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User Guide for Monthly and Annual
Engagement Uploads

Note: To search the user guide, simultaneously press the “ctrl" and "f" key on your keyboard and it will open up a
"Find" box within the browser. Then type in the word or characters you want to find. For example, reconcilement.
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1. Introduction

Starting in September 2018, cities, towns, townships, libraries and special districts were required to upload
documents to the Indiana Gateway for Government Units (Gateway) monthly, annually or as requested. In January
2019, school corporations, school extra curricular accounts, county auditors, county recorders, county treasurers,
county sheriffs and county cierks are required to start uploading documents monthly, annually or as requested as
well.

These documents are being requesied so that we can do as much of the audit work as possible remotely. Working
remotely should create efficiencies for us and therefore, result in an audit cost reduction for you. Your cooperation
in uploading the files to us timely is an important part of this process.

The monthly documents must be upicaded by the 15th of the second month following the month they are for. For
example, the July monthly files are due September 15. See Monthly Upioads for more information.

The annual documents must be uploaded by March 1 for alt units except school corporations and school exira
curricular accounts. Schoot corporations and school extra curricutar accounts annual documents must be
uploaded by August 28. See Annual Uploads for more information.

lf you have manual records, the detail of receipts activity, detail of disbursement activity, and annual vendor history
report are not required to be uploaded.

The users that have edit and submit rights for the Annual Financial Report will be initially setup to upload the
documents. To request or change this defaulted user access, the official must complete the Delegation Form and
email it to the belp desk at gateway@sboa.in.gov.

The documents uploaded are for indiana State Board of Accounts use only and are not public documents.
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2. Accessing the Monthly and Annual
Engagement Uploads

Gateway Access Instructions

As an authorized user of the Indiana Gateway for Government Units, you will have a User Name and password to
access the Gateway program. Your User Name is the e-mail address on file with DLGF and/or SBOA. You will be
responsible for all information entered into Gateway under your User Name and password. For additional
information, see the User Policy and the Freguently Asked Questions.

Additionally, you may request access for other individuals within your agency by compieting a Limited Delegation
of Authority (LDA) Form per desired individual. You can downioad the LDA Form here:
hitps://gateway.ifionline.orgfforms/DelegationFormbpload  ASU.ndf

Web Address

hitps://gateway.ifionline.orgflogin.aspx

To access the Gateway program, open your internet browser and enter the web address above into the browser,
then press “Enter” on your keyboard. Note that this is a secure website so it begins with https. Please bookmark
this web address.

Web Browser Compatibility

Gateway works best in Chrome or Firefox. Microsoft Internet Explorer or Edge are not supported and may not
work properly.

When you report problems, please let us know which browser and version you are using.
To find your web browser version number see:

« |n Moxzilla Firefox
« In Google Chrome

Logging into Gateway

Once you have entered https:/gateway.ifionline.orgfiogin.aspx the login screen will appear. If you know your User
Name (which is your e-mail address) and your password, you may enter them in the login box and click on the
“Log In” bution.
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If you have forgotten your password, click on the “Forgot your password?" link. This will direct you to enter your
User Name (which is your e-mail address). When you click “Submit” a new password will be e-mailed to you. If you
don'’t receive the new password, confact us at gateway@sboa.in.gov for assistance. After using this new password
to log in, this initial password should be changed by clicking "Account Settings” and clicking on the “Change
Password” link. After logging in, click on "Monthly and Annual Engagement Uploads”.

Welcome to the Indiana Gateway for Government Units

As an authorized user, you will have al least one application fo use. Each of these appiications enables @ jocal unit to submit its required forms, reporis of Hes fo the appropriate
state agency. Agencies currently include Department of Local Governmant Finance, State Board of Accounts, Indianz Educetion Smployment Ralatdons Board and
Indiana Gaming Commission.
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Selecting a Unit and Year

Once you select the Monthly and Annual Engagement Uploads application, a fist of local units that have been
assigned to your User Name will appear. For most users, this will only be one local unit. Additional local units will
be displayed if you have been given permission to upload documents for other units. Click on the name of the

desired local unit to proceed.

Sglect Unit

Select Unit from List

CHok 3 ink below 1o select vour unit

oy shoatest

CYooUnTY L apegtest
LIERARY : shuaing _
o OTHER SPECH. .
108 | Shoa Special Dislid | _ _i)li STRICT shoatesi |

Then click on the year you want to upload documents for. For example, click on 2018 to upload documents for
2018.
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3. Banner Icons

Home

This will return you to the screen to access one of the SBOA, DLGF or IEERB Gateway programs.

About

This will provide some basic information about the website and the Indiana Gateway project.
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Account Settings

This wilt allow you to change your password or access information about your account. Note: Do not use the @
sign in your password.

Account Settings , o :
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User Guides or Help

This will provide links to this User Guide and other resources related to using Gateway applications for local units.

Logout

This will log you out of the system and prevent others from accessing your local unit’s information. It is particutarly
important fo logout before leaving a public computer, such as a library computer |ab or internet café computer.

4. Monthly Uploads

Each month cities, fowns, fownships, libraries, special districts and school corporations are required to
upload the following:

» Bank Reconcilement - A bank reconcitement is a document that shows how you balanced the bank
statement balance to your ledger balance by showing the amount of outstanding checks, deposits in fransit
and any reconciling items. You should upload a bank recancilement for each bank account. You can upload
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one document or multiple documents. Bank statements, images of checks or other information are NOT
required o be uploaded, but may be uploaded if it is easier for you to do so.

« Board Minutes - Approved board minutes are reguired for any board or commission if their financial activity
is included in the financial statements. If the minutes are online, you can provide the link instead of
uploading the minutes. If the board does not meet each month, only upload the minutes for the months that
they do meet. Upload the minutes to the month that the meeting took place, not the month they were
approved.

« Funds Ledger - A report that shows the beginning balance, total receipts, total disbursements and ending
balance of each fund as of the end of the month. If you have a computer system and are not sure what
report has this information, check with your software vendor for assistance. An Excel File is preferred if you
have computerized records, but is not required. if you have manual records, you can upioad a scan or photo
of your manual records that include this data. We have provided a Manual Records Template here and on
our web page that allows you to input the information into an Excel spreadsheet that you can upload to fulfill
this requirement if you prefer.

Each month school extra curricular accounts are required to upload the following:

» Bank Reconcilement - See above for more infarmation.
« Funds Report - See above under Funds Ledger for more information.

Each month the county auditor is required to upload the foliowing:

« Board Minutes - See above for more information.
« Funds Ledger - See above for more information.

Each month the county treasurer, county recorder, county clerk and county sheriff are required to upload the
following: '

« Monthly Bank Reconcilement (Monthly Report) - See above for more information. Note: If a recorder does
not have an outside bank account, the bank reconcilement is not required.
» Cash Balance Report

The dates these files are due each month are below:

« January monthly files — March 15th

« February monthly files - April 15th

« March monthly files — May 15th

« April monthly files — June 15th

« May monthly files — July 15th

« June monthly files — August 15th

« July monthly files — September 15th

« August monthly files — October 15th

+ September monthiy files — November 15th
+ QOctober monthly files — December 15th
» November monthly files — January 15th
+ December monthly files — February 15th

To upload the file, you must have the document in one of the following file types on your compuier: xis, xisx, doc,
docx, jpg, pdf, gif, {if, or png.

if you do not have a scanner or need assistance in creating the document, there are many businesses that provide
this service for a small fee such as Staples, Office Depot or Kinko's. You can also ask your local library ar another
nearby governmental unit for assistance. A cell phone photo is also acceptable. Whether the documents are
scanned images or a photo, they should be legible and easy to read.
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On the screen shown below, select the month of the documents you are uploading from the "Select Upload Group”
dropdown box. For example, if you are uploading the May bank reconcilement, select May. Select the type of file
you are uploading in the "Select File Type" dropdown box. Click the "Choose File" button and navigate to the foider
in your computer that contains the file you want to upload. Click on the file name so that the file name appears in
the "File name™ box. Click the "Open" button. The file name will then appear next to the "Choose File" button. Ciick
the "Submit This Upload" bution.
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For the board minutes, you may upload a link to the board minutes on your website instead of a file. To do this,
select board minutes from the "Select File Type" dropdown box. Click the circle next to Web Link. Enter the web
address where the board minutes are located on your website. You can type in the address or copy and paste the
link in the box. For more information on copying a web page link, see How to copy a web page link or URL. Click
the Submit button.

B T T Iy

. Provide File - - -

O File Upload Provide a link

Select Upload Group - Select File Type
> BDE\E'{J mmuies

The user may uptoad a file. or provide a link to ® Web Link ihﬁpg:ﬂwmgig,ggwsbua
an onfing version of the minutes. O No Meefing
| submit |

After the file or link is uploaded, you will see an "Upload Successful" message. Click the OK button.

You can scroll down to see the file or link that was uploaded.
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If you did not have a board meeting for the month selected, dlick the circle next to No Meeting. Click the Submit
button to show that you did not have any minutes to upload for the month.
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To view the file, click the blue down arrow icon. You should view the file to verify that the correct document was
uploaded.

To view a web link of the board minutes, highlight the link, right click and select "open link in new tab" or "go to ..."
depending on the web browser you are using. '

If the incorrect document or link was uploaded, click the red X icon to remove it.

To download all of the documents that were uploaded, scroll fo the bottom of the screen and click the "Download
All Files" link as shown below:

Yenios

Dovwnload All Files

The files will be saved in a compressed (.zip} file in the Downloads folder on your computer. See example below:

94 Shoa: berary_Umt E_‘{i]&zrp .

44 Shax [iheare st 2018 May hankres A8 h:m[rr#r nrff

Right click on the zip file and select Extract All. Then click Exiract on the next screen shown below:
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Brtract Cormpressed (Zipped) Folders

Select a Destination and Bxtract Files
Files will be extracted to this folder

i

£ Show extracted files when complete

P Browse.,

The files will be copied to the folder shown on your screen.

For additional information, see the Frequently Asked Questions.

5. Annual Uploads

Each year cities, towns, townships, libraries, special districts, school corporations and school extra
curricular accounts are required to upload the following:

+ Year End Bank Statement - This is the December bank statement for units that report on a calendar year. A
bank staiement must be uploaded for each bank account. You can upload one or multiple documents.
Images of checks or other information are NOT required to be upioaded, but may be uploaded if it is easier
for you to do so. The December bank reconcilement is uploaded as part of the monthly uploads so it is not
part of the Annual Uploads.

+ Year End Outstanding Check List - A list of the checks that you have written and are deducted in your
records, but have not cleared the bank as of the end of the year. This is the same as the outstanding checks
on the December monthly bank reconcilement for units that report on a calendar year. This list should show
the date of the check, the check number and the amount.

+ Year End investment Statements - A statement or documentation that shows the balance of the investment
(such as a certificate of deposit) at the end of the year. If you do not receive a statement at the end of the
year, you may upload documents that show when the investment or certificate of deposit was purchased
and the value at the time it was purchased.

hitps:/fgateway.ifionline.org/userguides/engagementguide 10/21
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» Detail of Receipt Activity - include receipt numbers. This is not required if you have hand posted
records.

» Detail of Disbursement Activity - include check numbers and vendor/payee names. This is not required if
you have hand posted records.

« Current Year Salary Ordinance - This is the salary ordinance for the year you are uploading. For example, if
you are uploading the 2018 annual uploads, the salary ordinance should be for 2018. This is Form 17 for
townships. See the Township Manual page 3-4.

« Annual Vendor History Report - This report shows the total amount disbursed to each vendor/payee for the
year. This is not required if you have hand posted records. Townships and school extra curricular
accounts are not required to upload this report.

Each year the county recorder, county sheriff and county clerk are required to upload the following:

» Year End Bank Statement - See above for more information,

Each year the county auditor is required to upload the following:

« Detail of Receipt Activity - See above for more information.

« Detail of Disbursement Activity - See above for more information.
« Current Year Salary Ordinance - See above for more information.
» Annual Vendor History Report - See above for more information.

Each year the county treasurer is required to upioad the following:

« Year End Bank Statement - See above for more information.
« Year End Qutstanding Check List - See above for more information.
» Year End Investment Statement - See above for more information.

These documents are due the same date as the Annual Financial Report which is August 29 for schools and
March 1 for all other unit fypes.

To upload the file, you must have the document in one of the following file types on your computer: xis, xisx, doc,
docx, jpg, pdf, gif, fif, or png.

If you do not have a scanner or need assistance in creating the document, there are many businesses that provide
this service for a small fee such as Staples, Office Depot or Kinko's. You can also ask your local library or another
nearby governmental unit for assistance. A cell phone photo is also acceptable. Whether the documents are
scanned images or a photo, they should be legible and easy to read.

On the screen below, select Annual from the "Select Upload Group" dropdown box. Select the type of file you are
uploading in the "Select File Type" dropdown box. Click the "Choose File" bution and navigate to the folder in your
computer that contains the file you want to upload. Click on the file name so that the file name appears in the “File
name" box. Click the "Open" button. The file name will then appear next to the "Choose File" button. Click the
"Submit This Upioad" button.
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If you have hand posted records, you do not have to upioad a file for the Detail of receipt activity, Detail of
disbursement activity, and Annual Vendor History Report. Instead, click the circle next to Hand Posted Records to
indicate that you do not have a file to upload. Then click the "Submit This Upload" button to upload this

information,
Felest Uptnad Group Seiect Fie Typs o Prvidefde - T
A mi T ﬁq;&;;g{ EEERSS ummz .r* s c M Fo Uptsad reguires 1oF this e,

After the information is uploaded, you will see an "Upload Successful" message. Click the OK button.

You can scroll down to see the file or information that was uploaded.

X Funds ledger

X . Year End Bank Statement. .

X Year End Outstanding Checkhs%

X | Year End Investment siatemenis _______
¥ . Detail of receipt activity - o

X Detail of disbursement aatmty--

k4 Current Year Saiary Ordinance

X . “Annual Vender History Repart

To view the file, click the blue down arrow icon. You should view the file to verify that the correct document was
uploaded.

If the incorrect document or information was upicaded, click the red X icon to remove it.

To download all of the documents that were uploaded, scroll to the bottom of the screen and click the "Download
All Files" link as shown below:

vandors

Download Al Fiies

The files will be saved in a compressed (.zip) file in the Downloads folder on your computer. See example below:

" Mams

54 Sbiva L!brary_ﬁ.imt 20180 B e T
1 G4 Thna | teare Lini 2818 Bax hanbrae I’LH'1Qﬂ'i hanirrpr ewrlf

Right click on the zip file and select Extract All. Then click Extract on the next screen shown below:
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3. Extract Compressed {Zipped) Folders

Select a3 Destination and BExtract Fies

Files will be extracted to this folden

[ Browsea.

Show extracted files when complete

o [Eaee ][ Gened |

The files will be copied to the folder shown on your screen.

For additional information, see the Frequently Asked Questions.

6. Direct Request Uploads

Any documents that you must upload in addition to the Monthly and Annual Uploads are calied Direct Request
Uploads. You will receive an email requesting the document to upload. If you have questions about the content of
the data being requested, e-mail EngagementStrategies@sboa.in.gov. The Direct Request email will include the
subject line "State Board of Accounts Engagement Upioad Request" and will be similar to the following:

From: no-reply-gateway@sboa.in.gov

Re: State Board of Accounts Engagement Upload Request

htips:/igateway.ifionline.orgluserguides/engagementguide 13/219
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The State Board of Accounts requests that vou upload a file to Gateway for EXAMPLE CIVIL
TOWN in Example County.

Reguested File: Example Docoment
Regnest Detail: Please upload the requested document for the current vear.

Please login to the Gateway here hitpe “pateway ionkine orolooin aspy

»  Select Monthly and Ammual Engagement Uploads.

+  Select vour unit name.

s Select the vear. _

» Select "Direct Request” from the Upload Group dropdown box.

»  Select the file requested in the Fie Type dropdown box.

+ Click the Browse button to find the file on vour computer to upload.
» Click the Submit this Upload batton to upload the file.

For more detailed instructions with screenshots, please see the user goide.
Please provide the file within 3 business davys. |

I vou have any questions, email the help desk at gateway@sboain sov .

Thanlks,
SBoA Engagement Strategies

To upload the file, you must have the document in one of the following file types on your computer: xls, xisx, dog,
docx, jpg, pdf, gif, tif, or png.

If you do not have a scanner or need assistance in creating the document, there are many businesses that provide
this service for a small fee such as Staples, Office Depot or Kinko's. You can also ask your local library or another
nearby governmental unit for assistance.

On the screen below, select Direct Reguest from the Upload Group dropdown box. Select the file requested in the
File Type dropdown box. Click the "Browse" or "Choose File" button and navigate to the folder in your computer
that contains the file you want to upload. Click on the file name so that the file name appears in the "File name"
box. Click the "Open" button. The file name will then appear next to the "Browse" or "Choase File" button. Click the
"Submit This Upload" buiton.

https://gateway.ifionline.org/userguides/engagementguide 14/21
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After the file is uploaded, you will see an "Upload Successful® message. Click the Ok button.

You can scroll down to the Direct Request section and see the file that was uploaded.
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To view the file, click the blue down arrow icon. You should view the file fo verify that the correct document was

uploaded.

if the incorrect document or information was uploaded, click the red X icon to remove it.

To download all of the documents that were uploaded, scroll to the bottom of the screen click the "Download All

Fiies" link at shown below:

VEIOrS

Download Al Files

The files will be saved in a compressed {.zip) file in the Downloads folder on your computer. See example below:

wm ’Q:l thn I:Eﬁram Hru{- jﬂ'lﬁ hﬂm: h:lnier:-r ﬁrHRﬂ‘i harnbree nrf

Right click on the zip file and select Exiract Al. Then click Extract on the next screen shown below:

hitps:/fgateway.ifionline.org/userguides/engagemeniguide
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j Ertract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted te this folder

Shoaw extracted files when complete

i

. Browse..

' I ;Ex!‘:r_act;-..! ; '_C;ig'a'ntg!.?:;é

The files will be copied to the folder shown on your screen.

For additional information, see the Frequently Asked Questions.

/. Getting Help

E-mail Addresses

For technical prablems (e.g. server error messages) contact Indiana Business Research Center (IBRC) at
ibretech@iupui.edu.

For other questions concerning the Monthly and Annual Engagement Uploads, contact gateway@sboa.in,gov.

For Budget and Debt Management questions, contact DLGF at gateway@digf.in.gov.

Web Site Material

The State Board of Accounts web site is hitp://www.in.govisboa/. Click on the Political Subdivisions link on the left
hand menu and then select a political subdivision such as Townships. Scroil down and click on the arrow next to
Gateway. Then click on the arrow next to Monthly and Annual Engagement Uploads to see more information.

hitps://gateway.ifioniine.orgfuserguides/engagementguide 16/21
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8. Frequently Asked Questions

General

1. Why must documents be uploaded to Gateway?
This will allow us to do as much of the audit work as possiblie remotely which should result in efficiencies
and reduced audit costs for you. It is our intent to use the monthly information to more effectively plan our
engagements. Additionally, we are required to conduct a risk assessment to pilan the priorities of our
engagements and the information requested should allow us to more efficiently conduct that risk
assessment {o better prioritize our engagements. Finally, with monitoring information monthty, we plan to
provide better service fo you, in which we can identify more guickly when you might need our assistance
and we can provide that assistance more timely,

2. What units are required to upload documents monthly and annually?
Beginning with the July 2018 manthly uploads due September 15, 2018, ali cities, fowns, libraries,
townships and special districts must upload documents on Gateway. Counties and schools are required to
do so beginning with the January 2019 monthly uploads due March 15, 2019.

3. What if | do not upload the documents timely?
Failure to upload the documents when they are due or in a timely manner may cause delays in completing
your audit engagement.

4. Who is responsible for uploading the documents?
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The users that have edit and submit rights for the Annual Financial Report will be initiaily setup to upload the
documents. To request or change this defauit user access, the official must compiete the Delegation Form
and email it to the help desk at gateway@sboa.in.gov. Please note that adding or deleting a user's access
to the Monthly and Annual Engagement Uploads will not affect their access to other Gateway applications
such as the Annual Financial Report or Budget,

What documents must be uploaded each month and when are they due?
See the Monthlyl Uploads section for details of the documents required by unit type. The dates these files
are due each month are below: '

o January monthly files — March 15th

o February monthly files — April 15th

o March monihly files — May 15th

o April monthly files — June 15th

o May monthly files — July 15th

o June monthly files — August 15th

o July monthly files — September 15th

o August monthly files — October 15th

o September monthly files — November 15th
o October monthly files — December 15th
o November monthly files — January 15th
o December monthly files — February 15th

. | have hand posted or manual records. Am 1 still required to upload the monthly documents?

Yes. The monthly documents are still required to be uploaded even if you have manual or hand posted
records.

. Should the board minutes that are uploaded be approved board minutes?

Yes. Since you have two months to upload the board minutes, you should be able to upload the approved
minutes if you meet monthly.

. If the board does not meet monthly and the board minutes will not be approved by the due date,

should | upload the minutes that haven't been signed by the Board President and Secretary?
Yes, you can upload minutes that have not been signed. But ance you have the signed version, you should -
upload the signed minutes.

. The April board minutes were approved at the June board meeting. Under which month should they

be uploaded?
The board minutes should be uploaded under the month the meeting took place, not when they were
approved. So they would be uploaded with the April monthiy uploads.

If cur council has a special meeting or an executive meeting, other than their normal monthly
meetings, do | upload the board minutes?
No, it is not necessary to upload executive or special meeting minutes.

What documents must be upioaded once a year and when are they due?

See the Annual Uploads section for details of the documents required for each unit type. They must be
uploaded by August 29 for schools and March 1 for all other unit types. This is the same date that the
Annual Financial Report is due.

I am a city or town that uses manual ledgers. What do 1 need to copy and upload monthly for the
Funds Ledger?
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The City and Town Form No. 206- Clerk-Treasurer's, City Controller's and City Treasurer's Monthly Financial
Statement is the prescribed form to use for manually posted records that would be the equivalent of the
Funds Ledger. It shows each fund, the beginning of month balance, receipts for the month, disbursements
for the month, and the end of the month cash balance. A copy of this form can be found in the City and
Town Manual page 6-41. You can scan or take a photo of this page fo upload o Gateway.

13. 1 am a township that uses manual ledgers. What do | need to copy and upload monthly for the Funds
Ledger? ,
The Township Form No. 1C Financial and Appropriation Record is the prescribed form to use for manually
posted records that would be the equivalent of the Funds Ledger. It shows a record of receipts,
disbursements and balances by fund. Information on this form can be found in the Township Manual page 3-
2. You ¢an scan or take a photo of this page to upload to Gateway.

14. Can only one file be uploaded for each type of document?
No, You can upload as many files as you need fo in each category (bank reconcilement, board minutes,
etc.)

15. For the annual uploads, what must be upicaded for the bank reconcilement?
The bank reconcilement is NOT uploaded as a part of the annual uploads. The bank reconcilement is
uploaded with the monthly uploads. The bank statement and outstanding checks are uploaded as a part of
the annual upiocads. Copies of checks and other information are not required to be uploaded. For more
information, see the Annual Uploads section,

16. Are the documents uploaded through this Gateway application available to the public?
No. The documents uploaded in this application are for the State Board of Accounts use only and are not
available to the pubilic on the Gateway public website.

17. If our financial statements are audited by a firm other than the State Board of Accounts, do the same
upload requirements apply? :
At this time, there are no blanket exceptions for units audited by a private CPA firm; however, exceptions
may be granted on a case by case basis. if you have an exception you wish to have considered, please
email procuredaudits@sboa.in.gov. SBOA will continue fo evaluate this process and may add blanket
exceptions as appropriate.

18. If | have probjems or questions, who should | contact? ‘
For technical problems (e.g. server error messages or problems saving data), contact Indiana Business
Research Center (IBRC) at ibrctech@iupui.edu. For questions related to the content of items being
requested via Direct Request e-mails you receive, contact EngagementStrategies@sboa.in.gov. For all
other questions, contact gateway@sboa.in.gov.

Computer Access

19. Will | need to purchase or install any computer software?
No, the Gateway application is accessed through the internet. All you will need to access.the application is
an internet browser such as Google Chrome, or Mozilla Firefox. A web browser is already instalied on most
computers. You shouid be able to use the same web browser that you used to enter your Annual Financial
Report or Budget for DLGF. Microsoft internet Explorer and Edge are not supported or recommended to use
on Gateway.

20. Do | need to have internet access?
Yes, you must have internet access to use the Gateway.
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21. What if  don’t have a computer or internet access?
Government entities without computers or internet access can find free internet service at any campus of
Indiana University or Ivy Tech, which are partnering with the State to provide temporary access to
government officials without computers. In addition, most libraries will have public access computer
terminals.

22. How do | access Gateway?
The web address is hitps:/gateway.ifionline.org/login.aspx.

User Name and Password

23. How do | obtain a User Name and password to login?
You will use the same User Name and password that you used for submitting your Budget and/or Annual
Financial Report. if there has been a change in the responsible official since the Budget or Annual Financial
Report was submitted, request a User Name and password by sending your name, title, e-mail address,
local unit name, and county to gateway@sboa.in.qov.

24. Can my User Name and password be shared with others in my office? If not, what do | need to do to
obtain access for them?
Each person that needs access to Gateway should have their own User Name and password. For additional
information, see the User Policy. If you want o add a new user or delete a user’s access, fill out the Limited
Delegation of Authority Form. Please note that deleting a user’s access to the Monthly and Annual
Engagement Uploads will not affect their access fo other Gateway applications such as the Annual Financial
Report or Budget. Contact DLGF at gateway@dlgf.in.gov to delete a user’s access to their applications.

25. What is my password? .
Your password is the same one you use when accessing Gateway to submit your Annual Financial Report,
Budgets, etc. If you recently requested access, your new User Name and password shouid have been
emailed to you.

26. My password will not work and the "forgot password™ function will not recognize my User Name.
How can | get my password reset?
Any user that incorrectly enters a password 5 times will be locked out of the Gateway system and will need
to contact SBOA at gateway@sboa.in.gov to have their User Name unlocked and/or their password reset.
Please include the local unit name and county of the unit in your e-mail.

27. How do | change my password?
To change your password, you must first login in with your current User Name and password. Click on
“Account Settings” which is located under the Gateway heading. Scroll {o the bottom of the Account Settings
screen and click on the Change Password link.

28. What are the password requirements?
Passwords must be at least seven characters long.

29. How long can | be inactive before being timed out of the Gateway system?
For security purposes and to limit resource usage, after 20 minutes of inactivity the Gateway system will
time out. To resume work, you will need fo re-enter your User Name and password.

Creating Documents

30. What file formats are acceptable to upload?
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You can upload Excel files (.xls or .xisx), Word files (.doc or .docx), Adobe Acrobat files (.pdf} and picture
files (.jpg, .png, .tif or .gif). If your document is not in one of these file formats, you will need to convert it to
an acceptable format. If you are downloading the document from a computerized accounting system, Excel
(.xls or .xlsx) is the preferred file type.

31. If 1 only have a hard copy, can | mail the documents?
No, we can't accept hard copies of these documents. if you do not have a scanner, there are many
businesses that will provide this service for a small fee such as Staples, Office Depot, Kinko's, etc. You can
also ask your local library or County Auditor for assistance.

32. Is there a limif on the size of the files?
Files should not be larger than 20 MB. If you have a file that is larger than 20 MB and you are using a
scanner, try changing the settings on your scanner to convert it to a compressed PDF file. Also, if you have
a large file, check to make sure the file does not include unnecessary data or pages, such as copies of
checks. If you still have problems and need assistance, please email the help desk at gateway@sboa.in.gov
or Gateway technical support at ibretech@iupui.edu for assistance.
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