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How do I get to 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.

Form 1 Overview

This form is used to collect the information of how your unit appropriates its spending for the
year. The process begins with the fiscal officer estimating their desired spending for the next
year. Next, they enter these amounts in the desired budget line items in the advertised column,
Any previously used line items roll over from the previous year, and the official can simply enter
the appropriation estimate amounts for the budget year. New line items can be added, obsolete
ones can be deleted, and the report can be customized to reflect the unit’s spending. Ultimately,
the adopted column should reflect the final decision of the fiscal board’s approved budget. This
is then used as the starting point of spending for the unit for each appropriation. The State Board
of Accounts may use this as a guideline when auditing that budget year. Once this form is
completed, the figures can be pulled across other applicable forms.
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Accessing Form 1

First, navigate to the Unit Main Menu by selecting your unit and then clicking “View Forms,

Enter and Edit Budgets.”

Select Unit = Unit Main Menu

2020 Gateway1 County - BB33 Digf City 1, Gateway1 Co

Unit Main Menu - 9983 Digf City 1, Gateway1

Select from the options below to customize your unit's funds, depanments, and'or publicatio

ﬂ Pre-Budget Worksheet - Submitted on §4/2018 10:30:13 AM
Frovide information and estimates in advance

_,_E_; Customize Funds, Departments, Debts, Rev. Codes
View and edit lists of funds, depts., debis by fund and rew. codes

) View Forms, Enter and Edit Budgets

View, edit and submit Forms to DLGF.

_é Supmit Signed Form 4 and Other Documents
View, upload and submit budges-relat=d documents to DLGF

Gd"g Property Tax Cap Info

\fiew Property Tax Cap Data Cumently Entered on all Forms

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2
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From the Budget Form Menu, select “Form 1: Budget Estimate” and notice the menu expands
beneath Form 1. Then click on the link on the left side of the Form 1 box that says “Click to edit
form.”

Gateway

for government units An Information for Indiana C

Department of

overnment Finance

) Home j About #§ AccountSeitings 7, User Guides () Logout Local G

Select Unit > Unit Main Menu > Budget Form Menu
2020 Gateway1 County - 9953 DIgf City 1, Gateway1 Co

Select from Available Forms

‘ N\ Error Prevention Report E i Budget Forms Flow Chart

‘ Current Year Financial Worksheet: Additional Calculations for Form 48 /\
# [ Cick to adit form A\ Not Ready to Susmit:
Debt Worksheet iy
Form 1: Budget Estimate Ay
Form 2: Estimate of Miscellancous Revenues iy
Form 3: Notice to Taxpayers Ay
Form 4: Ordinance / Resolution of Appropriations and Tax Rates A
Form 4A: Budget Report A
Form 4B: Budget Estimate, Financial Statement and Proposed Tax Rate /\
1782 Recipients: Registration of 1782 Notice E-mail Recipients A
The Indian= Gateway for Government Units provides = ceniral poria! or local gavernments o submit forms Email POWERED BY
tothe Indizna Depariment of Loos| Government Finsnce and the State Soard of Accounts. It main tained « DLGF P“E
by the Indiana Business Research Center 2= part of the Information for Indiana Initiative. . SBOA JL-&]"”"‘“'“'

Form 1 navigates through a drop down menu that allows users to select a fund and department.
Please note that school units will use the Department field in place of their Program Accounts. As
shown below in the department listing, the form currently displays “No Department”. This is the
default for users that are not departmentalized or that have not yet created and linked a department
to the selected fund. For more information on Fund & Department Customization, please see the
Adding, Deleting and Connecting Funds and Departments User Guide.

BUDGET ESTIMATE FOR
Select Funil:
0101 - GENERAL |
Select Department:
0000 MO DEPARTMENT |
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If a unit previously completed a budget in Gateway, the user should notice the funds,
departments, and line items with data entered carry over from the previous year.

Note: Line items in the Capital Outlays and Debt Service tabs are the exception, and will not roll
over.

Select Fund:

0101 - GEMNERAL wr Copy ALL Advertisad Amounts
for ALL Funadis

Sabect Department
D042 CLERK {CLERK/TREASURER] -

Select Category Tab

Personal Services Supplies Services And Chargs Capital Dutlays Debt Service Property Tax Cap

Ernployes Benefits . | Socal Security 3 s | =
Salaries and Wages Clerk-Treasurer Salary 5| j cory 2
Salares and Wages M’ﬁl’ Sdhr"' % : ] ]
— . -

TOTALS BY CATEGORY Fotai- § 0 Formi- § 0

TOTALS BY DEFT BY FUND Torar- § 0 Tornt- § 0

TOTALS BY UMIT Toim- § 105,035 foimt- § 10

«f sAvE

Ensuring the Proper Number of Forms are Available

The availability of Form 1’s are based upon the unit customization of fund and department
combinations. To ensure that the proper number and type of forms are available, please be sure
that all necessary funds and departments have been added and linked appropriately to each other.
For additional assistance, please see the Adding, Deleting, and Connecting Funds and
Departments User Guide.
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Entering Data on the Form 1

For each line item, Form 1 collects five pieces of information:
(1) Sub-Category
(2) Line Item Code
(3) Description
(4) Advertised amount
(5) Adopted amount.

Supplies Sarvices And Charges Capital Outlays Dttt Sorvice Progarty Tax Cap

The Sub-Category field simply breaks down the selected category to additional pre-defined
subcategories. The categories are Personal Services, Supplies, Services and Charges, Capital
Outlays, Township Assistance (Townships only), Debt Service, and Property Tax Cap (for all
non-debt service funds).

The Line Item Code field collects the local code. This may be the State Board of Accounts
codes for expenses or a user’s own local tracking codes. Entry of a code in this field is optional;
therefore, some Units do not use Line Item Codes. The field is included to assist in tracking
expenses back to local recordkeeping.

The Description field is mandatory. This is the local description. It does not need to tie back to
any prescribed code lists.

For each line item, Form 1 collects two values: the advertised amount and the adopted amount.
The Advertised Amount is the amount that is proposed at the beginning of the budget process
by the Fiscal Officer, and is advertised on the Form 3 on Gateway. The Adopted Amount is the
amount that is approved by the Fiscal Body, and adopted by ordinance or resolution on the Form
4,

Expenditure Code List

Please reference the State Board of Accounts’ expenditure code list when adding in new
expenditures. The current expenditure code list can be found at: SBOA Disbursement Codes.
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Adding a New Line Item

To add a new line item:

Select the appropriate category from the blue tabs at the top of the form.

Next, select the appropriate Sub-Category from the drop down menu.

Type in a Line Item Code.

Then type in a Description of the expense.

Enter in the amounts for the Advertised column.

After data entry is complete, save by selecting the “+ADD” button on the left hand side.

ogakkwdE

Supplies " Bervices And Charges Capital Ctlays Dbt Service Proparty Tax Cap

Sub-Castegany Line Iem Code O Description Advertised Amount Adopted Amount  Add
Communicalon fnd Tramsporticn D101-0a2 Rental Vehickes 500 + Ann 6
2 3 4 o

Editing Line Items

In most cases, the Form 1 contains some pre-existing line items that have rolled over from the
previous year. In the event that a line item code or description needs to be edited, click in the
field that you wish to edit and make the desired changes. After edits are complete, click the
“Save” button on the bottom right-hand side of the page.

0101 -100 Salary of Trustee
Salanms and Wages 0101-110 Safary of Clerk 5 [:L-,L.i} L]
Salares and Wages 0101-125 I"m.l of Towmshp Boar s |
N B T
TOTALS Y CATEGORY e §00 o 1]

TOTALS BY DEFT @Y Fukd Torue: § 0 o § 0

TOTALS EY LM Torer § 0 oew § 0
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Entering Data on an Existing Line Item
To navigate within this form, you can click on the categories on the blue bar. This will open up

any existing line items. To enter amounts on an existing line item, simply select the field, enter
the amount, and click “Save”.

Services fnd Charges Capiind Duflays De=bat Service Prepenty Tax Cag

. = Advertised
Sub-Category Line Item Code 0 Descripbion

Office Supples 0101-200 Office Supples 5 300 Py s »

Era—" . . - Y

TOTALS Y CATEGORY o =ni 0
TOTALS. BY BEFT BY FUND 200 e §0
TOTALS BY IWIT e § 300 et § 0
Fonm valies saved a1 03:75 PM and 4 seconils, i *
Property Tax Cap

For Pay 2020, a new category was introduced titled Property Tax Cap. This category will appear
as an option for all non-debt service funds, and allows for the unit to account for Circuit
Breakers. If a unit is departmentalized, this will appear as a new department as code 0082. The
line items that were generated for Pay 2020 will still remain. Each unit may complete this line
item with either the Department provided estimates or their own estimates.

While the amounts entered into these line items will increase the totals at the bottom of the Form
1s, please remember that this form will be your Gross budget when property tax cap credit
amounts are entered. The amounts entered into this line item will not change your advertised,
adopted, or certified budget amounts. Those will be your Net budget, or all expenditures minus
the property tax cap credits.

Please contact your Budget Field Representative with any questions.
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If you are not departmentalized, your screen will be populated with the line item necessary, and
still display “0000 NO DEPARTMENT”. Once you have selected the “Property Tax Cap”
category, simply enter your Property Tax Cap amount, and click “SAVE”.

Sabect Funid:
Copy ALL Adveritsed Amounts

0708 - MOTOR WEHICLE HIGHWAY -
for ALL Funds

Sebect Departme il:
0000 NO DEPARTMEMT

Select Category Tab

Pregaty Taa Cap Impet

Progaty Ths Ca Irspast

If your unit is departmentalized, you will first change the department to “0082 PROPERTY
TAX CAP IMPACT - BUDGET PURPOSES ONLY™”. From here you will select the category,
and then you will see the line pre-generated. Now just enter your amount for this particular fund,
and click “SAVE”.

EBalect Fund:

0101 - GENERAL u Copy ALL Adveriisad Amounis
for ALL Funds

Salect Department:

0082 PROPERTY TAX CAP IMPACT - BUDGET PURPOSES ONLY < —

Select Category Tab

Property Taw Cap Impact

TOTALS BY UNIT Tl § 108,098 Teat § 0

| Form values saved at 02:04 PM and 05 ssconds. of SAVE r
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Deleting a Line Item

To delete an existing line item select the red “X” on the far right of the page. This will delete a
single line item. If an error is made on the sub-category field, delete the line item and enter it
below. After data entry is complete, save by selecting the “+ADD” button on the right hand side.

Personal Services Services And Charges Capital Outlays Debt Service Property Tax Cap

Office Supplies Office Paper & BDD| m £ X

Copying Advertised Amounts to Adopted

If the budget looks like it will be adopted without any changes, amounts from the advertised
column may be easily copied to the adopted amount column for the selected fund just by clicking
the blue button in the top right corner “Copy all Advertised Amounts for All Funds” button. This
will copy amounts for all funds. You may also want to move everything over to the adopted
column as a starting point for the adopted amounts.

Note: Once your Form 3 has been submitted, the advertised amounts are not to be changed. Any
changes are to be in the adopted column only.

Select Fund:

0101 - GEMERAL " Copy ALL Advertised Amounts
for ALL Funids

Select Depanmant:
0001 CLERK OF CIRCUIT COURT {COUNTY CLERK)

Select Category Tab

Supplies Sarvices And Charges Capital Outloys Debt Service Property Tox Cagp
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To be more selective about what amounts are copied, click on the blue “COPY” arrow between
the advertised and adopted column. This will only copy the amounts in the current category of
the selected fund and department.

 Personal Services

Supeplies Services And Charges Cagrital Outlays Dbt Service Propery Tax Cap

Salarims and Wages '_ _ Salary of Trustea| $ 5,000] 5 |
Sseres ond Weges I ESTE N Y s | x
Salaries and Wages Pay of Township Boar 5 2,000 m 5 | =
Ervplizeie Banatas .- wn&lsﬁw 5: 500/ £ | L

You will want to navigate to each combination of categories, funds, and departments to complete
the adopted amounts for all line items.

If the adopted amounts have changed from the advertised amounts, simply type in the adopted
amounts and click “Save” at the bottom of the form. As long as the fund total does not exceed
the advertised fund total amount, you may move amounts between line items.

Supplies Services And Charges

Professional Servons : EI].EIl.El-ﬂ [ Cifﬁ(t Pda-tl
Professionyl Tarvioe
TOTALS BY CATEGORY et § 300 Tiral % 100
TOTALS BY DEPT BY FUND Toiai § 9,500 ot § 100
TOTALS BY UNIT meai: § 9,500 Torat § 100

F 1] ed at 13:31 PM and 58 LN l
orm values saw i seconids o SAVE :*
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Signing the Form Electronically

At the bottom of Form 1, there is a box for the user to place an electronic signature on the form.
Only the user with submission rights will see the signature box. The signature box will be
invisible to users with edit or read-only rights.

—Form Signature

WAME

TITLE

SIGNATURE, PTN

DATE

| Basubry acknoiiips Than Tha Submission of This deculrnt thioigh Se CReeay passesnd ard PEH Spstem condtiules 5 "uetron SERate” 38 delingd in IC 5-24-3-2. This submizsien i insadad 1o, and
Reraby disis, oenAIAE Suhantedion and appresal of The SUbmTled documsnt a5 rejuired By tha indiasa Code. | undermand that this eketrosie signaiun 1akes T plics o My handermen Sigramue ard
acomphzhes e same papeses a5 wowkd My handerimen sigranure in the same cimumeance, | Tuher acknosbedge hai this skecimnio sigronure kas the mame force and eties ac iy handurizen sigrabere
ared can and wll ba wwed for ol eatul perpomar. | abfe tht | hovvs B real and apparent mstorty 1o slsctmnically Sgn and mebmit this document on Behalf of te urd

w" SIGN AND DATE FORM

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 or at (317) 232-3777 in the
event that you have lost or not received a PIN code.

r—Form Signature—

HAME

Bugs Bunmy
TITLE

Auditar
SIGHATUREPIN

LT n
ID\A'I'F Form signalure values saved a1 01:10 P and 55 seconds off SIGH AND DATE FORM
|D6/04/2019

Once you see the red text stating “Form Signature Values Saved,” you have successfully signed
Form 1.

Marking the Form “Ready to Submit”

At the bottom of Form 1 and all other forms there are “Ready to Submit” status boxes. Before
the form is entirely complete, there will be a grey box titled “Not Ready to Submit.”

The budget forms have a feature built in feature 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,
you will notice that the box states,
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“You will be able to mark this form as ‘Ready to Submit” once amounts have been entered in
both ‘Advertised” and ‘Adopted’ columns and the form has been signed with a valid four-digit
PIN.”

A Not Ready To Submit u

ouwill be able to mark this form as 'Ready to Submit' once amounts have been entered in both ‘Publizhed' and ‘Adopted’ columns and the form has been signed
with & walid four-digit PIM.

Once information has been entered in the advertised 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. Do not check
this box until all the line items, advertised, and adopted amounts are entered.

" Ready to Submit u

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

Once this box is checked, the section will turn green and the form will now be marked as “Ready
to Submit.” Form 1 will still be editable until it is submitted.

IV Readyto Submit u

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

Note that after Form 1 has been marked as “Ready to Submit.” Under the Budget Form Menu
Form 1 now shows a green submit option for officials with submission rights.

*Do not submit any Budget forms with the exception of the Form 3
until your unit has adopted its budget.*

Current Year Financial Worksheet: Additional Calculations for Form 4B fi'\.

Debt Worksheet ;&.

Form 1: Budget Estimate ;&

| Click to edit form B Click to submit completed form ta DLGF -

After your budget has been adopted, you may now click on the green “Click to submit completed
form to DLGF” button.
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A pop-up box asking if you have checked the Error Prevention Report. If you are ready to
submit, simply press “OK.”

A

Please check the Error Prevention
Beport for any errors before
submitting this form
Are you sure you want to

submit this form?

Cancel OK

After the form has been successfully submitted, Form 1 on the Budget Form Menu will now
appear green, and will now only appear in “read only” form.

Current Year Financial worksheet: Additional Calculations for Form 4B .&

Debt Worksheet .&

Form 1: Budget Estimate

p Click to vigsw form | Thiz form has been submitted. h

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 or at (317) 232-3777.

Viewing and Printing the Form

At any point Form 1 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.” From here, the user will have the
option to print the currently selected funds or all funds. Please select one.

s}
5]
[1¢]

ct Unit = Unit Main Menu = Budget Form Menu = Form 1

2020 Gateway1 County - 9983 Dlgf City 1, Gat

- = Click Here for Print/View Options -
Frint\iew Form 1 for Selected Fund in All Formats
Print/View Form 1 for All Funds for Selected Unit in All Formats -

Print/Vigw Form 1 for Interactive Department in All Formats
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The page will open in a new window. Once it is open, click on the icon that resembles a save
icon in the middle at the top of the page to view the export options.

4 4 1 of 1 [ [ @

Prescribed by the Dep of Local Budget Form No. 1
Approved by the State Board of Accounts

Budget Form 1 - Budget Estimate
Year. 2020 County: Gateway1 Unit: Digf City 1

Fund Department % Category 2 Sub-Category 3 Line ltem Code 2 Line [tem % Published + | Adopted %

From the list of export options, Form 1 may be exported into a PDF, Word, Excel, or many other
different file types. This allows users to personalize how they wish to have the data displayed.

-] a

XML file with report data

|  PpOF
MHTML (web archive)
Excel
TIFF file
Word

CSV (comma delimited)

To quickly and easily print off the form, click on “PDF” and then click the printer icon.

#@mmléﬁv "Bt

Congratulations! Form 1 has been successfully submitted. 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.

Page 15 of 15


mailto:gateway@dlgf.in.gov

	How do I get to the application screen in Gateway?
	Form 1 Overview
	Accessing Form 1
	Ensuring the Proper Number of Forms are Available
	Entering Data on the Form 1
	Expenditure Code List
	Adding a New Line Item
	Editing Line Items
	Entering Data on an Existing Line Item
	Property Tax Cap
	Deleting a Line Item
	Copying Advertised Amounts to Adopted
	Signing the Form Electronically
	Marking the Form “Ready to Submit”
	Viewing and Printing the Form

