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How Do | Get the Application Screen in Gateway?

As an authorized user of the Indiana Gateway for Government Units, users will have a username
and password that will allow access the program. The username is the e-mail 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@dlgf.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.

Current Year Financial Worksheet Overview

Many officials will know the Current Year Financial Worksheet under its previous name, the
Line 2 Worksheet. This worksheet helps to derive a total of six lines that carry over directly into
Form 4B. Your Budget Field Representative uses this June 30 information during the
calculations for your ensuing year’s budget certification. Most non-school units have the
capability of having this form uploaded for them at budget workshops by their Budget Field
Representative.

Note: Officials must complete a Current Year Financial Worksheet for each of their funds.
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Accessing the Current Year Financial Worksheet

First, navigate to the “Unit Main Menu” by selecting the appropriate unit and then clicking
“View Forms, Enter and Edit Budgets.”

Gateway

for government units An Information for Indiana D

. : . q Department,
ﬁ Home ' About #ﬁmuntﬂethngs 7, User Guides ﬁ Logout LOCﬂI GOVer “:','_,—]J“]i_' :J'E nq

Zelect Unit = Unit Main Menu

2020 Gateway1 County - 9083 Digf City 1, Gateway1 Co

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

Select from the options below to customize your unit's funds, departments, and'or publications.
Department of Local Government Finance Tasks

0 Pre-Budget Worksheet - submitted on 542012 10:30:12 AM

Provide information and estimates in advance.

.-"F- Custemize Funds, Departments, Debts, Rev. Codes

“Wiew and edit lists of funds, depis., debts by fund and rev. codes.
‘ ) View Forms, Enter and Edit Budgets

View, edit and submit Forms to DLGF.
/ Submit Signed Form 4 and Other Documents

iew, upload and submit budget-rel sted documents to DLGF.

ﬂ? Property Tax Cap Info

iew Property Tax Cap Data Currently Entered on all Forms

Optional Flat File Upload

Fund List. Depariment List, Fund-Dept Relationship, Form 1, Form 2
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From the Budget Form Menu, notice that “Current Year Financial Worksheet: Additional
Calculations for Form 4B” is expanded by default. Click on the link on the left side of the box
that says “Click to edit form.”

Current Year Financial Worksheet: Additional Calculations for Form 4B &

- L‘f Click to edit form A Not "‘Ready to Submit'.

Debt Worksheet

Form 1: Budget Estimate

Form 2: Estimate of Miscellaneous Revenues

Form 3: Notice to Taxpayers

Form 4: Ordinance / Resolution of Appropriations and Tax Rates

Form 4A: Budget Report

Form 4B: Budget Estimate, Financial Stat t and Prop d Tax Rate

B Bl Bl i

1782 Recipients: Registration of 1782 Notice E-mail Recipients

Entering Data in the Current Year Financial Worksheet

The Current Year Financial Worksheet is 16 lines long. Most of these fields are data entry,
whereas a few are populated from the Department’s database or by totaling other lines on the
worksheet.

Navigation of the Current Year Financial Worksheet is done through a drop-down menu that will
allow users to select a fund. All funds will need a completed Current Year Financial Worksheet.

‘ Select Unit = Unit Main Menu = Budget Form Menu = Current Year Financial Worksheet

2020 Gateway1 County - 8883 Digf City 1, Gateway1 Co

& Click Here for Print'View Options

Prascribed by Departrment of Local Government Finance
CURRENT YEAR FINANCIAL WORKSHEET
(Formerly Line 2 Workshest)
Selected Year: Z020
Selected County: Gateway1 County
Selected Umnit: Digf City 1
Select Fund:
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The Current Year Financial Worksheet is divided into six sections: Line 2, Line 3, Line 4A, Line
4B, Line 6, and Line 7 calculations. For most funds, these calculations can be pulled into Form
4B. For debt service funds, all but the Line 2 calculations can be pulled into Form 4B. The Line

2 calculations can instead be pulled from the Debt Worksheet for debt service funds.

Line 2 =

i
Line 3 ez,
Line 4A ™
Line 48 _,! '
Line & _Jl -
Line 7 = |

| Lime 2

APPROPRLATIONS
1. Curert Wear Approved Budget @
1 Encambwances Brought Foreard
3 Chuanges o Appd opraatioer
& Addileonal Appeopriaons Gamary 1o Jure

b1 Reductions Jamsary Srough June

e

Cither Bhoae Bperopiisted Chigalions

5. Tunwl Appiaresd Appiopiation I
6. danuary theough Jure Curent Vear Degbaarssmenty

T. hpprepdisGoh Balince

A FEeductiorn July Brsugh Decamber
9. Edlmiated Curenl Yaai Expandihere July heough Decemtsi
Lime 3

0. Propossdifpproved Sdditinral Apmopnationg
Fee iy Wndaighs Dt of Curvenl Vel
Lime 44

1. Liwy srdoiiis fdl Handleiisd prod b Juie S0

2. Tempotasy Lodns oubslanding i af juns 30

Whal fund loaresd the cash on Line 127

i1, Temporary lobnd rol includsd inlLines 200 3 @
| kine 48
B4 Temp loaces o Be repaid in T fred s months: of sosung e

Wil Tfunid loaned the cash oh Line 14

Line &

15, jure 30 Cash Balancs, incledng dreiiments

Lime T

8. Tazes to be collecied. present year (Decembes ssttlemend
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“Line 2" section
Appropriations (lines 1-5)

1. Current Year Approved Budget

For Department-approved funds, this value is the prior year’s certified budget. If a non-
editable zero amount is being populated in error, please check the county’s budget order
online at http://www.in.gov/dlgf/2339.htm. Please verify that the fund code is the same as it
appears on the budget order.

Line 2

APPROFPRIATIONS

1. Current Year Approved Budget @ F 12,295 936

All other funds will need its current year adopted budget amount manually entered.

Line 2

APPROFRIATIONS

1. Current Year Adopted Budget b

2. Encumbrances Brought Forward

Any open purchase order or contract that should have been paid in a previous year, but was
not paid until the current year.

2 Encumbrances Brought Forward - $|

3. Changes to Appropriations

Additional Appropriations (Department approved January to June)

3. Changes to Appropriations:

a) Additional Appropriations (Januarny to June) $|
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Reductions January through June — Amount determined by a resolution to decrease the current
year certified budget.

b Reductions January through June $|

4. Other Non-Appropriated Obligations

Any current item added to the current year appropriation that was not originally counted for
and is included in the expenditures. i.e. insurance reimbursements

4. Other Mon-Appropriated Ohligations $|

5. Total Appropriations

The total appropriations for the upcoming budget year are calculated as the sum of Lines 1, 2,
3a, 4, minus 3b.

This field will be automatically calculated once the save button on the bottom right-hand side
of the worksheet has been clicked.

5. Total Appropriations B b

Disbursements (lines 6-9)

6. January through June Current Year Disbursements

The total of all expenditures for January through June of the current year. This amount can be
found on your June 30 fund report or in your June 30 totals in your ledger book.

DISBURSEMEMTS

6. January through June Current Year Disbursements $|
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7. Appropriation Balance

This field will be automatically calculated once the form has been saved.

The appropriation balance will be calculated as Line 5 (Total Appropriations) - Line 6 (January
through June Current Year Disbursements).

7. Appropriation Balance b

8. Reductions July through December

Any anticipated or actual reductions planned in the last half of the current year.

a. Reductions July through December $|

9. Estimated Current Year Expenditures July through December

This field will be automatically calculated once the form is saved.

The Estimated Current Year Expenditures July through December is calculated as Line 5 (Total
Appropriations) - Line 6 (January through June Current Year Disbursements) - Line 8
(Reductions July through December).

4. Estimated Current Year Expenditures July through December @ 5

“Line 3” section

10. Proposed/Approved Additional Appropriations for July through Dec. of Current Year

Please type the total amount of all proposed or approved additional appropriations for this
time period.

Line 3

10. Proposedifpproved Additional Appropriations far July through Dec. of Current Year b
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“Line 4A” section

11. Levy excess not transferred prior to June 30

This would be Levy Excess applicable to the ensuing year’s budget that the unit was informed of
from your Department Budget Field Representative, but has not yet moved as of June 30 of
current year. Insert the balance here due to the Levy Excess fund.

Line 4A

11. Lewy excess not transferred prior to June 30 5

12. Temporary Loans outstanding as of June 30

These include inter-fund transfers and tax anticipation warrants to be re-paid by December
31 of the current year.

What fund loaned the cash on Line 12? Please type the name of the fund or financial
institution that loaned the money to this fund.

12 Tempaorary Loans outstanding as of June 30 $|

VWhat fund loaned the cash an Line 127 I

13. Temporary loans not included in Lines 2 or 3

This amount will automatically total the amounts entered in Lines 11 and 12 once the form is
saved.

13. Temporary loans not included in Lines 2 or 3 b

“Line 4B” section
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14. Temp loans to be repaid in the first six months of ensuing year

These include inter-fund transfers and tax anticipation warrants.

What fund loaned the cash on Line 14?

Please type the name of the fund or financial institution that loaned the funds.

Line 4B

14. Termp loans to be repaid in the first six months of ensuing year b

‘What fund loaned the cash on Line 147

“Line 6” section

15. June 30 Cash Balance, including investments

Please include the June 30 cash balance and ensure that it reconciles with your bank
statement.

Line &

18, June 30 Cash Balance, including investments ki

“Line 7” section

16. Taxes to be collected, present year (December Settlement)

Please include the property tax dollars to be collected July 1 — December 31 of current year. This
often consists of the certified levy minus June settlement, but can also include the June
settlement if it was not deposited and/or distributed by June 30.

Line 7

16. Taxes to be collected, present year (December settlement) $
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Signing the Form Electronically

At the bottom of the Current Year Financial Worksheet, there is an electronic signature box.
Only the user with submission rights will see the signature box.

—Form Signatur
NAME

TITLE

SIGNATURE/PIN

«/ SIGN AND DATE FORM

he same forse and effect as my handuritten signature
half of the unit

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 Department at gateway@dIlgf.in.gov in the event that you have
lost or not received a PIN code. Once you select “Sign and Date Form,” today’s date will
automatically populate in the date field.

Fedm Sigeature

[T ]
Manry Mowsd
TITLE

Imistee
BIGRATURL /FIN

ATE Froaim ey Pt viiaed Bdwibed 41 00 04 T

- o SIGE AND DATE FORM
BTSN

sl sk i i i iy i i e

Once you see the red text stating “Form Signature Values Saved,” you have successfully signed
the Current Year Financial Worksheet.
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Marking the Form “Ready to Submit”

At the bottom of the Current Year Financial Worksheet and all other forms there are “Ready to
Submit” status boxes. Before the form is entirely complete, there will be a grey box that is titled
“Not Ready to Submit.”

The budget forms have a feature built in called validation. This does not allow the form to be
marked as “Ready to Submit” or be submitted until the required fields are completed. Validation
will help prevent some commonly found errors in previous years. Upon closer review, the box
states: “You will be able to mark this form as 'Ready to Submit' once the form has been signed
with a valid four-digit PIN.”

& Mot Ready To Submit u

“fou will he able to mark this form as ‘Ready to Submit' once the form has been signad with a valid four-digit PIN,

Once information has been entered in the published and adopted columns and the form has been
appropriately signed with a PIN, the yellow “Ready to Submit” option will appear. This gives
users the ability to mark the form as “Ready to Submit” by clicking on the check box.

™ Ready to Submit u

This Form will still he editable after checking this hox The 'Ready to Submit’ option allows a form to he setwisibly complete throughout the application and to be
officially submitted to DLGF from the Budoet Form Menu. Only Submitting the form to DLGF from the Budaet Form Meno will turn off the editing function of the farm.

Once this box is checked, the box will turn green and the form will now be marked as “Ready to
Submit.” The Current Year Financial Worksheet will still be editable until it is submitted.

¥ Ready to Submit n

Thi= Form will still he editable after checking this box. The 'Ready to Submit' option allows a form to be setvisibly complete throughout the application and to he
officially submitted to DLGF fram the Budget Form Menu. Only Submitting the form to DLGF fram the Budget Form Menu will turn off the editing function of the form.

Note that after the Current Year Financial Worksheet has been marked as “Ready to Submit,” the
Current Year Financial Worksheet under the Budget Form Menu now shows a green submit
option. Note: Marking a form as “Ready to Submit” does not mean that the form is submitted!

*Do not submit any Budget forms with the exception of the Form 3 until your unit has adopted
its budget.
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If you have adopted your budget, you may now click the green “Click to submit completed form
to DLGF.”

Current Year Financial Worksheet: Additional Calculations for Form 4B &
| Click ta edit form - & Click to submit completed form to DLGF

A pop-up box will appear asking you if you have checked the error prevention report. Before
submitting the form, please make sure to check the Error Prevention Report to make sure there
are no errors triggering at this time. The link to the report can be found on the Budget Form
menu. To confirm, simply press “OK.”

Iy

A wOU SUre you want to
subrmnit this form?

) o

After form submission, the Current Year Financial Worksheet on the Budget Form Menu will
now appear green, and will now be in “read only” status.

Current Year Financial Worksheet: Additional Calculations for Form 4B

5:' Click to views farm Thiz form has been submitted.

The form may no longer be edited once it has been submitted. If a form has been submitted by
mistake, please contact the Department at gateway@dlgf.in.gov to request that it be unsubmitted.

Page 14 of 15


mailto:gateway@dlgf.in.gov

Gatewsy L

for government units An information for Indiana Data Site

Viewing and Printing the Form

At any point, the Current Year Financial Worksheet can be printed directly from Gateway. Click
the button at the top-left corner of the form that reads, “Click Here for Print/VViewing Options.”
Next, click on the link that reads, “Print/VView Financial Worksheet for All Funds for Selected
Unit in PDF Format.”

“ = Click Here for Print\View Options -

' Printifiew Financial Warksheet for Currently Selected Fund in PDF Farmat

Printiew Financial Worksheet for All Funds for Selected Unit in POF Format

Once the page appears in a new window, simply click on the printer icon on the top left hand
corner to print. The form may also be saved by selecting the save icon to the right of the print
icon. This will save the form as a PDF which can be emailed or posted to a website.

Congratulations! You have successfully submitted your Current Year Financial Worksheet.
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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