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* This training session will help you with better understanding the
following;:

How to both gain and delegate access to the various
Department of Local Government Finance (“Department”)
applications in Gateway;

What reports you are required to submit to the Department in

Gateway; and
What information is available to the general public on Gateway.



Gateway




&’ - A Brief History of Gateway

 Launched in 2010, Indiana Gateway for Government Units
(“Gateway”) is the collection platform for local units of government
to submit required data to the State of Indiana, as well as a public

access tool for citizens.



~ A Brief History of Gateway

As of March 2020, 22 different applications are used by hundreds
of local units of government, schools, state agencies, casino
operators, and others to submit financial and operational data to
the State of Indiana.

Data submitted includes budgets, debt issuances, TIF district
summaries, annual financial reports, employee compensation
reports, local development agreements, and school district
collective bargaining reports, among others.



% Gateway Username

 Per the Authorized User Policy
(https://gateway.ifionline.org/UserPolicy.aspx), an authorized
users’ Gateway login information and PIN number is exclusively for
Individual use and should not be shared.

* A Gateway username must be a working/valid email address in
which the associated user is the only individual with:
 The ability to view emails sent to the email address;
 The ability to send emails from the email address; and
* Access to the login information to the Gateway

username/email address.



https://gateway.ifionline.org/UserPolicy.aspx

Defining the Fiscal Officer in Gateway




\  Fiscal Officer for Department Gateway
Applications

The Department considers the employee ultimately responsible for the unit’s

finances to be the “Fiscal Officer.” The Fiscal Officer is the default submitter/

delegating official for the reports located within the Department Gateway

applications (other than the Budget application, if applicable).

 Please Note: A CPA/consulting firm/consultant that the unit has hired
would not be considered the Fiscal Officer of the unit.

 For special district units who do not have an employee responsible for the
finances of the unit, the Department considers the District Board
President/Chair to be the default submitter/ delegating official for the
reports located within the Department Gateway applications.




Fiscal Officer for Department Gateway

Applications

Please Note: The Fiscal Officer is the person who all other employees of the unit
ultimately report to.

This is not necessarily referring to the employee of the unit who will be the
primary person to enter data into the Department Gateway applications.

It is possible that the employee responsible for the finances (i.e. the person who
employees of the unit ultimately report) may not be the employee who enters in
the majority of the data into Gateway for the unit.

If the unit only has one employee, then by default, they are the Fiscal Officer.

If the unit does not have any actual employees (i.e. only volunteers), then the
Fiscal Officer would be the volunteer who all other volunteers of the unit
ultimately report.

It is possible that the “Fiscal Officer” may be different than the SBOA Fiscal
Officer.



\ Fiscal Officer for Department Gateway
Applications

* |tis the responsibility of the Fiscal Officer to personally log into
Gateway under their specific Gateway username to “submit” any
forms or reports located within the Department Gateway
applications (with the exception of the Budget application).



\ Fiscal Officer for Department Gateway
Applications

* Only the Fiscal Officer is permitted to have submission rights in
the following Department Gateway applications:
 Budget;
 TIF Management;
* Property Tax Adjustment Board of Appeals (PTABOA);
 Data Entry for CNAV and Form 22 (DECAF);
* Economic Development Reporting (EDR);
 Other Post-Employment Benefits (OPEB); and
« SB131 (Solid Waste Management Districts ONLY).



2 How to Delegate Access to Gateway
§ _Applications

* |tis easy to delegate access to the Gateway applications to other
individuals via a valid Limited Delegation of Authority (“LDA”) form.

 To delegate access to a Gateway application, please email
gateway@dIgf.in.gov and provide the name, title, start date of
position, and a working/valid email address that contains specific
identifying information (such as name or initials) of any other
Individuals who assist with entering data into the Department
Gateway applications, and the Gateway team will provide access
under their own specific Gateway username.



mailto:gateway@dlgf.in.gov

" Relinquishment of Authority Process

 The default submitter/“Delegating Official” to the Department Gateway applications
for school corporations is the current Superintendent.
 The Superintendent may delegate access to the school corporation’s Chief Financial
Officer/Corporation Treasurer by submitting a Limited Delegation of Authority (LDA)
Form.
« The Superintendent will retain their “submitter” status to forms/report located
within the Department Gateway applications OR
 The Superintendent may relinquish their authority to submit the forms/report
located within the Department Gateway applications to the Chief Financial
Officer/Corporation Treasurer by submitting a “Relinquishment of Authority” (ROA)
Form.
* Relinquishing “submit” access is “all or nothing.” In other words, it is not
possible to relinquish submit access to just one application.



A\ Relinquishment of Authority Process

It is the responsibility of the school corporation to notify the Department in a
timely manner any time a) there is a change in Superintendent and/or Chief
Financial Officer/Corporation Treasurer or b) any time that the
Superintendent and/or Chief Financial Officer/Corporation Treasurer begin
an extended leave.

This notification should be sent to the Department’s Gateway Inbox at
gateway@dIgf.in.gov.

When there is a change in Superintendent and/or Chief Financial
Officer/Corporation Treasurer, the school submit permissions for Department
Gateway applications reset back to the default of the Superintendent having

those rights.



mailto:gateway@dlgf.in.gov

A\ Relinquishment of Authority Process

 |nthe event a school corporation’s Chief Financial Officer/Corporation

Treasurer has been granted “submit” access by the Superintendent via the

ROA process:

 When the current official Chief Financial Officer/Corporation Treasurer
begins an extended leave of absence, “submit” access to the Department
Gateway applications is removed from the current Chief Financial
Officer/Corporation Treasurer and granted to the current Superintendent

 Additionally, when there is a vacancy in the Chief Financial
Officer/Corporation Treasurer position, the Superintendent will be
responsible for submitting reports located in the Department Gateway
applications.




Gateway Applications
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) Gateway Applications - All Unit Types

 (Gateway applications containing reports that all applicable unit
types are required to submit:
 Budget;
* Debt Management;
* Economic Development Reporting (EDR);
 Other Post-Employment Benefits (OPEB); and
* File Transmission.



\ Gateway Submission Deadlines in 2020

February 28 Deadline for submission of annual Debt Affirmation in
Debt Management.

March 2 Deadline for submission of Other Post-Employment
Benefits (OPEB)(Retiree benefits & expenditures).

April 30 Deadline for submission of Pre-Budget Worksheet.

September 1 Deadline for employees of units subject to Binding Review
to enter/edit information in the Budget Forms.

September 30 Deadline for Gateway submission of Economic
Development Reporting (EDR).
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N Gateway Submission Deadlines

*Ongoing Debt Management: Units are required under IC 5-1-18-6 to report
new debt as it is incurred. Units must complete a report in the
Gateway Debt Management application no later than one month
after the date on which the bonds are issued, the loan is closed, or
the lease is executed.

*Ongoing File Transmission/Contract Upload: IC 5-14-3.8-3.5 required each
political subdivision to upload contracts that were entered into after
June 30, 2016 and exceed $50,000 to be uploaded into the Gateway
File Transmission application not later than 60 days after the date the
contract is executed.
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N Department Budget Form Submission Deadline

10 Deadline for Submission of Budget Form 3.
Calendar

Days prior

to Date of

Public

Hearing

5 Days Deadline for submission of all Budget Forms in Gateway for units
After Date  with Date of Adoption Meeting before November 2.
of Adoption

November Deadline for submission of all 2021 Budget Forms in Gateway
9 for units with Date of Adoption Meeting on November 2.
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Budget Forms - Flow Chart

Cutrent Year Debt Form 1: Form 2 (Misc.
Financial Worksheet Budget REVENIE))
Worksheet Estimate

Form 4B: Budget Estimate, Financial Statement and
Proposed Tax Rates

Form 3: Form 4: Ordinance/
Notice to Taxpayers Resolution
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\ Budgets

* All units that have their budget reviewed and certified by the Department
must submit their proposed and adopted budget information in Gateway.

* The Pre-Budget Worksheet is the first form (for a particular budget cycle) that
must be completed and submitted in Gateway and is due by April 30.

« Starting in 2019 (for the 2020 Budget),units have up to five days after the
date of budget adoption to submit their adopted budget information in
Gateway.

 Additional webinar training sessions will be provided on how to complete the
various forms in Gateway and will be available for review on the
Department’s website.



N Debt Management - Debt Affirmation

 The Debt Affirmation must be submitted in the Debt Management

application by March 1 each year. In 2020, the deadline was
February 28 due to March 1 falling on a weekend.

 Please Note: Even if a unit does not have any debt, the Debt
Affirmation is still required to be submitted.



\ Debt Management

Select Unit = Select Debt

Debt Affirmation Due March 1, 2018 /A

L] By checking this box, | affirm that the selected unit has fully complied with the debt
reporting requirement described in 1C 5-1-18. | affirm that the debt reports listed below are
accurate and correct. If no debt report is listed ar all reports listed are marked as retired, |
affirm that the selected unit has no outstanding debt.

Mame

Title

Signature/PIM

Date
12/7/2018

Sign and Submit

Gateway1 - Dlagf City 10

File Upload

Bond Name Link Retired Status
decimal debt ] Submitted
General Obligation Bond 2012 ] Submitted
Add Mew Debt
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Debt Management - Debt Affirmation

* An authorized user with submit access to the Debt Management application
may submit the annual Debt Affirmation by taking the following steps:
 Access the Debt Management application for your unit (see instructions

above on how to access);
 Check the box affirming that the debt reports listed below are accurate and

correct as shown below; 11> Select et
Due March 1, 2018 A\

Debt Affirmation
’ E:.' checks ng this Gox, | affirm that the selacted unit has TIJ'II)-' compliad with the dabt

repacting requirement dascibed in IC 5-1-18. | affirm that the debl rapons listed balaw are
accurale and correct H no debl report is listed ar all reports listed are markad as refired, |
affirm that the selecied unit has no outstanding debt

Mame

|
T |jj_e
|_

SignaturePIN

S

Crata

ign and Submit
28




‘“* - Debt Management - Debt Affirmation

3. Enter your first and last name in the “Name” box as shown below;

MName

Bugs Bunny
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‘”‘ ~ Debt Management - Debt Affirmation

4. Enter your title in the “title” box (i.e. “Conservancy Financial
Clerk/Fiscal Officer”) as shown below.

Title

Financial Clerk
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‘”‘ ~ Debt Management - Debt Affirmation

5. Enter your specific 4-digit PIN number in the “Signature/PIN” box
as shown below:

Signature/PIr
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\ Debt Management - Debt Affirmation

6. Click the gray “Sign and Submit” button as shown below:

i = Sebect Debt

Debt Affirmation Due March 1, 2018 A\

vl By checking this bax, | affirm that the selected unil has flly complied with the debt
rerpagting requirament described m G 2=1-18_ | afirm that the dabd repos listad below ans
accuraie and correct i no debl repont is listad or 2l reposis Bsted are marked as refired, |
affirrn hat the s elected whit has no outstanding dabl

Name
{Bugs Bunny |

Tiltg
|President |

SignaturePIM

Sign and Submit ]

Date
3f21/2018
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Economic Development Reporting (EDR)

Select Unit and Year = Economic Development Reporting County:  Gateway! county
LInit; DLGF City 10 unit
Year: 2018

Did your unit receive economic development payments under a local development agreement between July 1,
2017 and June 30, 20187

O Yes O No
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" Economic Development Reporting (EDR)

* All taxing units are required to submit the Economic Development
Reporting (EDR) report in Gateway by September 30 each year,
regardless of whether the unit receives economic development
payments or does not receive economic development payments.

* The economic development payments subject to reporting are
monetary disbursements initially provided by a licensed owner of
a riverboat, an operating agent of a riverboat, or an affiliate of an

owner or operating agent.



\ Economic Development Reporting (EDR)

IC 4-33-23-4 defines an economic development payment as a
monetary disbursement paid under a local development

agreement that is:
 Received by a unit of government or any other person; and

* Not paid in exchange for anything of value.

If you have additional questions as to whether items would qualify
as an economic development payment, the Department
recommends speaking with your local counsel.



Y\ Economic Development Reporting (EDR)

If the answer to the question below is “No”, then all the
authorized submitter needs to do is click “No”, sign and submit.
If the answer is “Yes”, then the authorized submitter will need to

complete the EDR report.

County:
Lnit:
Year: 2019

Select Unit and Year = Economic Development Reporting

Did your unit receive economic development payments under a local development agreement between July 1,
2017 and June 30, 20187

Yes Mo
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Select Unit = File Transmission Menu = Contracts Upload

Digf City 1 - Gateway1 County
Contracts Upload

@) active contracts

= Add a Contract

Gateway File Transmission/Contract Upload

Category Vendor Est. Cost Sign Date

p  Capital Outlays TETST 50.00 060772017

M 4 |I| (| Page size: | 10 ~

End Date

060772007

Purpose

W

Date Added

06/30/2017

Status Amend

Active

1items in 1 pages
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N Gateway File Transmission/Contract Upload

 |C 5-14-3.8-3.5 states that if a contract was entered into after
June 30, 2016 and exceeds $50,000, then it should be uploaded
Into the Gateway File Transmission/Contract Upload application by

an authorized user.
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~ Gateway File Transmission/Contract Upload

Statute does not provide a definition for “contract” or
“amendment” in IC 5-14-3.8-3.5, other than to say that a contract
Includes all pages and attachments. The Department’s guidance
to units that ask has been to interpret the term broadly.

It is certainly ok to speak with local counsel about whether items
would qualify, but in general, where questions exist, the

Department has been encouraging units to err on the side of
uploading files.



) Other Post-Employment Benefits (OPEB)

20— OPEB Reporting Functions

o Step 1: Initial Configurations
o

Declare full-time employees and any health insurance plans.

ﬂ? Step 2: Health Insurance Plans
Enter health insurance plan(s)
J—. Step 3: Expenses
Figures into expenses paid in the last year.
* Step 4: Liability
Figures into liability and unfunded liability.

Step 5: Assets

Figures into assets and contributions to asset fund.

Final Step: Submission

Manage the OFEB submission status for this unit.




Other Post-Employment Benefits (OPEB)

I

« |C 36-1-8-17.5 requires political subdivisions to report by March 1 of each
year on all other post-employment benefits. In 2020, the deadline was March
2 due to March 1 falling on a weekend.
 The definition of OPEB includes healthcare and other nonpension benefits
provided to employees.
 Benefits required include medical, prescription drug, dental, vision,
hearing, life insurance, long-term care benefits, and long-term disability
benefits (not covered under a pension plan) that are provided AFTER
employment ends.
 Please Note: All political subdivisions are required to report, even if the unit
does not offer OPEB.




\ Department v. SBOA

It is important when you have a question related to Gateway that you contact the agency that
handles the application. The Department Gateway team does not have access to the SBOA
applications and vice versa.

The “Select Application” page of Gateway lists all of the current applications in Gateway. The
applications are color-coded based on the agency that oversees that application.

DLGF Gateway Team SBOA Gateway Team
(zatewav(@dlsf in gov) (317-234-4480) (gateway@sboa.in.gov) (317-232-2513)
EE——— |
Debt Management 100R

Economic Development Reporting annual finsicialReport

File Transmission Monthty and Annual Engagement Uploads

Other Post-Employment Benefits Conflict of Interest Disclosure

E-1 Entity Annual Repert

ECA Rizk Report 42




Gatewa

INDIANA,

ull Dashhoard

Report Search

Local governments are requirsd by state |aw to submit reports to the Si3te of Indiana. A significant number of those repons related to taxing, budgsting and spending are now collectsd
and availsble for public viewing through Gateway. Exglore by unit or by report tygs.

J Browse Reports ‘ Search by Unit

Select by Report Type

= Peport Search & Download # Toals © Learn More

\ Gateway Public Reporting Site

Search by Address

Annual Financial Report

Muktiple reports detsil the recsipts and expenditures of each loeal govemment unit,
r=flecting income and sxpenditures for a full calendar y=ar. The primary purpess is
to assist in the suditng of government units.

Assessed Value

The Certfizd Net Aszessad Vilus {CHAY) data provides information on the tsx
basa.

Budgets

Every locsl govemment unit with authority to levy 3 propery tsx must submit 3
budget for the coming cslendar yesr to DLGF, which has the responsiblity to review
and cerify budgsts and =22 tax levies and taxratss,

Collective Bargaining

Esch pubfic schoal congoration is required to regert on their collective bargaini
with the Indians E: tion Employment Relations Board. Gatsway is now being
used to collzet 2nd publish thoss data.

Conflict of Interest Disclosure

Putlic servants ars required to disclose conflicts of interest to the Siste Bosnd of
Azcounts.

County Abstract Public Reports

County suditers must submit an annual summary of property asssssments, faxes,
deductions and tax exemptions, as well a5 unpaid Exes, o the State Audtorn

Debt Management
These repons help the public know how much loesl govemment dzit has been

g

e
=

Employee Compensation by Unit

The Certfizd Report of Names, Addresses, Duties and Compensstion of Fubliz
Employses (Form 100R) provides taxpayers with compansation information far
putlic employsss of statz and lozal povernmant.

Entity Annual Report

Financizl reparts fram erganizations that receive financial assistancs from
powsmments] sources (f=deral, stats or local).

Local Development Agreements

Gaming sstablishmants may have loos] develooment agreements with various
groups in their ares. These sre regorted to the Indiana Gaming Commission esch
year along with the amount dishursed.

Property Tax
Progerty taxes ars a primary sourcs of funding for local governments. These
summary repcrts provids an ovendev of the propery taxes psid and distributed.

Eedavelopment Commissions

Redzvelozrnent Commissions are requined %o submit 3 repon (not standardized at
this time] for review to GLGF. These reponts are submittsd in FOF and avsilabls via
the Gatewsy in the form in which they wers submiti=d.

School Extra-Curricular Accounts

School corporations must fle a regert of their fund bslances, recsipts and
expenditures for their sxtra-curriculsr sccounts esch fiszal year. This is wsed by
SBOA %o develop ariteria to exam the sxira-currizulsr scocounts.

Solid Waste Management Districts
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Gateway Public Reporting Site

 The Gateway Public Reporting Site offers a variety of reports to the general public; you do
not need a Gateway account to access this read-only information.
 Information contained in these reports comes from the data that has been submitted by

them local units of government via the different applications.

Gat

INDIANA
e'way il Dashhoard = Depart Search & Download / Tools © Learn More

Report Search

Leocal governments sre requined by state law to submit reports to the State of Indiana. A significant number of those reports related to taxing, budgsting snd spending ars now collectsd

and available for public viewing through Gateway. Explore by unit or by report typs.

J Browse Reports ‘ Search by Unit Search by Address

Select by Report Type

Annual Financial Report

Muliple reports detsil the receipts and ewpenditures of each local gowemment wnit,
r=flecting incorme and expenditures for a full ealendar year. The primary purposs is
to assist in the suditng of governmant units.

Assessed Value

The Cartfizd Met Aszeczad Vehue (CHAW) d=ta provides information on the tax
bas=.

Budgsts

Every local govemment unit with aushority to levy a property tsx must submit 3
budget for the coming calendar yesrto DLGF, which has the responsiblity to raview
and certify budgsts and =2t tax levies and tax rates.

> (@ @

cE @

Employes Compensation by Unit

The Certfizd Repor of Names, Addresses, Duties and Compansation of Fubliz
Employsss (Form 100R) provides tampayers with compensstion information for
putlic employsss of statz and lozal povernmeant.

Entity Annual Report
Finanzizl rzports from organizations that recsive financial azsistancs from
povemments! sources (fzderal, statz or lecal).

Local Development Agresments

Gaming establishments may have loezl dvelopment agreements with various
proups in their ares. Theze are reported o the Indisna Gaming Commission esch
year along with the amount disbursed.
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Gateway Public Reporting Site

Members of the public can also do a search for a particular local unit of
government and see what applicable Gateway reports are associated with
that unit.

Report Search

Locsl governments are required by ststs law te submit reports to the State of Indiana. A significsnt numbsr of those reports related to taxing, budgeting and spending sre now collscted
and availablz for publc viewing through Gatewsy. Explors by unit or by report type.

Browse Reports | Search by Unit Search by Address

Search By Unit

Start typing the name of 3 governmantal unit. When the desired unit appears in the sutocomplste list below the textbox, s=lect the unit.

Type in the name of a reporting unitk:

Abocut Gateway - ContactUs
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Gateway Public Reporting Site

« Members of the public can also enter a particular address to see what local units of
government are associated with that address and can, then, also access the reports that are

associated with those particular units.
Report Search

Lozal governments sre required by state law to submit reports to the 3tate of Indiana. A signifizant number of these reports relat=d fo taxing, budgsting and spending are now collectsd
and available for public viewing through Gateway. Exgplore by unit or by repart tyzs.

Browse Reparts Search by Unit Search by Address

Search By Address

Choose 3 location, either by entsring an address or by clicking directly on the map, to find government units or other reporting entities sssociated sssociated with that address.

Address: |1 00 Morth Senste Avenus, Indianagolis, iN ” Search |

Map Satellite o =

wr
i ] \eCerdzuilla
Fittsh = =
tehang (‘:' tw _‘j
E L awren
Clermont =
Speecway 5t o
: : Cumberlsnd — L40)
. 36} Indianapolis e 2
i
iz Beech Grove @ New Palestire
2 Flainfiekd D -
an y
) ) 3]
" =3 wihpart +
da)
Waresills Gresrwood
Srmith Valley
GO gl? Map cata CEN9Googk  TemsofLse  REoon & map emor

The address selzcied iz located within the boundaries for the fellowing Taxing District: 101 - INDPLS CITY - CENTER TWFP

Government Units

The units b=low 312 taxing units associsted with this address. 46




‘N Resources

US e r G u | d e S {) Home (j, About #¥ Account Settings | ‘9, User Guides @Logout

Information Icons EJ

Yol Training Videos
 www.youtube.com/user/dIgfgateway

Department Memos: www.in.gov/dIgf/2444 .hitm

Department Gateway Email: gateway@dIgf.in.gov

Call: 317-234-4480

 *Note: The Department requests that unlock/un-submit
requests and password resets are provided via email.
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http://www.in.gov/dlgf/2444.htm
mailto:gateway@dlgf.in.gov

Questions?
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Thank you!

James Johnson, Director - Data Analysis Division
 Telephone: 317-234-8274

 Email: jjohnson@dIgf.in.gov

Billy Ottensmeyer, Gateway Project Coordinator
 Telephone: 317-234-4480

 Email: wottensmeyer@dIgf.in.gov

Website: www.in.gov/dIgf

“Contact Us”: http://www.in.gov/dIgf/2338.htm
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