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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 to 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(@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.

Debt Management Overview

For the last several years, the Department of Local Government Finance (‘“Department”) has
utilized Gateway Debt Management to fulfill debt reporting requirements under IC 5-1-18-9(b).
Under IC 5-1-18, the following debts must be reported in Gateway Debt Management: All bond
issuances. All loans, with the exception of temporary loans payable from current revenues. Lease
rentals of real property (buildings and other permanent structures). Any piece of equipment that
is under a lease-to-own arrangement. Political subdivisions are not required to report short-term
leases of equipment such as copiers and vehicles. Any debts incurred by municipal utilities or
redevelopment commissions that must be reported by the establishing city, county, or town.
Every year, the Department will again require units to complete an annual review and verify the
accuracy of the debt information in Gateway. All political subdivisions are required to complete
this report no later than March 1.
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Accessing Gateway Debt Management
After you sign in, you will select the “Debt Management” option to proceed.

Select Application

Department of Local Government Finance (DLGF)

Assessor :{epC".S Mar 31
Budgets Details
Data Entry for CNAV and Form 22 Details

Debt Management ‘ Details

Next, a list of units that have been assigned to your account will appear. For most users, this will
be only your unit. Some units may appear if you have been given permission to enter information
on behalf of another unit.

Select Unit

Select Unit from List

Click a link below to select your unit.

Unit

&0 Unit Name Link Unit Type Unit County

0416

i Auburn Civil City

Annual Affirmation Statement

CityTown Dekalb

Gateway’s Debt Management is an annual report, however, all debt submitted through Gateway
will remain and will not need to be reentered. Users will want to make sure any new debt is
reported within 30 days of incurring the debt and any retired debt is marked as retired on the
Select Unit Menu. Other sections of this guide can walk you through doing so step-by-step, but if
all the information in Debt Management is complete and accurate, or if your unit does not have
any debt, you can continue.

At the beginning of each year, units will need to log in and sign a statement affirming that the
information in Gateway Debt Management has been thoroughly and accurately reported for all
debt reporting requirements.

After you have selected your unit, you will be taken to the Select Debt page. At the top will be

the “Debt Affirmation” section along with a list of any reported debts below. Once you are
ready, you may check the box adjacent to the affirmation statement.
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Once checked, you will enter your name, title, four-digit PIN, and click the “Sign and Submit”
button to finalize the submission of the annual affirmation requirement. Please note that in order
to submit the affirmation statement, there can be no un-submitted reports. Un-submitted reports
can be spotted by the delete option to the right of the retired checkbox.

select Unit = Select Debt

Debt Affirmation Due March 1,2020 A
- O By checking this box, | affirm that the selected unit has fully complied with the debt
reporting requirement described in IC 5-1-18. | affirm that the debt reports listed below are

accurate and correct If no debt report is listed or all reports listed are marked as refired, |
affirm that the selected unit has no outstanding debt.

Mame

Title
Signature/PIN
L — >
Date
1/27/2020

Once submitted, the section will turn green to indicate that it has been submitted.

» SedeCt Debl

This unit has successfully completed the annual verification due March 1, 2020
MHame

Titie

Signatura®IN

+This form has been susmimed. Uniock AMirmabion
Date

02/17/2020

If you happen to later uncover that not all reporting requirements have been met, simply uncheck
the box to revoke your affirmation statement. To uncheck the box you will simply click on the

checked box. Please note that you will need to recheck the box once your debt is thoroughly and
correctly reported.

Reporting Debt Information

The first screen that you see after selecting a unit is a list of debts that have already been
reported. If you have not reported any debt in the past, you will only see the affirmation
statement along with an “Add New Debt” option.
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If your unit has no outstanding debt, simply check the box affirming this fact and complete the
signature information. Once you click “Sign and Submit” and the yellow menu turns green, you
have no further reporting requirements.

Select Unit = Select Debt

Debt Affirmation Due March 1,2020 A

- O By checking this box, | affirm that the selected unit has fully complied with the debt
reporting requirement described in IC 5-1-18. | affirm that the debt reports listed below are

accurate and correct If no debt report is listed or all reports listed are marked as retired, |
affirm that the selected unit has no outstanding debt.

Mame

L ]

Title

Signature/PIN
E—

Date
1/27/2020

If your unit does have one or more debts to report, you will click the button that says “Add New
Debt” to access the reporting form.

Gateway

Ar Information for Indiona Cofo 5

§ Bome | About @ Arcount Settimgs 7, User Guides /3 | Logout Local G

+ by et

Dbt Arfirmation Due Masch 12030 &

05 cheeiiv] Pd bes | 0 Tl I ST Ul Rih Ay ESSERed i Pl datd
repories) ssaacrset dencebed 1 K0 8-1-15 | afere Bl e debl oty inled bolow are
it il perect I de O repon! 6 bated o B0 ety Eabed aet ralnd i tEled |
ATy Il Pe wiacied Ui ham a0 cubilandrg ot

Fiwres
Tl

Fgrin i

Sign 23d Suomi
Cuis "2
1/27 /2020

hantand - Mgl Sap 18
T ki)

[ Hat ubenses - Duate

dapd e Bt
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Once a debt report has been saved, the debt will appear on the main menu. If you see the delete
option, the report has not yet been submitted.

= Salect Debt
File Upload
Bond Name Link Retired Delete
i 202 r Delate
ries 202 r Delete
GO Bond of 2020 r Delete

T 202
Add New Debt | _
Now that the “Select Debt” menu has been explained, it is time to begin reporting your first debt.
Click the “Add New Debt” button to continue.

General Navigation

The form is divided into eight sections. At the bottom of each section, you have the option to
save your work, to proceed to the next section, or to go back to the previous section.

Prew | Save | Mext |

Once you pass the first screen, a menu on the right-hand side of the screen displays the different
sections of the form. This gives you a second option for navigating among screens.

Menu

Basic Debt Information

Code Cite

Deht Limitation
Date Infarmation

Petition!Remonstrance

Debt Rating
Security on the Debt

SourcesiUses of Funds

Amorization Schedule

Beview ! Signature
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Be sure to click the “Save” button at the bottom of the form frequently to ensure that your
information is not lost. Note that clicking “Next” also saves the information you have already
entered.

Prev Save | MNext |

Required Fields

Although the Department strongly recommends units to enter as much information as possible,
there will be certain fields that are either not applicable or that the information cannot be located
for debt that was issued in the past.

Be sure to watch for red asterisks (*), as these indicate required fields that must be completed in

order to submit this report. The red asterisks will be present throughout the user guide and the
debt report in Gateway.
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Basic Debt Information

The first page of the form is used to report basic information about the debt. First, you will need
to enter a name for the debt. This is a description that you will give to the debt, and should be as
specific as possible.

Basic Debt Information / Code Cite / Debt Limitation
Gateway1 - Digf City 16 -

Basic Debt Information

Debt Hame: * Required Field

First Mortgage Refunding Bonds, 2020 _

Type of Indebtedness: * Reguired Field
Bond L

Base CUSIP Number:

Is this debt exempt from the property tax caps? u * Required Field
Yes 2 No

Next, use the drop-down menu to specify the type of indebtedness.
Type of Indebtedness: * Required Field

Bond i
Bond
Loan
Lease
Common School Fund Loan
Build America Bond
Qualified Zone Academy Bonds
Recovery Zone Facility Bond
Public Works Loan
Emergency Fire Loan
Bond Anticipation Notes
Qualified School Construction Bonds (QSCB)
Tax Anticipation Warrants (TAW's)
¢ Claims and Judgments
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Next, enter the Base CUSIP number. The CUSIP number is a nine-digit number that identifies
the issuer and the type of debt. The first six digits of the number form the base CUSIP, which is
unique to the unit of government. This six-digit code should be reported in the third field. Please
note that not all debts will have a CUSIP number.

Type of Indebtedness: " Required Field
Bond j

Base CUSIP Number:
|455421

Debts approved by referendum (voted on by taxpayers during elections) after 2008 and certain
debt in Lake and St. Joseph counties are exempt. Debt not paid with property taxes is not exempt
unless one of the specific exemptions is satisfied.

Base CUSIP Number:
1455421

Is this debt exempt from the property tax caps? u * Required Field
C Yes ® No

The next section collects the Indiana Code citation which permits the debt to be incurred. This
will often be found on your bond or loan documentation.

Code Cite

Code Cite Under Which Debt is Authorized: |IC 36-10-9.1-23

Code cite can typically be found in the bond resolution or ordinance.
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The final part of this section asks about your unit’s debt limitation. The Indiana Constitution
prohibits a unit from becoming indebted beyond two percent of its assessed value. However,
certain types of debt are not subject to this constraint. This portion requires you to indicate
whether or not this debt is subject to the Constitutional limit. If you indicate “No,” no further
action is required. Generally, a debt is subject to the debt limit if it is backed by property tax,
income tax, or is a general obligation of the issuer.

Debt Limitation

Is this debt subject to the issuer’s debt limit? u * Required Field
C Yes ® No

If you indicate “Yes,” then you may enter the name of the applicable issuer (in other words, the
unit of government for which the constitutional or statutory limit is impacted), this issuer’s
current debt limit, and the current debt capacity after the issuance of the debt.

Debt Limitation
Is this debt subject to the issuer's debt limit? n * Required Field
@ ves C No

Applicable Issuer: [Auburn Civil City

Current Debt Limit: 43,053,107

Current Debt Capacity (after issuance of this debt): |$2,053,107

Now that this page of the debt report is complete, you will want to save the information entered
by clicking ”Save” on the bottom left-hand side of the page. Now that the page is saved, click
“Next” to continue to the Date Information section of the report.

Current Debt Limit: 43,053,107

Current Debt Capacity (after issuance of this debt): [$2,053,107

- Sava || Mext | Formsaved st 1/7/20202:30:14 PM
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Date Information

The second screen collects information about the dates of certain requirements for issuing a debt.
For each date, you may click on the “calendar” icon to bring up a month-by-month calendar. You
may select the date from the calendar, or type the date directly into the box in the format
MM/DD/YYYY.

Required Field
Date of Debt Closing - This is the date that the issuer receives the proceeds/funds from the debt

1ssuance.

Date Information

Date of Preliminary Determination: pror/om ]

Date of Publication of Preliminary Determination: ’W 3
Newspaper(s): m

Date of Public Hearing: W iz

Date of Final ApprovaliLease Execution: [oz/27/200 iz |
Date of Appropriation Resolution: [o2/282020 iz |

Date of Debt Sale: [o3jo1/200 i |

Date of Debt Closing: [03/312000 | n * Required Field

v

Prev Save | Next |

Petition/Remonstrance
The next screen collects information about petition/remonstrance and referendum processes.

First, indicate whether the debt is subject to petition/remonstrance requirements. (These
requirements are outlined in IC 6-1.1-20-3.1). If you select “No,” you may proceed to the next
question.

Petition / Remonstrance

Petition / Remonstrance

Was this debt subject to petitiontemonstrance?
-«m Cre
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If you select “Yes,” another question will appear asking whether the petition/remonstrance was
conducted.

Was this debt subject to petitionremonstrance?
 Yes C No

Was aremonstrance conducted?
o o

If you select “No,” you may proceed to the next question. If you select “Yes,” boxes will appear
for you to indicate the votes in favor and the votes against.

Was a remonstrance conducted?

® ves T No

Votes in favor debt: |6

Votes against debt: |1

Next, indicate whether the debt is subject to a referendum. (These requirements are outlined in
IC 6-1.1-20-3.2.) If you select “No,” you may proceed to the next question.

Was this debt subject to referendum®?

® ves  No

If you select “Yes,” boxes will appear for you to indicate the votes in favor and the votes against.

Votes in favor debt: |5

Votes against debt: |2
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Bond Rating

The next screen collects the bond rating(s) applicable to the debt.

Debt Rating

Debt Rating

I pebt is not Rated

Type of Rating  [ssuer Credit Rating (ICR) j
Rating Agency  Fitch j
Rating |

Prew | Zave I Mext I

First, use the drop-down menu to indicate the type of rating.

Debt Rating

Debt Rating

I Debt is not Rated

Issuer Credit Rati

. State Inter P
Rating Agency insured Rating

Use the second drop-down menu to indicate the issuing agency: Moody’s, Fitch, or Standard &
Poor.

Type of Rating |ssuer Credit Rating (ICR) LI

Rating Agency | Fitch

Rating | Moody's
Standard & Poor's
Prev | Save | Next |
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Use the last field to enter the debt’s rating. Then click “Save.”

Rating Agency Fitch ;]

Rating [a4a

Prev I Save ﬂ Next |

Once you have clicked “Save,” the rating will display above the data entry fields.

Debt Rating
Type of Rating Insurance Agency Rating
Delete Issuer Credit Rating (ICR) Fitch AR

Type of Rating | Issuer Credit Rating (ICR) |

Rating Agency Fitch j

Rating |

To edit the rating, click “Select” and change the data entry fields that appear below, then click
“Update.”

Debt Rating

Debt Rating

Type of Rating Insurance Agency Rating

- Deleti Select Issuer Credit Rating (ICR) Fitch AAA

Type of Rating Issuer Credit Rating (ICR) d

Rating Agency Fitch ﬂ

Rating |AAA
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To delete the rating that was entered in error, click “Delete.”

Debt Rating
Debt Rating
Type of Rating Insurance Agency Rating
elect Issuer Credit Rating (ICR) Fitch ABN

To add an additional rating, simply fill in the data entry fields for the second rating, click “Save,”
and the second rating will appear underneath the first.

Debt Rating
Debt Rating
Type of Rating Insurance Agency Rating
Delete Select Issuer Credit Rating (ICFR) Fiteih AAA
Dslele Selact Issuer Credit Rating (ICR) Moody's A2
Type of Rating  Issuer Cradit Fasing (ICF) =
Rasting Rgency Fitch =l
MIljl
»_w e

Security on the Debt

The next screen requests information about the security of the debt. Most debts have a primary
and a secondary source of repayment. Simply click on the circle next to the applicable selection
to indicate the primary and secondary sources of repayment. For all others, the circle for “N/A”
should be selected. A primary source of repayment is required.

Security on the Debt

General Obligation Bond of 2020

Security onthe Debt - Source of Repayment u

WA Primary  Secondary WA Primay  Secondary

- = # 8 ¥ e
/i c c WaoRDr Vehic Highway & c (s

® c c & . c
® s e & I e

it
- ® c c & c e

Dows this debt refinance or refund any previously sutstanding debt? No =
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If you indicated on the initial screen that this is a lease, then you will be asked to provide the
name of the lessor in the next box. If this is not a lease, this question will not appear.

Grant Revenue " C ( Other 3 ( [

Name of Lessor (Building Corporation/Hold Corporation)
|-llul:ur|1 Civil City Building Corporation

Does this debt refinance or refund any previously outstanding debt? No e

Reouired Field

The next question asks whether this debt is partially or fully refunding an existing loan. Use the
drop-down menu to make your selection.

Does this debt refinance or refund any previously outstanding debt? No E

* Required Field .
Fully Refunds Previous Debt

Partially Refunds Previous Debt

If you indicate that this debt is refunding another, Gateway presumes that the debt being
refunded has already been reported through Gateway. When you indicate that debt is refunding
another, a list will appear of all debt currently reported through Gateway. Please select the debt
that is being refunded if applicable.

Does this debt refinance or refund any previously outstanding debt? Fully Refunds Previous Debt j
* Required Field
Name of Debt refunded

F Lease Sample

Sources and Uses

The next screen collects information about the purpose of the issuance of the debt and the overall
financial information for the project as a whole.
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In the first box “Purpose of the Debt”, please use a short phrase or sentence to provide an
overview of why the debt is being issued and then indicate the total project cost in the box
labeled “Total Project Cost.” The total project cost should be the amount being financed from all
sources, not just the proceeds of the debt.

Purpose/Cost

Purpose of Debt: |Municipa| building repairs /Citywide ADA compliance upgrades * Required Field

-Total Project Cost: |$2,000,000 * Required Field

The next section asks you to provide all the sources of funds that will support this project. This
should include the proceeds from this debt as well as any other financing sources (e.g., local
option income tax, grants, etc....). The total of all items entered into this box should equal the
total project cost indicated above.

To add a source, please enter a description into the first field and the dollar amount into the
second, then click “Add Source.”

Sources

Please Enter Information Below

Source: |Bond Issuance Amount: |1000000 Add Source _

TOTAL SOURCES OF FUNDS: $0.00

The information will be posted to the chart above and a new blank box will appear underneath.

#

Eond Issuance $1.000.000.00 Delete Edit

Source: Amount: Add Source

Continue adding lines until all sources have been added. To delete a source, click the “Delete”
link to the right of the information.

Sources of Funds Amount
Bond |ssuance $1.,000.000.00 Delete Edit
Federal Grant $1.000.000.00 Delete Edit
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To edit a source, click the “Edit” link, alter the information, then click “Update.”

Sources of Funds Amount

Bond Issuance $1,000,000.00

Federal Grant $1,000,000.00

The next task is to detail the uses of the funds that are being raised to support the project. This
should include all components of the project. The total of all lines entered into this box should
equal both the project cost indicated above and the sum of the lines entered into the “Sources”
section.

The entry of “Uses” items functions exactly the same as the addition of “Sources” line items.
Please be sure to provide an itemized cost of issuance along with project expenditures. Enter a
description and amount for each use that is added.

Uses

Please Enter Information Below

Use: IBond Counsel Fees Amount; |7000 Add Use

Once you are done, the total uses, total sources, and project cost should all be the same amount.

Uses
Bond Counsel Fees $7,000.00 Delete Edit
Underwriters $13,000.00 Delete Edit
Building Repairs Contract $900,000.00 Delete Edit
ADA Repairs Contract $1,080,000.00 Delete Edit
Use: | Amount: | Add Use

TOTAL USES OF FUNDS: $2.000,000.00
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As a final step on this screen, you will indicate dates relevant to the project: the date the initial
bid was received, the date the construction began, and the date of substantial completion. You
may click on the calendar icon and select the date from the pop-up calendar, or you may enter
the date directly into the box using the MM/DD/YYYY format.

Dates

Date Bids Received: | 272020 3

Date Construction Started: |-*4.-'3.-'2'32'3 ..:l

Estimated Date of Substantial Completion: | 3502020 3

Amortization Schedule

The final screen for data entry collects the amortization schedule. You have two options for
completing this section. First, you may enter the information directly through the screen.
Alternatively, you may upload a Microsoft Excel file containing the information.

Amortization Schedule

Ganaral ObSigation Bond of 2020

Lease

Iritarast Pariod Total  cypitgizaa Trustes Federal Tax  Remaining
Date Principal Interent Fiscal Total Sy
* Rate ; Interest Fee Credit Balance

)

[
®
"
] [
] 5
10 %
il 2]
Total
Prey l Save Add More Rows Mext
-~

To enter the data directly, simply type the relevant information into the boxes on the chart. You
may use the “Tab” key to proceed to the next box. Please be sure to save often to avoid the
chance of being logged out for inactivity.
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You will want to include all payments from the first to the projected last. The one exception is a
State Revolving Fund loan that has not yet had its draws completed, in which you would list the
payments until the most recent payment.

Leases

At a minimum, for all debts classified as leases, you will want to be sure to include the date,
principal, interest, lease payment, and remaining balance amounts in the amortization schedule.

All Other Types of Debt

At a minimum, you will want to be sure to include the date, principal, interest, period total and
remaining balance amounts in the amortization schedule. You will also want to be sure to enter
any other applicable fields as well, such as trustee fees.

If you need more rows, click the “Add more rows” button at the bottom of the chart. A new row
will appear within the chart.

Total

- e —

Be sure to click “Save” once all data have been entered.

Total

* Save | Add More Rows | mext |
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If you wish to download the data you have entered into a Microsoft Excel file, click the link that
says “Download data to .csv.”
Amortization Schedule

General Obligation Bond of 2020

Principal el Interest ooy G Fiscal Total (e
L
” Rate interest Fee

To use the Excel upload option, first, click on the link that says “Example of .csv file” and save
the example file to your computer.

Amortization Schedule

Ganeral Obligation Bond of 2020

Period Total
interent Capitalized Trustes
Princi Imite: F Ti

pal Rate rest Inberast iwcal Total Fea

You may download the “Amortization Schedule Upload Template” directly from the
Department’s website (http://in.gov/dlgf/9108.htm). Just click “Amortization Schedule Upload
Template” under “Upload Specs”.

The Excel file that saved will be pre-populated with example data as shown below. You would
enter your amortization schedule in the same format, being sure to remove the example data.
Please note that once you complete the amortization schedule in Excel, it should be in the same
format as the example amortization schedule that was downloaded.
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You will also want to note that the interest rates are already in percent. For example, you will
want to enter a 3 percent interest rate as “3” not “0.03.”

o.,‘ - s AmortizationExport-2.csv (Read-Only] - Microseft Excel

-/'I Hame | Insert  Pagelayout  Formulas  Data  Review  View  Developer  Acobat

= :E::ﬂ Calibri w1 v A AT [T ||| Swrep Text General - E_J J-J"d" __‘._1'- "fm Jf'\

Fast - . - IEE . - %8 44| Conditional Format Cell  Onsert Delet

M omatpainter | B L U o[ E (G- Al [ B W) F | HMegeacenters [$ - % 1|38 5 et || e SDe
Clipboard e Font £ Alignment = Humber = Styles Cells
M24 - g £
A T TS [y [R—ro— | F & | B ] I ] ) [ K

1 |Date Principal interest_rate Interest period_total capitalized_interest fiscal_total trustee_fee lease_payments federal_tax_credit Remaining_Bal

2 7/1/2018 150000 150000

3 |1/1/2019 378000 3 150000 525000 675000

4 7/1/2019 144375 144375

5112020 280000 3 144375 524375

Once you have completed the Excel file, ensure that you have saved all the changes to the file.
Then, click “Browse.”

Amortization Schedule

Geaneral Obligation Bond of 2020

Exampis of csvFile

Dowmload data [0 CSv

Flscal Total

Period Total Capitalized Trustee
L]

Interest

This will allow you to browse your computer and indicate where the Excel file has been saved.
Once you have specified the file path, click “Upload File.”

Amortization Schedule

{u

General Obligation Bond of 2020

Interest Period Total  capitalized Trustee

Principal Inter Fiscal T
cipal Rate nterest R scal Total Fee
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It is very important that you click “Save” after uploading the file. The upload
Populates the chart, but does not save the data.

a2 |F1sf2027  |455,000 475 % |2613 56306

33 |1/15/2028 | §55,000

H

475 % (1306 S2000

Total

Frey ||me Rows | Mext

Review/Signature

The final screen presents a compilation of all the data entered on the previous screens. Please
review this data for accuracy before submitting the form.

Underneath the summary, you will find an electronic signature box on the left. 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.

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 will be sent to the person with submission rights
via email. You may contact the DLGF at gateway@dlgf.in.gov in the event that you have lost or
not received a PIN code. The last field in the signature panel is pre-populated with the day’s
date.

1¥15/2028 $55000 475 $1306  $55000

Please review all data above. Please snter any notes hare!

NAME: Rod Serling
SIGNATUREPIN nen

DATE. 1/5/2020

Save Nobe

tem constiutes an el
ode. | understand
it acknowledge that i
electronically sign and su

| herety acknowledge
hereby does, canstiu
atcormplishes the

ind approval of the submitted document as reguin
505 # rrvy handwritten ignature in the same circ

Iawiul purposes. | i that | have the real and appare:

_Prev | | save signature | [ Ciicknere to submit completed form | |
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Once you have added all the necessary information into the signature, you may save the
signature information by clicking the “Save Signature” button at the bottom of the second
column.

[

An Information for Indiana Data Site ;l

g
ad

Please review all data above. Please enter any notes here:
NAME: [Rod Serling
TITLE [Clerk-Treasurer
SIGNATUREPIN: ~ [eses
DATE: [impon |
_Save Note |

I heraby acknowledge that the submission of this document through the Gateway password and PIN system constitutes an “slectionic signature” a<
hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that this electronic sig
accomplishes the same purposega: my handwritten signature inthe same circumstance. I further acknowledge that this electronic signatur
and can and will be used for all Jses. 1 affirm that | have the real and apparent authority 1o electronically sign and submit this document o,

_Prev | = [ Ciickhere to submit completed form | Form saved at 1/3/2020 11:16 :f-:md
As long as all the required fields have been completed, the form can now be submitted. For
information on submitting the form, see the next section “Submitting the Form.”

Before you submit, you may want to provide some comments with your debt report. The right
side of the bottom of the form contains an area to provide any additional notes or details not
indicated on the previous screens. Please type any notes needed to explain the contents of this
debt report.

Please review all data above.
Please enter any notes here:

NAME ’—g.}j Serling ’E‘hm is an example of notes r_\nteccd_{c.c a c_In:-bt report in
Gateway Debt Management. If at anytime during completing

the report you have any questions please email

TIMLE [Clerk-Treasurer gateway@dlgf.in.gov.
SIGNATUREPIN: anee

DATE E 1/9/2020 -
[ save ote | .

Click the “Save Note” button to save any data entered in the notes section.
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Submitting the Form

Submission occurs at the bottom of the Review/Signature page. Please make sure that all the
required fields are completed prior to submitting the form. To submit the form, simply click the
green button that says “Click here to submit completed form.”

I hereby acknowledge that the submission ofthis document through the Gatewsay password and PIM system constitutes an “alectronic signature” as defined in IC 5-24-2-2. This submission is intended fo, and
herety does, constiute authentication and approval of the submitied docurent s requined by the Indiana Code. | understand that this electronic signature takes the place of my handwritten signature and
accomplishes the Same purposes as would my handwritlen signatura in the same circurnstanc &, | Turber acknowd@dge that this electonic signature has the same fonce and eMact a5 my handwrillen signature
and can and will be used for all lzwdul purposes. | afirm that | have the real and apparent authority to electronically sign and submil this document on behall of the unit

Prev | | sSave Signature | = [ Click hers to submit completed form _

Click Here to Print This Form |

If you attempt to submit a debt report without all the required fields completed, the following
error message will appear at the bottom of the page.

Error: Required Field(s)

Total Project Cost is required field. Please click the link to go back to answer

Purpose of Debt is required field. Please click the link to go back to answer

ﬂl Save Signature | ¢| Click here to submit completed form

Click Here to Print This Form |

This message will list the required fields that have not yet been completed. Once all the required
fields have been completed the report should submit upon clicking the green submit button.

Viewing and Printing the Form

You may print the submitted form for your records by clicking the button that says “Click Here
to Print This Form.”

and hereby does, constitute authentication and approval of the submitted document as required by the Indiana Code. | understand that thiz electronic signature takes the place of my handwritten signature
and accomplishes the same purposes as would my handwritten signature in the same circumstance. | further acknowladge that this electronic signatura has the same force and effact as my handuritten
signature and can and will be used for all lawful purposes. | affimm that | have the real and apparent authority to electronically sign and submit this document on behalf of the unit.

Frey Savs Signaturs | 5[ Click here to submit complated form

Click Here to Print This Form I

This will bring up your browser’s print confirmation box. Click “print.”
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Retiring a Debt

The Department requests that past debt remain in the system, but marked as retired. If a debt is
being retired (in other words, paid in full), then you should click on the box that says “Retired.”

| > Select Debt
File Upload
Bond Name Link Retired Delete
First Mortgage Refunding Bonds, 2020 ] Delete
Waterworks Revenue Bond Series 2020 [v
GO Bond of 2020 »

Correcting a Debt Report

There may come a time when you need to amend or edit a previously submitted debt report, but
submitted debt reports cannot be edited. In the case that you need to amend or edit a submitted
debt report, the Department will simply need an email sent to gateway@dIgf.in.gov stating
which unit you are with and the debt name of the report that you would like to be un-submitted
to allow you to make the necessary changes. An easy indicator of whether or not a debt is
currently submitted is the presence of the delete option. Any submitted reports cannot be deleted.
Once all necessary changes have been made simply resubmit the report via the Review/Signature

page.

| > Select Debt
File Upload
Bond Name Link Retired Delete
First Mortgage Refunding Bonds, 2020 u Delete
Waterworks Revenue Bond Series 2020 v
GO Bond of 2020 =
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Deleting a Debt Report

The Select Debt menu displays all debt that is entered in Debt Management. You may notice that
a debt report has a delete option on the right-hand side. Any debt that has not been submitted
may be deleted, but this should be used only if the debt has been entered in error. To delete a
debt that was entered in error, click the “Delete” option to the right of the debt name.

| > Select Debt

File Upload

Bond Name Link Retired Delete

First Mortgage Refunding Bonds, 2020 Delete

Waterworks Revenue Bond Series 2020 [«

GO Bond of 2020 -

Amortization Schedule Upload

The debt report also has the “File Upload” function that is used to upload documents into Debt
Management and link them to a certain debt. On the main “Select Debt” screen click on “File
Upload.”

ﬁ Home j, About ’ Account Settings 7, Help ) Logout

» Seloct Debt
Bond Kame Link Retired Delete

Eirsl Moriaage Refunding Bonds, 2020 r elate
Walerworks Revenye Bond Series 2020 g

GO Bond of 2020 r

Add New Debt
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Now you will notice the File Upload Page appear. Please be sure that you have your documents
saved onto your computer that you will be uploading. To begin, select the debt that pertains to
the document that has been uploaded.

Select Unit = File Upload
Bond Name: —Select One— *
Type: —3elect One— ﬂ
File: | Browse.. |

Upload File l

Next, you will select the type of file that pertains to the document that you uploaded. Statute
requires that a copy of the official statement and bond covenant, if any, must be uploaded, other
available options include: Authorizing Ordinance Resolution, Amortization Schedule, Proof of
Publication, and other.

{ = File Upload

Bond Name: General Obligation Bond of 2020 j

Type: --Select One-- Ll .
--Select One--

File Authorizing Ordinance/Resolution
Amortization Schedule
Proof of Publication
Other

Official Statement/Bond Covenant
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Once you click on browse, the following pop-up box should appear. Now you will need to think
back as to where the documentation was saved on your computer. To view the location it was
saved, please click on the “Look in:” drop-down box to select the location, such as “Desktop” or
“My Documents.” Next, click on the file that contains the scanned image and it should now be
highlighted in blue. The file name will appear towards the bottom of the page and you can now
select “Open” to finalize your file selection.

Look i [ [} Deskiop v

) My Documanks
4 My Computer

[N My Network Places
| Budget Training

) Debt Management
|0 Gateway Feedback

Upload File

Your final step to upload the file is to click on the “Upload File” button on the bottom right-hand
side.

Select Unit = File Upload

Bond Mame: GO Bond of 2020 j

Type: Amortization Schedule j

File: IC;‘\.Documentsand etti Browse..
Upload File |
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Now that you have uploaded your file, you will see the information along with a clickable link to
the file appear below in the table. You are more than welcome to click on the blue underlined file
link to ensure the proper file was uploaded. If you uploaded another file by mistake, an upload
can be deleted by clicking on the “Delete” option on the right-hand side of the table.

> File Upload
Bond Name GO Bond of 2020 =l
Type Amortization Schedule =|
File [ Browse._ I
Uploaded File Name: Amortization Schedule paf Upload File
, Bond Hame Tﬂ'e File Nane
GO Bond of 2020 Amortization Schedule Amorization Schedule pdl ;lm.\]gl

Please be sure to upload documentation for debt that is reported. To upload additional
documents, simply follow the same steps listed above.

Congratulations! You have successfully submitted your Debt Management report. Please see the
other user guides for assistance with other forms. If you have any questions, please contact the
Department at gateway@dlIgf.in.gov or at (317) 234-4480.
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