to the
employee during the previous year. Use IRS
Publication 15 as a guideline as to what to include
as compensation. For specific questions, check
the user guide and consult your tax professional.

Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

100R Employee Data Entry Seve Aok ) o TR o
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

* Ability to auto fill address fields.
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)
« Ability to auto fill address fields.
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)
« Ability to auto fill address fields.
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Certified Report of Names, Addresses, Duties and

Compensation of Public Employees (Form 100R)

* Helpful Hints

—Tab or click in a cell to go to the next cell in a row.

— Enter one row at a time. Press the Enter key when

you are finished entering a row.

— Correct any errors on a row before starting the
next row.

— Enter something in all cells marked “Required” or
the row will not be saved.

Slide 14

Certified Report of Names, Addresses, Duties and

Compensation of Public Employees (Form 100R)

¢ Helpful Hints

— Avoid using double quotes in a cell.

— Do not enter a dollar sign or commas in the Total
Compensation cell.

— Click the Save All Work Button to save changes.
— You may sort rows within the grid by clicking on

the column heading.

— For best results, use the most recent version of

Internet Explorer, Chrome or Firefox.

Sl Ide 15 Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)
* Submit 100R and Attestation Statement

— Don’t forget to submit. Your form is not filed until
you submit it.

— An Attestation Statement is part of the submission
process.

100R Main Menu @

s c4sn. T changs a1y f e nawer o osscueskons, i Ut Qustions s
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

« Submit 100R and Attestation Statement

Submit 100R

100R Data Summary

Empioyes Counts
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

* Submit 100R and Attestation Statement
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

* Submit 100R and Attestation Statement

The f00R Report s oen sabned
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Certified Report of Names, Addresses, Duties and

Compensation of Public Employees (Form 100R)

+ Attestation Statement

— Certifies that the data is accurate to the best of
your knowledge and belief.

— Must be signed by the official.

— Must be mailed within 5 days of submitting on
Gateway.

— If you re-submit your 100R on Gateway, you must
print, sign and mail a new attestation form.

. —  SEeBedofAccoms
Sllde 20 [ fion of Public Employe (100R)
ion Form

§

You must
sign and mail th d
report via Gateway:

Indiana State Board of Accounts.
‘Attn: 100R Attestation Forms.
302 West Washington St, Rm E418

Indianapolis, IN 46204

The 2013 100R for Sbo Library Unit, sbotest County.

was submitted via the State

Gateway on 10/17/2013 8:58:00 AM by Ibaker@sboa.in.gov.

Fiscal Officer hereby the

via Gateway on

tothe best of my knowledge and befef.
Signed:

Printed Name:

Tite:

Date:

Sl Ide 2 1 Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

* How can | get help?
— User Guide

INDIANA

Gateway

in Information for Indiana Data St

f§Home , About §F AccountSatings 7, Help () Logout

Welcome to the Indiana Gateway for Government Units
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Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

* How can | get help?
— SBOA Web site at www.in.gov/sboa

Public Data Site - http://ateway.ifionline.ora/

Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

* How can | get help?
— Email the SBOA Help Desk at:
annualreports@sboa.in.gov
— Email IBRC Technical Support at:
ibrctech@iupui.edu

Certified Report of Names, Addresses, Duties and
Compensation of Public Employees (Form 100R)

Questions?
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Annual Financial Report (AFR)

e PerIC5-11-1-4

— Must be filed with the State Examiner.
— DLGF may not approve the budget of a unit until it

is filed.
— Must be filed electronically via the State Gateway.
— Due 60 days after the year end which will be

March 1, 2015.

Slide 26
Annual Financial Report (AFR)

* New for 2014
— Changes to Pension screen due to changes in

accounting standards (GASB 67 and GASB 68).

Slide 27

Annual Financial Report (AFR)

* New for 2014
— Changes to Pension screen.

« If you have only have PERF or no other plan, the
changes will not affect you.

* Any other pension plans are entered on the next
screens.

Pensions

Created 11/5/2014 LDO/KLA
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Annual Financial Report (AFR)
* New for 2014

— Changes to Pension screen.

« If you have other pension plans, answer YES and click
Add a Plan.

* Do not add PERF or deferred compensation plans here.

Annual Financial Report (AFR)

Pensions

Annual Financial Report (AFR)

* New for 2014

— Changes to Pension screen.
« The screen on the prior slide has not changed.
« If it is a Defined Contribution Plan, there is no further
data entry. Otherwise, you will be asked about the
actuarial valuation for the plan on the next screen.

Created 11/5/2014
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Annual Financial Report (AFR)
* New for 2014

— Changes to Pension screen.

« If you have a Defined Benefit or Combination plan, you
will be asked if an actuarial valuation has been done for
the plan.

« If there is an actuarial valuation, you will enter the
actuarial assumptions, contribution rates and other
information from your actuary.

* This screen has changed. You should ask your actuary
to contact us for more information on the changes.
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Annual Financial Report (AFR)
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Annual Financial Report (AFR)

* New for 2014
— Schedule of Officials
* There will be some fields that are now required to be
completed and can’t be left blank.
« They are the Primary Contact, Office Address, Office
Phone Number and Office Email Address.

Created 11/5/2014 11 LDO/KLA
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Annual Financial Report (AFR)

* New for 2014

— Locking the AFR

* In the past, you have been able to un-submit your AFR

and make changes at any time.

* You will still be able to un-submit your AFR and make
changes up to the exit conference date.

« After that date, your AFR will be locked and you will
NOT be able to make any further changes. We will not
unlock it unless there are special circumstances

approved by the State Examiner.
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Annual Financial Report (AFR)

* New for 2014

— Locking the AFR
* Why? We do not want the numbers in the AFR to

change after the audit is completed so that it matches
the numbers reported in your audit or examination
report.

* Therefore, you need to make sure that you have any

corrections discussed during the audit completed
before the exit conference.

« If you find any errors or corrections that need to be

made after the audit, you will make these on the next
AFR.

Slide 36

Annual Financial Report (AFR)

* Helpful Hints

— Tab or click in a cell to go to the next cell in a row
or on the screen.

— On a grid, enter one row at a time. Press the Enter
key when you are finished entering a row.

— Correct any errors on a row before starting the
next row or leaving the screen.

— Enter something in all cells marked “Required” or
the row or screen will not be saved.

— Make sure to scroll to the right to see all cells.

Created 11/5/2014 12 LDO/KLA
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Annual Financial Report (AFR)

Helpful Hints

— Avoid using double quotes in a cell.

— Do not enter a dollar sign or commas when
entering amounts.

— Click the Save All Work Button to save changes.

— You may sort rows within some grids by clicking on
the column heading.

— Do not send SBOA a copy of the AFR or the proof
of publication.

— For best results and to view output reports, you
must use the most recent version of Internet
Explorer, Chrome or Firefox.

Annual Financial Report (AFR)

Submit AFR and Attestation Statement

— Don’t forget to submit. Your form is not filed until
you submit it.

— An Attestation Statement is part of the submission
process.

System Functions Staus
R Oyt s e .

Slide 39

Annual Financial Report (AFR)

* Submit AFR and Attestation Statement

Submit Annual Report

onsidered 2 ina approvl of s submission.

Submission Errors

o artors wero found that would prevont submissi

Submission Warnings
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Annual Financial Report (AFR)
* Submit AFR and Attestation Statement

Submit Annual Report
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Annual Financial Report (AFR)

* Submit AFR and Attestation Statement

Submit Annual Report
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Annual Financial Report (AFR)

* Attestation Statement
— Certifies that the data is accurate to the best of
your knowledge and belief.
— Must be signed by the official.

— Must be mailed within 5 days of submitting on
Gateway.

— If you re-submit your AFR on Gateway, you must
print, sign and mail a new attestation form.

— Must use the most recent version of Internet
Explorer, Chrome or Firefox to view statement.

Created 11/5/2014
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State Board of Accounts
Annual Financial Report Attestation Form

The 2013 AFR for 03 Lrary U, sbotet County
wassbmited v th St

Gatwayon 1017201393000 AN by bker@sbon.ngo.

Annual Financial Report (AFR)

* How can | get help?
— User Guide

{4 Home , About §F AccountSatings 7, Help () Logout

Welcome to the Indiana Gateway for Government Units

Annual Financial Report (AFR)

* How can | get help?
— SBOA Web site at www.in.gov/shoa
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Annual Financial Report (AFR)

* How can | get help?

— Email the SBOA Help Desk at:
annualreports@sboa.in.gov

— Email IBRC Technical Support at:
ibrctech@iupui.edu
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Annual Financial Report (AFR)

Questions?
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