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GATEWAY HOWTO: MONTHLY AND
ANNUAL UPLOADS

2023 Newly Elected Clerk Training

STATE OF INDIANA

AMENDED STATE EXAMINER DIRECTIVE 2018-1

Date November 9, 2020
Subject  Monthly and Annual Engagement Uploads.

Auhorty:  1C5-11-1-2, 4,-9,-10, 21, -24

Application:  This Directive apphes to all local govemmental units

From Paul D. Joyee, CPA, State Examiner

The purpose of this Directive is 1o provide guidelines for the use of the "Indiana Gateway for Govemment

Unts” appicaion enitled “Monhly and Annual Engagement Uploads” (Engagemen Uploads). The
Uploads provide a effective audi process for | units.

This amended directive is effective starting with December 2020 monthly files. The upload of December
2020 monthly files wil be due Febnsary 15, 2021, and by the 157 of each month thereafter unless the State
Board of Accounts (SBOA) estabiishes a different date. This is effective for 2020 annual files which wil be
due for upload March 1, 2021, for calendar year end units. For schools and extra-curricular accounts, this
s effective fof year ending June 30, 2021, which will be due August 29, 2021. Thereafter, annual files must
be uploaded no later than March 1% (August 29 for schools and extra-curricular accounts) for the: prior
year end unless the SBOA establishes a different date.

All counties, cies, towns, loanships, Eorares, schools and special districts wil use the Engagement
Uploads to upload fies containing financial and govemmental unit information on Gateway to alow the
SBOA to conduct audit planning and audt processes prior 1 on-site work at a unit. This remote process
will provide for more eficient data processing and save 3udt costs for our clents.

and located at
Itis pertinent that this user guide be used in
|\cboo wﬂh |h>! Dllec . It p«'mm cntical mformabon 10 you that will help guide you 10 uploading
the cormect documes

A user gid forthe Engagement Uploas i ava
o

The olowing Ges 3nd govarmrmetal Lk inkorration re ired 9 be upkoaded ol by o unkts
except as noted:

+ Bank Reconcilements, Bank Statements, and Outstanding Check Lists
+  Approved Board Minutes, please see the user guide for more information and examples

QUAL OFFORTUNITY EMPLOYER n‘ATE BDM.DOFA((OL. T
STREET
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STATE EXAMINER
DIRECTIVE 2018-1
AMENDED
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* Access:
- Email Gateway@sboa.in.gov
* Name
- Position Elected & Unit Name
GETTING - 1% Day of Term
STARTED - Outgoing Officials Name
» Outgoing Officials Email (If
known)
- Outgoing Officials last Day of
Term
LOGIN ANy

> https://gateway.ifionline.org/default.aspx

An Open Door into Local Government Finance

Gateway collects and provides access to information about how taxes and other
public dollars are budgeted and spent by Indiana’s local units of government.

Tax Inerement
Finance Districts

TIF District Viewer

FFay (IR

Public empioyee compensation

Particoat
the Stale Audito

state agencies curently include the Degariment of Local Govemment Finance. the State Board of Accounts. the [ndians

Report
search by

address or°
tax unit gess

Search for reports Taxpayer Portal

Access local expenditures When is your budget hearing?

POWERED BY
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tions Board. the Indiana Gaming Commission and
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Autnonized Personnel Login
User Nome: 2 Announcements
Gateway Reporting Access Authorized User Policy
Password: . o
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Log 1 %
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= |f you forgot your password, you can
use the “Forgot your password?” link.
All you will need is your Username
(email address) to reset it your self.

Authorized Personnel Login

User Name: ‘

Password: ‘

[ Login

Please note: Passwords are CASE sensitive.

After 5 failed attempts to log in, your account will be locked— u Once you reset your password you Wl”
notify ibrctech@iu.edu.
receive an email from
ibrctech@iupui.edu with your new
Request Authorization to Access Gateway
password.




INDIANA
Gat ewayfor government units

frome  @Abou  KRAccoutSefings @ UserGudes & Logout

Welcome to the Indiana Gateway for Government Units

A5 3 authorzad user. you vall have atleast cne appication o use. Each of these appications enables 3 local unit 10-submit its required forms, reparts or fles 10 the appropriale state

agency. Agencies curently mclude Department of Local Government Finance. State Board of Accounts. Indiana Edu t Relations Board and Indiana
Gaming Commission.
Select Application
e e
Newr® Addisonal Appropriation — 100R Jan31
Annual Finan Report Detals
P wats
Mar 31 2 -
[y Conflict 0 est Disclosure: 15 days afier
final achion
_ onthe
sapeesad confract o
purchase
Oeis
: ' ; 60 days ater
= enity's fiscal
Sep year ends
Liined sk Report Aug 29
Mar 1
t Department of Worklorce Development (WD) Deadline
=
T CTE Appeals June 25
Management Apr 15
nciana Gaming Commission (1GC) Deadline
Indiana Education Employment Relations Board (IEERB) m
Local Development Agreement Mar 1
Bargaining Staius Form | Hov 15
Hov 15 ance Podal Sep 1
Ex n Membership Vertication oct1

User Guide Link:
https://gateway.ifionline.org/userquid

USER GUIDE

es/engagementquide
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ENGAGEMENT UPLOADS

Details

Details

15 days after
final action
on the
contract or
purchase

E-1 Entity Annual Report 60 days after
entity’s fiscal

year ends

ECA Risk Report g2

UPLOADING
9
SELECT MONTHLY AND ANNUAL

10
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SELECT UNIT ANDYEAR

Select Unit

Init = Select Year

Click a link below to select your year.

This year is ready for documents to be uploaded

2022

This year is ready for documents to be uploaded

11

Select Unit from List

Click a link below to select your unit

Unit County

sboatest

Select a Year
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REQUIRED
MONTHLY
UPLOADS

Bank Reconcilements
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* A document that shows how you balanced the
bank statement balance to your ledger
balance.

Bank Statements

x 55
SINn0Y

* A document you receive from the bank each
month showing the beginning balance, each

deposit, each check cleared, other activity,
and ending balance.
Outstanding Check Lists
+ Alist of checks written but have not cleared
the bank.
Cash Balance Report

* Form 46 —Clerk’s Cash Book and Daily
Balance Record
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County Court Trust Fund Subsidiary Detail
* This is a subsidiary listing as of December

REQU|RED 31st which should include the name,

description, and account balance at year

AN NUAL end. The total should agree to the trust

fund balance on the Cash book and Daily

UPLOADS Balance Record at year end.

* This would include the child support

collections subsidiary detail at year end as
well.
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Select Upload Group Select File Type Provide File

January v Bank Reconcilements, Bank Statements, Outstanding Check Lists v Upload file (x/s, xisx, csv, doc, docx, jpg,
pdf, gif, tif, png)
| Choose File | No file chosen

‘ Submn.

SELECT UPLOAD GROUP - MONTH OR ANNUAL

SELECT FILETYPE —TYPE OF FILEYOU ARE UPLOADING

CHOOSE FILE — FIND FILEYOU WANT TO UPLOAD ONYOUR COMPUTER
SUBMIT - SUBMIT FILEYOU WISHTO UPLOAD
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UPLOADED
FILE STATUS

= Red X if files are not uploaded

= Green check mark if files have
been uploaded

= File Name
= Date Uploaded

= Who uploaded the
document

= You can download the document
or view it from the screen

= You can also delete the file by
hitting the circle with a red x, if you
have uploaded the incorrect file

Status

> %

> %

Upload Uploaded

2023 Required Uploads

Date By

O

g Check Lists
11972023 §01:06
AN

sbyms@sboa in.gov

Fund-and-Account-Descriptions-01_01_23
Cash Balance Report

sbyms@sboa in gov

SN 111972023 6:00:53
Supplemental_[nstructions AM

ing Check Lists

Cash Balance Report

Bank
Cash Balance Report

Bank ing Check Lists

Download Delete

[=
o

[
o
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SUBMISSION
DEADLINES

» January monthly files — March 15th

- February monthly files — April 15th

* March monthly files — May 15th

* April monthly files — June 15th

* May monthly files — July 15th

* June monthly files— August 15th

* July monthly files— September 15th

* August monthly files— October 15th

- September monthly files— November 15th
* October monthly files— December 15th

* November monthly files— January 15th

- December monthly files— February 15th

* Annual files - March 1st for all other units
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DIRECT REQUEST
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* Any documents that you must upload in

WHAT IS A addition to the Monthly and Annual Uploads

DI RECT are called Direct Request Uploads.
* You will receive an email requesting the

REQUEST document to upload.

* This would occur during the audit process.

18



DIRECT REQUEST EMAIL
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The State Board of Accounts requests that you upload a file to Gateway for sboa county unit in SBOA County. Please email your audit team after you upload the file to inform
them that you have provided the requested information.

Requested File: Test
Request Detail: Test Request

Please login to the Gateway here https://gateway.ifionline.org/login.aspx .

Select Monthly and Annual Engagement Uploads.
+  Select your unit name.
« Select the year.
Select "Direct Request” from the Upload Group dropdown box.
+ Select the file requested in the File Type dropdown box.
Click the Browse button to find the file on your computer to upload.
Click the Submit this Upload button to upload the file.

For more detailed instructions with screenshots, please see the user guide,
We appreciate the opportunity to work with you as we continue to advance the tools available to us to keep our audits progressing. Please upload the requested information
within seven days of the date of this request. If the requested information cannot be provided within the requested timeframe please contact the audit team.

If you have any questions, email the help desk at gateway@sboa.in.gov .

Thanks,
SBoA Engagement Strategies
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CONFLICT OF INTEREST
DISCLOSURE
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SELECT CONFLICT OF INTEREST

DISCLOSURE

State Board of Accounts (SBOA)

100R Jan 31
Ar | Financial Report Details
Monthly and A nt Uploads Details

15 days after
final action
on the
contract or
purchase

60 days after
entity's fiscal
year ends

CARisk Report Aug 29
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CONFLICT OF INTEREST DISCLOSURE .

= Anyone with a username and password can
upload a Conflict of Interest Disclosure

= Uniform Conflict of Interest Disclosure
Statement —

Tha legal raquirement for fing dksclosures of confict of intecest <an ba found in the
legisla 44 Y o any ques

o the vailats %
115 on mutipia pages, all pages Must ba in one 4, in cedar and in the cormest

= Complete the Upload Disclosure Form

NOTE: Al confict of interest disclosure forms are revievred intermally to vefy they are in an acceptable fle format before being published to Gateway. Please allow one business

. e . day for them to appear on the Conflict of Interest Disclosure Uploads Report. Neither IBRC nor SBOA raview the documents for content. It is the responsibility of the user to
= Name of person f|||ng the disclosure ety that th documment that s subrite s correc and compiete. o
» Email address of person filing the Upload Disclosure Form
disclosure Nama o prson roqied to ot dscosre

Email address of parson requied 1o fle s disclosure:
Government Entey Mame

= Government Entity R T T — T
= County
= UnitType
= Unit Name

= Upload PDF

22
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CONTACT STATE
BOARD OF
ACCOUNTS

Lori Rogers, Ricci Hofherr, and
Staci Byrns

Email: Counties@sboa.in.qov

Phone: (317) 232-2512
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