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How Do | Get the Application Screen in Gateway?

As an authorized user of the Indiana Gateway for Government Units (“Gateway”), users will
have a username and password that will allow access the program. The username is the email
address on file with the Department of Local Government Finance (“Department”). The
Department will assign an initial password, which should then be changed by the owner to
something unique and confidential. Users are responsible for all information entered into
Gateway under the authorized user’s username and password. Users without a Gateway account
may contact gateway@dIlgf.in.gov to register.

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

To access Gateway, open Firefox or Google Chrome and type
https://gateway,ifionline.org/login.aspx into the browser, and then hit “Enter” on a standard
keyboard. Gateway works best using Firefox or Google Chrome. Internet Explorer is not a
supported browser.

Overview

This portion of Gateway allows users to set up the lists that will help guide the completion of the
budget forms. Specifically, users will set up a list of funds, a list of departments (if applicable),
and then establish the relationship between the departments and the funds. Once these have been
established by the unit, they roll over every year.
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The Customization Page

This portion may be accessed from the Unit Main Menu by clicking “Customize Funds,
Departments, Debts, Rev. Codes.”

Gateway

for government units An Information for Indiana

ﬁ Home ' About #Aﬂ:mml Settings 2, User Guides 6 Logout Local Govern

Select Unit = Unit Main Menu
2020 Gateway1 County - 8883 Digf City 1. Gateway1 Co.

Unit Main Menu - 9983 Dlgf City 1, Gateway1 Co.

Sedect from the opfions below to customize your unit's funds, depariments, and/or publications.

Department of Local Government Finance Tasks

0 Pre-Budget Worksheet - submitied on ar42012 10:30:12 A

Provide information and estimates in advance.

/8 Customize Funds, Departments, Debts, Rev. Codes
L TT]
iew and edit lists of funds, depts., debis by fund and rev. codes.

) View Forms, Enter and Edit Budgets
View, edit and submit Forms to DLGF.
_é Submit Signed Form 4 and Other Documents

‘iew, upload and submit budget-related documents to DLGF.

% Property Tax Cap Info

\iew Proparty Tax Cap Data Cumrently Entered on all Farms

. Optional Flat File Upload

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

This leads to the Customize Unit page that will be used to navigate between the available tools.
Please note if a unit has previously completed a budget in Gateway the user should notice its
funds, departments, and fund/department linkages with data entered in the previous year, carry
over into this year’s budget.

N T - 4 N Department of
ﬁ Home | j About #ﬁmnntSe ?, User Guides (%) Logout LOCEII Govern ent Fina :‘-‘c'g

Select Unit > Unit Main Menu > Ci Unit

2020 Gateway1 County - 8983 Digf City 1, Gateway1 Co.

Customize Funds/Depts./Rev.Codes/Debts Lists - Digf City 1, Gateway1 Co.

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

Customize Funds and Department Lists

B Customize Funds List B Customize Revenue Codes List

: . Select revenue codes for use within this unif's Form 2.
8 Customize Departments List
IT}

B Customize Debts by Fund List
:._.1 Customize Departments by Fund List LD

“iew and cross-indes debts by selected fund.
‘iew and cross-index departments by selected fund.
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Customize Funds
To customize a fund, click on the link that says “Customize Funds List.”

Select Unit ® Unit Main Menu * Customize Unit
2020 Gateway1 County - 8883 Digf City 1, Gateway1 Co.

Customize Funds/Depts./Rev.Codes/Debts Lists - DIgf City 1, Gateway1 Co.

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

Customize Funds and Department Lists

- 2 Customize Funds List 2 Customize Revenue Codes List
T T
Select revenue codes for use within this unif's Form 2.

B Customize Departments List
ass

. . 2 Customize Debts by Fund List
B Customize Departments by Fund List ee
me= “Wiew and cross-indesc debts by selected fund
“Wiew and cross-index departments by selected fund

In most cases, funds from last year roll over to this year. This list should be reviewed and any
new funds to the unit since the previous year should be added. Once added, the fund list will
continue to roll over in future years.

Menu = Customize Unit > Customize Funds

2020 Gatewsy1 County - 8883 Digf City 1, Gateway1 Co
Funds List - 9983 Dlgf City 1, Gateway1 Co.

Click on a column header to sort column.

Fund Code Fund Name Link Remove Fund
0005 Casino/Riverboat k.3
0104 General Y
0180 Debt Service A
01381 Debt Payment FY
e Health X
1220 Library Capital Projects A
1210 Park Monreverting - Capital s
1380 Cumulative Park & Recreation F.Y
ricl Cumulative Capital Development b4
o506 Diemno Home Ruled Fund F .
o507 2020 Home Ruled Fund F
Add a Fund

| Add a Mew Home Ruled Fund |
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Deleting a Fund

If you need to delete a fund from your list, simply click the red “X” under “Remove Fund”. It
should immediately be removed.

Fund Code Fursd Marme Link Remove Fund
D005 CasinaRhnerboat F
o1 Ganeral b 4 -
htul et Sarvice K
a8 Det Payman b
[ ng Health R

Adding a Fund to the Current 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 when the desired fund is available.
To add a fund from this list, simply click on “Add a Fund.”

Fund Code el M Link Remowe Fund
0005 Casino®nerboat F. 9
o101 Ganaral .
2180 Diabd Sarvice 4
081 e Payrnant b
oaot Hesth X
1220 Library Capital Frojects b3
1310 Park Nonreveriing - Capital »,
1300 Cumulgineg Park & Recraation .
2381 Cumiuiative Capital Developmant .Y
o508 Demo Home Ruled Fund »
B507 2020 Herre Ruled Fund F .

» e

A0d @ New Home Ruled Fund
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This will bring up a window containing a drop-down menu. Scroll though the list to find the
appropriate fund.

tes Fund Code:

| 0005 —~ CASINORIVERBOAT r
0005 — CASINORIVERBOAT

= 0021 . REFERENDUM FUND - EXEMPT OPERATING

Lo | D022 . REFERENDUM FUND - EXENMPT OPERATING - POST 2009

_ | DDET -~ RAINY DY

= 10075 — COIT SPECLAL DISTRIBUTION

ams 102 - ELECTIONREGISTRATION
0104 - REPAIR & REPLACEMENT
0107 — PROPERTY MAINTENANCE
0113 - NONREVERTING
0124 - 2015 REASSESSMENT

gl 0182 . BOND &2

= 0183 ~ BOND 83
0154 —~ BOND &4
0155 — BOND #5
0156 - SCHOOL PENSION DEBT
D187 — REFERENDARA DEBT FUND - EXEMPT CAPITAL
0185 — EXEMPT DEBT - LAKE AND 5T JOSEPH COUNTIES ONLY

“1 0188 — EXEMPT PENSION DEBT - LAKE AND 5T JOSEPH COUNTIES
E== 0191 — CUMULATIVE VOTING MACHINE
5 0203 - SELF INSURANCE -

After selecting the correct fund, click the button that says “Add New Fund.” The fund will now
be part of the list

= T a ra

Hezt Fund Code:

= | 0005 - CASINO/RIVERBOAT v
Fark
[ cancel | | &dd New Fund |
Cum
Cumulative Capital Developrnent A
Demo Home Ruled Fund Y

The drop-down menu is sorted numerically by code. For your convenience, the Department has
placed the code list in Excel format on the Department’s website at the following link: 2019
Gateway Budget Code Lists This file may be used 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 needed in the drop-down menu in Gateway.
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Adding a Home-Ruled Fund

There may be funds not part of the preset list. These are referred to as home-ruled funds. To add
one of these to the list, click the link that says “Add a New Home-Ruled Fund.” This will bring
up a window to help create the fund.

Fund Code Fund Mame Link Remove Fund
o1 Ganaral F.Y
o180 Dielbt Service A
0181 Dbt Payrnent k.8
e Heaith A
1220 Library Cagital Projects k.8
1210 Park Monreverting - Capital F .8
1380 Cumulative Park & Recreation F.Y
3 Cumulative Capital Development F .8
o506 Demno Home Ruled Fund F.Y
Add a Fund

| Add a New Home Ruled Fund |-

First, enter a fund description. This is a fully customizable name, and will often be the same
name as it appears on your fund report. Begin by entering your fund name in the box provided.

Ve LR L ™,
Add a Fund
Fund Description:
™ Fund Code:
9500 *
a0
- Cancel | [ Add Mew HR Fund |
L
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Once the fund description is entered, select a fund code of from the drop down list. Most often
officials choose the next available number.

Elpsady i,

Add a Fund

Fund Descrption: | 2020 Home Ruled Fund
® Fund Code:
qs507
¥
[ cancel | | Add Mew HR Fund |
——

Once a description is entered and selected fund code selected, click “Add New HR Fund”.

Bisadn ™,

Add a Fund

| Fund Descnption: 2020 Home Ruled Fund
* Fund Code:
Q507 ¥
)
ol Cancel | | add Mew HR Fund | -
- -

To return to the Customize Unit Menu, select “Customize Unit” at the top of the page. Please
remember to use these “bread crumbs” as we call them to maneuver between pages within
Gateway. Use of the back button may cause you to be kicked out of the system.

Select Unit = Unit Main Menu = Customize Unit = Customize Funds

2020 Gate Ciounty - 88233 Digf City 1, Gateway1 Co

Funds List - 9983 Dlgf City 1, Gateway1 Co.
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Customize Departments

To customize the unit’s department list, click on the link “Customize Departments List.” If your
unit does not have departments, you may skip this step. Schools will use the departments in
place of their program accounts.

Select Unit = Unit Main Menu » Customize Unit
2020 Gateway1 County - 2833 Digf City 1, Gateway1 Co.
Customize Funds/Depts./Rev.Codes/Debts Lists - DIgf City 1, Gateway1 Co.

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

Customize Funds and Department Lists

B Customize Funds List B Customize Revenue Codes List
LT T
= . . Select revenue codes for use within this unif's Form 2.
2 Customize Departments List
L e 1 ]

/8 Customize Debts by Fund List
B Customize Departments by Fund List sse

“Wiew and cross-index debts by selected fund
iew and cross-index departments by selected fund

Gateway will roll over any departments entered in a previous year. When logging in to the
budget application for the current year, review the list of departments as edits may be needed,
such as departments that need to be added or deleted. Please note that any newly created
departments will need to be linked to a fund. The Customizing Departments by Fund L.ist
section of this guide further outlines the process.

Department o

Local Government Finance

ﬁ Home | j About # Account Settings 7, User Guides ﬁ Logout

Select Unit = Unit Main Menu > Customize Unit > Customize Departments

2020 Gateway1 County - 8833 Digf City 1. Gateway1 Co

Departments List for Digf City 1, Gateway1 Co.

0041 Clerk-Treasurer (City/Town Units Only) X
0044 Mayor K
0052 City Council/ Town Board {Common Council) K
oovg Plan Commission X
0151 Lease Rental kY
0164 City/Town Hall X
0360 Public Safety X
o500 Clean City Project X
8532 Fourth OF July Parade kY
Add a Mew Department

| Add a Mew Home Ruled Depariment |
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Adding a Department from the Preset List

Gateway contains a preset list of departments with associated codes based on past submissions
statewide. When adding a department, it is best to use this list as long as the department name is
on the list. To add a department from this list, simply click on “Add a New Department.”

IDepartment Code Department Hame: Remave Dept
0041 Clerk-Tneasuner ([ CibyTown Unsls Only) b
0044 L A
008 Gy Courssil Town Soard [Sommon Coureil) ®
(] Pian Commission =
a1E1 Lesse Renta X
0184 ity Towm =il ®
Q380 Pubiaz Safety »
2400 Cigan Ciy Project ®
[t Enurth 5% July Barade x
Austdl 3 Nesw Departmen -

Aot a Newi Home Rubed Department

This will bring up a window containing a drop-down menu that includes a list of departments.

Add a Department

Dept. Code and Mame:

0001 — CLERK. OF CIRCUIT CCURT (COUNTY CLERK
0001 — CLERK OF CIRCUIT COURT {COUNTY CLERK)
0002 -- COUNTY AUDITOR

0003 -- COUNTY TREASURER

0004 -- COUNTY RECORDER

0005 -- COUNTY SHERIFF

0006 -- COUNTY SURVEYOR

0007 -- COUNTY CORCMNER

0008 -- COUNTY ASSESSOR

1009 -- PROSECUTING ATTORNEY

1010 -- REGISTRATION OF VOTERS

0011 - COUNTY COOPERATIVE EXTENSION SERVICE (AGENT)
0012 -- VETERANS SERVICE OFFICER

0013 -- TWP ASSESSOR
| 0014 - TWP ASSESSOR
0015 -- TWP ASSESSOR
0016 -- TWP ASSESSOR
0017 -- TWP ASSESSOR
0013 -- TWP ASSESSOR
0019 -- TWP ASSESSOR
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Upon selecting the desired department, click the button that says “Add New Department.” The
department will now be part of the list on the “Department” screen.

Dept. Code and Mame:
.; 0001 - CLERK OF CIRCUIT COURT (COUNTY CLERK) hd

i [ cancel | | Add Mew Department |-
c

The drop-down menu is sorted numerically by code. For your convenience, the Department has
placed the code list in Excel format on the Department’s website at the following link: 2019
Gateway Budget Code Lists This file may be used 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 needed in the drop-down menu in Gateway.

Adding a Home-Ruled Department

A unit may have departments that are not part of the pre-set list. These are referred to as home-
ruled departments. To add one of these to the list, click the link that says “Add a New Home-
Ruled Department.” This will bring up a window to help create the department.

Department Code- Department Hame Remaove Dept.
0041 Cherkc - Tingasaner [ Gty Town Urets Only ) b
e o Rlayor £
fee ) ity Conarenil Town Goand [Tommpn Counil) S
[0y Pian Commission £y
0161 Leass Renta -
o84 City Mo Hall A
Q380 Pubiaz Safety *
P800 San Ciy Project ®
ez Fourth OF July Parace .

Add 3 MNesy Department

Add 3 New Home Ruled Department -
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First, enter a department description that may be fully customized to the unit.

kT -— S
e Add a New Home Ruled Department

y Ciow

Dept. Description:

n Co

3227 Dane Code and Name:

-

| Cancel | | Add Mew Department |

The next step is to select the department code. Gateway will generate a set of numbers from
which to choose. 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.

B Add a New Home Ruled Department
2

Dept. Description:

riment

% Dapt. Code and Name: 9601 ¥ |

9602
9603
5604
9605
9606
8607
9608
9609
89610
951

19612
= 9613
8614

9613
8616
9617
9618
9619

a I Add New Department J

9620 ¥
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Select the desired code, and then click “Add New Department.”

B — ——
| Add a New Home Ruled Department

o

| Degt. Description: 2020 Home Ruled Fund|

Dept. Code and Mame: | 9601 ¥

v
- [ cancel | | Add Mew Degartment |-

| G — -

Customized Departments by Fund List

For Gateway to organize budget forms, it must be specified whether a fund is departmentalized
and, if so, which 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. All fund/department linkages in which data was entered last year should roll
over into this year’s budget.

Gateway

for government units An Information for Indiana D

Department o

ﬁ Home | j About #A:mnnl Seitings 7 User Guides ﬁ Logout LCICal Gover ment Finance

Sedect Unit > Unit Main Menu = Customize Unit

2020 Gateway1 County - 8983 Digf City 1. Gateway1 Ca.

Customize Funds/Depts./Rev.Codes/Debts Lists - Digf City 1, Gateway1 Co.

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

Customize Funds and Department Lists

B Customize Funds List B Customize Revenue Codes List

. . Select revenue codes for use within this unit's Form 2.
/2 Customize Departments List )

aEEm.

B Customize Debts by Fund List
B Customize Departmeants by Fund List LI
mm= Wisw and cross-index debts by selected fund.

iew and cross-index depariments by selected fund.
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The Customize Department by Funds page displays the linkages between all funds and their
departments, if any. If a fund has not been linked to any departments, it will read “0000-NO
DEPARTMENT” as the default. The funds are listed along the left-hand side, and the
departments are shown within the box to the right of the fund name.

=lect Unit = Unit Main Menu = Cusiomize Unit = Customize Departments by Fund

2020 Gateway1 County - 9983 Dlgf City 1. Gateway1 Co.
Customize Departments by Funds
Funds Descriptions Edit Departments Departments

G000 - NO DEPARTMENT

0005 - CASING/RIVERBOAT

0041 - CLERK-TREASURER [CITY,/TOWN UNITS ONLY)
00E2 - PROPERTY TAX CAP IMPACT - BUDGET PURPOSES ONLY

0101 - GENERAL
0000 - NO DEPARTMENT

0180 - DEET SERVICE

To change the fund-department relationship, click on the pencil and paper edit icon

elect Unit = Unit Main Menu = Customize Unit = Customize Departments by Fund

2020 Gateway1 County - 99383 Digf City 1, Gateway1 Co.

Customize Departments by Funds

Funds Descriptions Edit Departments Departments

0000 - NO DEPARTMENT

0005 - CASING/RIVERBOAT

0041 - CLERK-TREASURER [CITV,/ TOWN UNITS ONLY)

0082 - PROPERTY TAX CAP IMPACT - BUDGET PURPOSES ONLY
0101 - GENERAL P

0000 - NO DEPARTMENT

0180 - DEET SERVICE
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This brings up a box that contains all available departments, with the current associated
departments indicated by a check box. To add a new department to this fund, check the box to
the left of the department name. To remove a department’s association to a fund, simply uncheck
the box next to the department to remove.

Custom Departments by Fund

Selected Unit: 9983 Digf City 1, Gateway1 Co.
Selected Year: 2020

Available Departments:

Check/Uncheck All

0001 - CLERK OF CIRCUIT COURT (COUNTY
CLERK)

0041 - CLERK-TREASURER (CITY/TOWN UNITS
ONLY)

0044 - MAYOR

0069 - CITY COUNCIL/TOWN BOARD (COMMON
COUNCIL)

B 0079 - PLAN COMMISSION

0151 - LEASE RENTAL

[ cancel | [ Update Record |

Click the “Update Record” button when all edits have been made.

Custom Departments by Fund

Selected Unit: 9982 DIgf City 1, Gateway1 Co.
Selected Year: 2020

Available Departments:

Check/Uncheck All

0001 - CLERK OF CIRCUIT COURT (COUNTY
CLERK)

/0041 - CLERK-TREASURER (CITY/TOWN UNITS
ONLY)

0044 - MAYOR

0069 - CITY COUNCIL/TOWN BOARD (COMMON
COUNCIL)

0079 - PLAN COMMIS SION
0151 - LEASE RENTAL -

[ cancel | [ Update Record | -
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Now all of the selected departments should show in the blue box.

Customize Departments by Funds

Funds Descriptions Edit Departments Departments
000 - NO DERARTMENT a
0005 - CASINO/RIVERBOAT P
-
0001 - CLERK OF CIRCUIT COURT (COUNTY CLERK) -
0041 - CLERK-TREASURER [CITY/TOWN UNITS ONLY)
0044 - MAYOR

R = RS L 4 006% - CITY COUNCIL/TOWN BOARD (COMMON COUNCIL)

0079 - PLAN COMMISSION
0151 - LEASE RENTAL =

Once all the fund-department relationships are correct, you may proceed back to your main
screen by selecting “Unit Main Menu” at the top of the screen. From here you may proceed with
your next step.

{)Ho e (i About ¥ AccountSettings 7, User Guides (1) Logout

Local Go

Select Unit = Unit Main Menu = Customize Unit = Customize Departments by Fund

2020 Gateway1 County - 9983 Dlgf City 1, Gateway1 Co.

Congratulations! You have successfully added your funds, departments and the linkages between
them. Please see the other user guides for assistance with other forms. If you have any questions,
please contact the Department at gateway@dlgf.in.gov or at (317) 234-4480.
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