Gateway Annual Report Vendor Meeting
Indiana Government Center South, Conference Room 2
August 23, 2011, 8:00 a.m.
Questions and Answers

1.	Q.	Do the file names for the vendor upload need to be in a specific format or with a specific file extension?

A. Yes, each file in the vendor upload should have a specific name as outlined in the AnnualReportUploadSpecs document, Page 1, item e.  The file name for each file is also at the top of the file layout for that file.  The file extension is .txt.

2.	Q.	Will the units have to identify all of the enterprises before uploading the data? 

A. It’s preferable that the enterprises be defined before the upload.  The system will display the enterprise screen before the upload screen.  Once the files are uploaded, the user will go to another screen to link the enterprise numbers in the upload files to the previously defined enterprises.  If at this point the unit needs to add additional enterprises, there will be an “Add Enterprise” button on the screen so the unit can define and link additional enterprises. 

3.	Q.	Can the unit upload or add additional receipt/disbursement accounts/names such as “Beer Cart Receipts” that do not appear in the standard code tables? 

A.	No, the unit cannot add receipt or disbursement accounts.  They should use the existing receipt/disbursement classification that is most applicable.  The classifications are grouped by high level categories such as Taxes, Licenses and Permits, Charges for Services, etc. to assist in selecting an appropriate classification.  Using “Beer Cart Receipts” as an example, it would seem that “Park and Recreation Receipts” under “Charges for Services” would be an appropriate classification.  If they do not find one that applies, then use an “other” classification.  For this example, “Other Charges for Services”.  If you use an “other” category multiple times, you must have a unit account number and unit account name for each of those.  See Note 5 in the AnnualReportUploadSpecs document.

4.	Q.	Are the fund and account codes the same ones that are used by DLGF for the Budget process?

A.	No, due to time constraints and different requirements it was not possible to consolidate all of these codes at this time. 

5.	Q.	On the Township Disbursement File layout the field Township Vendor Disbursement Code is listed as Type Numeric.  Should that be Character? 

A.	Yes, that was an error.  It will be corrected and reposted to the web site. 

6.	Q.	Do you care what fund number we use for custom funds? 

A.	No.  The custom fund must start with a 9 and then any unique 5 digit number.  You may use last year’s Annual Report fund code or the fund code from your system.  The fund code must still be unique. 

7.	Q.	How will accrual units fill out the Annual Report? 

A.	Accrual units will fill out all sections of the Annual Report including the Financial Data by Fund section.  The Beginning Cash Balance for each fund should come from the unit’s ledger.  Report one figure using the “R913 - Other Receipts- Other Receipts” code for Cash Receipts and one figure using the “D707 - Other Disbursements -Other Disbursements” code for Cash Disbursements for each fund.  The resulting Ending Cash Balance should match the ending cash for the fund in the ledger.  Some units may keep a subsidiary cash record to support this. Otherwise an analysis of the transactions posted to the cash accounts in the ledger would be necessary.  Since we aren’t asking for a detailed breakdown, the analysis should be relatively simple. 

8.	Q.	Do accrual units still need to separately submit financial statements? 

A.	Yes.  Accrual units need to separately submit (via email to annualreport@sboa.in.gov) the following financial statements:  Balance Sheet, Income Statement and Cash Flow Statement.  In the past, some units have submitted a “Trial Balance” listing of their accounts instead of financial statements.  This is not acceptable.  We prefer the statements in Excel, but will accept PDF. 

9.	Q.	If the Transfers In and the Transfers Out do not equal, will that cause the Annual Report to be rejected? 

A.	No.  There will be no upload edit to match Transfers In and Transfers Out.  When the user completes/submits the Annual Report, the system will generate a warning message that their transfers do not balance.  The user then has a choice to fix the problem or submit without fixing. 

10.	Q.	Can I send test files to be reviewed and tested?  Also, who do I contact with technical questions? 

A.	Yes, you can send test files and technical questions to IBRC at ibrctech@iupui.edu.  

11.	Q.	On the receipt file layout, it says “See Note 6”.  Should that be Note 5? 

A.	Yes, that is an error and will be corrected and reposted to the web site. 

12.	Q.	Will there be a test area for vendors to log in and test their upload files? 

A.	Yes, we are planning to do that, but do not have a date at this time. 

13.	Q.	How do the users get a User ID?  Do they already have User IDs? 

A.	If they don’t already have a User ID and they file a budget with DLGF, then they should email gateway@dlgf.in.gov to get a User ID.  If they do not file a budget with DLGF, they should email annualreport@sboa.in.gov to get a User ID. 

14.	Q.	How are investments from “Total Monies on Deposit” entered? 

A.	Investment transactions made from Total Monies on Deposit are not posted to specific funds on the unit’s books, for example the General Fund.  Therefore information regarding investments made from Total Monies on Deposit will NOT be entered in the Annual Report.  Only enter investment information (beginning investment balances and investments purchased/sold) that are related to investment transactions posted to specific fund(s).  However, the interest earned on Total Monies on Deposit IS POSTED to specific funds and should be entered as a receipt for the affected funds.  Do NOT enter a separate fund for Total Monies on Deposit.

15.	Q.	What is the status number that shows on the upload screen? 

A.	In the production system, the status number will be replaced with a message such as “file accepted”, or “file invalid”.  

16.	Q.	Is there a department for township courts? 

A.	No.  Currently, the Annual Report is limiting departmental level reporting to the County General Fund and Highway Fund and the Cities/Towns General Fund.  Other units and funds should add up the amounts by disbursement classification for all their departments in the fund and enter the total for the fund in the appropriate classification. 

17.	Q.	Are there still departments for township assistance for administration, direct assistance, other assistance, and miscellaneous? 

A.	No.  There are disbursement classifications for the various types of direct assistance made from the Township Assistance Fund.  Administrative disbursements made from the Township Assistance Fund should be reported in the appropriate categories for personal services, supplies, etc. 

18.	Q.	If the user reloads the data, does that delete all of the prior data loaded or entered by the user? 

A.	Yes, each new upload will delete all prior data. 

19.	Q.	If problems are isolated to just one file such as receipts, can just that one file be reloaded? 

A.	No, all of the files required for the upload must be loaded for the user to continue with the upload process.  If one file needs to be reloaded, all files must be reloaded. 

20.	Q.	If the files are reloaded, does the user have to match the funds that go with each enterprise again? 

A.	Yes, when the files are reloaded the entire process starts over. 

21.	Q.	Can the funds Enterprise Operating, Enterprise Customer Deposit, and Enterprise Depreciation and Improvement be used more than once if the unit has more than one type of enterprise? 

A.	Yes, these three funds can be used more than once by the unit, but only once for each enterprise.  The enterprise number will determine what enterprise the fund is related to. 

22.	Q.	Should the other enterprise funds such as Bond and Interest be entered as custom funds? 

A.	Yes, these funds are not on the standard fund list as there may be more than one for each enterprise.  For example you could have multiple Bond Interest funds, one for each bond issue.  Enter them as custom funds. 

23.	Q.	Should the enterprise number be on the receipt and disbursements file layouts also? 

A.	Yes, that is an error and will be corrected and reposted to the web site. 




24.	Q.	If the user has a fund specific to their unit (custom fund), such as Belterra, and there is a fund in the standard fund list with a generic name that can be used, such as Casino/Riverboat, what should they do? 

A.	For common or statutory funds, the unit should use the standard fund even if the name is different from their records.  Some common examples are listed below: 

	Unit’s Fund Name
	Use this Standard Fund

	
	

	Nonmotorized Vehicle
	Buggy License

	MVH
	Motor Vehicle Highway

	Poor Relief
	Township Assistance

	LRS
	Local Road and Street

	Water Operating
	Enterprise Operating

	911
	Emergency Telephone System




25.	Q.	So the disbursement and receipt codes are no longer numeric? 

A. Correct.  These codes start with a letter (i.e. D for disbursement, R for receipt). 

26.	Q.	Why do Townships have a second disbursement file?  Are both files required? 

A. Both files are required for Townships.  The second disbursement file provides information to generate the statutorily required disbursement by vendor advertisement, IC 36-6-4-13.  We are collecting this information at a higher level that the primary disbursements file.  See the TwpVendorDisburse code table.  The disbursement codes start with the letters DT.

27. Q.  Townships must publish detail distributions by vendors.  Isn’t this a privacy issue for the clients that are receiving township assistance? 

A. Since the checks are made payable to the landlord, utilities, etc. the second disbursement file should contain the name of the vendor (landlord, utility, etc.) not the name of the client receiving assistance. 

28.	Q.	Where can we find this year’s code table? 

A.	The code tables for 2011 are located at:  http://www.in.gov/sboa/3700.htm. 
	
29.	Q.	Did you get rid of the 2 digit Function of Government field? 

A.	Yes, it isn’t needed with the new simplified regulatory format, but the Function of Government field could return in the future if we return to GASB statements. 

30.	Q.	Some units have already uploaded files to Indiana Gateway.  What were they uploading? 

A.	Units have used Indiana Gateway to upload their budgets for DLGF.  The budget process is different from the Annual Report process, but both utilize the Indiana Gateway. 

31.	Q.	Do all units know they have to do an Annual Report? 

A.	Yes, notification letters were sent to all units that did not submit a 2010 Annual Report.  We also sent announcement letters to all units regarding the new Gateway Annual Report. 


32.	Q.	Is the vendor responsible for making sure transfers balance? 

A. Upon submission of the Annual Report the unit will receive a warning message that the transfers don’t balance.  The unit may try to fix the problem, but it isn’t the vendor’s responsibility. 

33.	Q.	Will there be a message indicating the number of rows uploaded? 

A.	Yes, we think we can do that.  Vendors should also provide this count to the unit so that the counts can be compared to verify all records were uploaded. 

34.	Q.	Is the old CTAR Part 5 going away? 

A.	Yes.  Furthermore the new Gateway Annual Report has been completely redesigned.  Terminology such as LAR, CAR, CTAR, and references to Part 1, Part 2, Part 5, etc. are now obsolete. 

35.	Q.	Is the Annual Report submission deadline still the end of February? 

A.	Per IC 5-11-1-4 the Annual Report is due 60 days after the end of the fiscal year.  This means that the 2011 Annual Report is due February 29, 2012. 

36.	Q.	If a township receives CAGIT do we add this as a new custom fund since it’s not a standard township fund? 

A.	Normally the CAGIT distribution would be receipted to the Township Fund.  If the Township creates a special fund for this distribution then they need to add a custom fund.

37.	Q.	Is there a payroll fund? 

A.	No.  You will need to create custom funds for your various payroll funds. 

38.	Q.	Is the Township M account going away? 

A.	Yes.  This is a reconcilement item that will no longer be reported in the Annual Report. 

39.	Q.	If a unit uploads a file that contains the wrong type of fund for the unit (e.g. township enters the MVH fund), will the edits identify this problem? 

A. Yes.

40. Q.  For numeric fields does it matter if the field is filled with leading zeros or leading blanks? 

A. Numeric fields should be filled with leading zeros.  Also dollar amount fields have specific formatting requirements, see Note 3 in the AnnualReportUploadSpecs document.



Summary of changes made to the various upload specification files:
1) Fund Code Table – Added relationship flags to various funds to make them applicable to other unit types.  Generally limited to Counties and Cities/Towns. 
2) Added an Enterprise Number field to the end of the file and changed file length for the following file layouts:
a. Receipts file
b. Disbursements file
c. Township Vendor Disbursements file
3) On the Receipts file layout, changed the reference in the heading from Note 6 to Note 5
4) On the Township Vendor Disbursements file layout, changed the Township Vendor Disbursement Code field to character.
5) Revised the AnnualReportUploadSpecs document to clarify various items:
a. Overview of the File Upload Process
b. Note 2
c. Note 3
d. Enterprise match process - Note 4
e. Included references to Enterprise numbers in various edits 
