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How do | get to the application screen in Gateway?

As an authorized user of the Indiana Gateway for Government Units, users will have a username and
password that will allow access the program. The username is the e-mail address on file with the
Department of Local Government Finance (DLGF). The DLGF will assign an initial password, which
should be 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@dIgf.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.

| DLGF: Home ® 4 -
/B

+* ')I https:// gateway.ifionline.org/login.aspx C
Text  Find an Agency Find a Person  Account r Online Services FAQs Help a- A A+
[
About Agriculture & Business & Education & Family & Law &
Indiana Environment Employment Training Health Justice

Department of Local Government Finance
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The first page users will see is the login page. Users may enter their username, which is typically the
user’s email address, and account password before clicking “Log In.”

The Indiana Gateway for Government Units provides a central
commaons for local units to submit their financial forms to the
State of Indiana.

Authonized Personnel Login

User Name: uremail@here net

Password: sESBES RN

*pafter 5 failed attempts, account will be locked

Forgot vour password?

For forgotten passwords, click the “Forgot your password?” link. Users will be prompted to enter their
username/email address.

Authorized Personnel Login

User Name:

Password:

*After 5 failed attempts, acco

Forgot wour password?
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Upon entering a username and clicking “Submit,” a new password will be emailed to the email address on

file.

Forgot Your Password

This login is for authorized personnel only. For information or questions about obtaining acgess,
please contact the Department of Local Government Finance or State Board of Accounts.

Use this gateway to access:

= SBOA Accounts
» DLGF County Assessor or Auditor Accounts
« SDF Online Applications

Forgot Your Password?

Enter your User Name to receive your password.

User Name:

Accessing the Data Entry - CNAV And Form 22 (DECAF) application

General Information regarding DECAF and its purpose.

After signing in, the user will be asked to select an application. Some of the options include the Budgets,
Debt Management, and the Other Post-Employment Benefits modules. Choose the “DECAF” option to

proceed.

Select Application

Budgets

SB 131 Reporting for
SWMDs

Property Files Upload

Economic
Development
Reporting

Other
Post-Employment
Benefits

DECAF

Sle@-@e

*ee®

Debt Management

TIF Management

Redevelopment

Additional
Appropriations

Public Transit Upload

lopment

@ ® @

ey
=

@@@

SA-5 Extra Curricular
Accounts Financial
Report

Annual Financial
Report

100R

E-1 Entity Annual
Report

Collective Bargaining
Reporting

CBR Contract Upload

Bargaining Status
Form: Pre-Impasse

Each of the Gateway applications enables a local unit to submit its required forms, reports, or files to the
appropriate state agency, which currently include DLGF (Department of Local Government Finance),
SBOA (State Board of Accounts), IEERB (Indiana Education Employment Relations Board) and IGC
(Indiana Gaming Commission). If questions arise about a certain agency’s form, reports, or files, please

submit requests to the appropriate agency.
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Select County from List

Once DECAF has been selected, users may select their county from the list provided.

Department of Local Government Finance - DECAF A 0~ O A 1 Sestng @rep &

Select Couﬁrom List

Select Settlement Year: 2015 '--l: Pay year: 2016

Unit Courty

0000 ACH 3 " Blackiorg

Manage County Functions
Once the county is selected, users will be directed to a Manage County Functions screen. At this point,
users may select between “Manage Units & Distributions,” which is largely associated with Form 22 data

entry, or “Manage CNAV.” The remainder of this guide will proceed with instructions related to the
CNAV portion of DECAF.

Please note that users will still use the “Manage Units & Distributions™ section to add or remove funds for
a taxing unit.

Manage Units and Distributions

Most functionality under “Manage Units & Distributions” relates to Form 22 data submission. Separate
instructions for the Form 22 component will be available at a later date.

Add and Edit Funds

Users may add and delete funds for units within the county using the Manage Units and Distributions
page.
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Manage County Functions
Blackford County

Manage Units and Distributions |
rcasioc 258400 P
June Settlement Period

0 of 15 Units are Ready to Submit

$50,187.00 in distributions entered for this County
December Setilement Period
0 of 15 Units are Ready to Submit

$5,520.00 in distributions entered for this County

Please note that the text below the “Manage Units and Distributions” button relates to Form 22
functionality, which will be available in the months ahead.

Manage Units and Distributions

4 Last Activity at:6/26/2015 1:52:00 PM Y

June Settlement Period

0 of 15 Units are Ready to Submit

$50,187.00 in distributions entered for this County
Form 22 Data
December Settlement Period

0 of 15 Units are Ready to Submit

$5,520.00 in distributions entered for this County

After selecting “Manage Units and Distributions,” users may click the Unit Name hyperlink to update the
list of funds applicable to a taxing unit.

Select Unit from List

Wanage Unit Status

Unit Name Unit Type Ready To Submit - June Total Distributions

for June

0000 - BLACKFORD COUNTY $50.000.00

0001 - HARRISON TOWNSHIP 2-Tow $0.00

0002 - JACKSON TOWNSHIP 2- Township $0.00

0003 - LICKING TOWNSHIP 2 - Township $0.00

0004 - WASHINGTON TOWNSHP 2 - Township $0.00

Users may then click “Manage Funds & TIFs” to see a list of funds associated with the unit.
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Manage Unit
BLACKFRRD COUNTY

Manage Funds & TIFs

3 s Unit.
0 TIFs Configured for this Unit.

Manage Distributions
$50,000.00 in June Distributions entered.

$0.00 in December Distributions entered.

To add a fund, select the fund code and name from the drop-down list at the bottom of the table. After
selecting the new fund, click the “Add” button to see the fund on the list.

|UC|C|5 - CASINC/RIVERBOAT I ] Add

[m] »

D - EXEMPT OPERATING - POST 2009

Edit Del

0124 - 2015 RE
0180 - DEBT S
0181 - DEBT P,
0182 - BOND #
0183 - BOND #
0184 - BOND #
0185 - BOND #

Indiana Gateway for Go| 0186 - SCHOOL PENSION DEBT

citizens. It represents a 0187 - REFERENDUM DEBT FUND - EXEMPT CAPITAL

tate of Indiar
T IKelley Schoo

To delete a fund, simply click the “Delete” button to the right of a fund. Users will be prompted to verify
that they want to delete the fund.

Manage Funds and TIFs

Funds

Are you sure you want to delete this fund?

Fund Code Fund Name

0005 CASINO/RIVERBOAT » OK ] I Cancel
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Any changes to the fund list made on the “Manage Funds and TIFs” page will impact the fund list on the
CNAV side of the application. To proceed with CNAV data entry, users should return to Manage County
Functions using the “Manage County” breadcrumb.

Select County- Manage County > Banage Units & Distributions = Manage Units > Management Funds and TIFs

unds and TIFs

After clicking on the “Manage County” breadcrumb, users can now select the “Manage CNAV” option
and continue with the process.

Manage CNAV

Data Entry — CNAV And Form 22
Manage County Functions
Blackford County

Manage Units and Distributions
Last Activity at:6/12/2015 1:11:00 PM
June Settiement Period
0 of 15 Units are Ready to Submit
$50,000.00 in distributions entered for this County
T Seftlement Period
0 of 15 Units are Ready to Submit

.00 in distributions entered for this County

Manage CNAV
CNAV Not Submitted for Pay 2016

Step 1 - Certificate of Net Assessed Valuations (CNAV)
Entering Assessed Values
After selecting the “Manage CNAV” button, users have two options:

e Manually enter the data into the Assessed Value interface screen OR
e Use the “Upload” feature, which will allow users to populate the fields automatically.
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1
Select County > Manage Gounty > Step 1 > Step 2 > Step 3> Step 4 > Submission -
Upload

CERTIFICATE OF NET ASSESSED VALUATI.ONS TO THE DEPARTMENT OF LOCAL GOVERNMENT
FINANCE

B3 2dd new record B refresn

wing District Code  District Name Bank PPAY / MetAV1% i MNetAVI% i NetAV3% | RealEst NetAV | Bus PP MetAV i AVTIFRealEst i AV TI
m K HARRISON TOWNSHIP $123 $321 $4.567 $81.257 $455 $35.315 $74.562 $65
Edit D2 MONTPELIER CITY $7525 $7872 $4.812 $71.257 $285 $15.985 $174.452 $75
Edit Delete £ JACKSON TOWNSHIP $6.286 §7452 §1234 $61.257 $615 $65.375 §B7E342 455
Edit Delete. 004 DUNKIRK CITY (SHADYSIDE) §123 $321 $4557 $51.257 §7.085 $25315 $22582 335
Edit Delete. 005 LICKING TOWNSHIP 8321 £321 $4.567 341257 $45 $75.315 §74872 325
Edit Delete 006 HARTFORD OITY $7525 $7.452 $4512 $41.257 $85 $65.375 $B74.552 $45
Edit Delete 007 SHAMROCK LAKES TOWN $657 §321 $B.642 $257 $4.325 $11315 $58.582 455
Edit Delete. 008 WASHINGTON TOWNSHIP $1525 §7452 $4552 341257 $85 $22375 $BT4 652 $75

Upload CNAV1 and CNAV?2 text files to CNAV

The DECAF application supports flat file uploads from users to populate Steps 1 and 2. Uploading
CNAV1 will populate assessed value data by taxing district, which is otherwise entered in Step 1.
Uploading CNAV2 will populate the relationships between funds and taxing districts, which is otherwise
entered in Step 2. Each county’s Tax & Billing vendor demonstrated the ability to generate CNAV1 and
CNAV?2 files during 50 IAC 26 software compliance testing. For questions on how to generate the
CNAV1 and CNAV?2 files, please contact the county’s Tax &Billing vendor.

Users who elect to upload CNAV1 and CNAV2 data through the “Upload” feature simply need to select
the “Upload” button at the top of page.

Select County > Manage County > Step 1> Step 2> Step 3 > Step 4 > Submission $
ploa

CERTIFICATE OF NET ASSESSED VALUATIONS TO THE DEPARTMENT OF LOCAL GOVERNMENT
FINANCE

Once users select the “Upload” tool, the CNAV1 and CNAV?2 text files that were provided from the
county’s Tax & Billing system may be uploaded.
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Please note that the CNAV1 and CNAV 2 files must follow specifications provided to the vendor by the
DLGF. Using a file that was not produced by a certified Tax & Billing system will likely result in an
upload error.

1. Select the file to process 2. Click “Browse” and Open the selected file
Select County = Manage County = Step 1> Step 2> Step 3 = Step 3A> Step 4 L F”E;.Up‘“d; ‘ ) ‘ ‘ J & l \ | =
@\u{v‘ v E\ackfiri[nunb 3 A - &, | search Biackford County 2|
CNAV FI Ie U pload Organize v New folder =~ 0l @
. ~ Name 3 Date modified Type
Bl Desktop 6/17/2015 3:57 PM Text Docum
Select type df file to process I8 Downloads —TTERTETE CTIAY 6/17/20153:57 PM  Text Docum
@ CNAV1 DCNAV2 1 RecentPlaces  |=
4 Libraries
cted. = Documents
& Music
=] Pictures
B Videos
B Comuter ~ | D C
File name: - fal -
3. Verify the correct file is opened 4. Click the Upload Button
Select County > Manage County = Step 1 = Step 2> Step 3> Step 3A = Step 4 Select County > Manage County > Step 1 = Step 2> Step 3= Step 3A>=Step 4
CNAV File Upload CNAV File Upload
Select type of file to process Select type of file to process
@CNAV1 DCNAV2 @CNAV1 DCNAV2
Browse... | Blackford CNAV txt | Blackiord CNAVA txi

Upload Upload @

Upon successfully uploading the file(s) the following confirmation will be shown.

Upload

Your file has been successfully uploaded.

Repeat the above steps to upload CNAV2.txt

At any time after the CNAV 1 file has been uploaded, users may view the Summary Totals at the bottom
of the Step 1 page to see a total of the values in the appropriate columns.
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Summary Totals

Bank PP AV: 530,085
Net AW 1%: 831,512
Net AW 2%: $37,453
Net AV 3%: 5389056
Real Est. Net AV: 512,580
Bus. PP Net A\: 5316,370
AN TIF Real Est: 53,069,616
AV TIF PP: 3430

AV Withholdings: 812,772
Adjusted Net AV: 53664

AN TIF Released: $18,953,568
AV Annex Changes. 5196128

Similarly, after uploading the CNAV?2 file, users may view the relationships in Step 2 to verify that they
are complete and as expected.

District/Fund Selection

Select Taxing District Select Taxing Unit

2 0000 - MORGAN COUNTY -
002 - ASHLAND TOWNSHIP b
003 - BAKER TOWNSHIP 0002 - ASHLAND TOWNSHIP

004 - BROWN TOWNSHIP 0003 - BAKER TOWNSHIP

005 - MOORESVILLE TOWN 0004 - BROWN TOWNSHIP

006 - CLAY TOWNSHIP 00035 - CLAY TOWNSHIP

007 - BETHANY TOWN 0006 - GREEN TOWNSHIP

008 - BROOKLYN TOWN 0007 - GREGG TOWNSHIP

009 - GREEN TOWNSHIP 0008 - HARRISON TOWNSHIP

010 - GREGG TOWNSHIP 0009 - JACKSON TOWNSHIP

011 - HARRISON TOWNSHIP 0010 - JEFFERSON TOWNSHIP

012 - JACKSON TOWNSHIP 0011 - MADISON TOWNSHIP -
013 - MORGANTOWN TOWN 0012 - MONROE TOWNSHIP 3
014 - JEFFERSON TOWNSHIP 0013 - RAY TOWNSHIP

015 - MADISON TOWNSHIP 0014 - WASHINGTON TOWHNSHIP

016 - MONROE TOWNSHIP — 0403 - MARTINSVILLE CIVIL CITY

018 - RAY TOWNSHIP 0508 - MOORESVILLE CIVIL TOWN

019 - PARAGON TOWN 0798 - BETHANY CIVIL TOWN

020 - WASHINGTON TOWHNSHIP 0799 - BROOKLYN CIVIL TOWN

021 - MARTINSVILLE CITY 0800 - MORGANTOWN CIVIL TOWN

022 - MONROVIA TOWN 0801 - PARAGON CIVIL TOWN

023 - MARTINSVILLE MTE 0970 - MONROVIA CIVIL TOWN

024 - Walbanger Township 4255 - NINEVEH-HENSLEY-JACKSON UNITED SCHOOL CO

5900 - MONROE-GREGG SCHOOL CORPORATION

5925 - M.S.D. MARTINSVILLE SCHOOL CORPORATION
5930 - MOORESVILLE CONSOLIDATED SCHOOL CORPORATION

0161 - MOORESVILLE PUBLIC LIBRARY
- 0963 - HARRISON TOWNSHIP FIRE #7 -

Enter Step 1 data manually

The instructions in this section pertain to users who elect to enter Assessed Value data manually. The Step
1 screen will be pre-populated with the taxing districts certified during the prior budget cycle. To insert a
new taxing district, select the “Add new record” icon in the navy blue panel. Users will be prompted to
provide a Taxing District Code, District Name, and assessed value data. Once the Taxing District Code,
District Name, and assessed value data are populated, click the “Insert” button to save the data entered.
To insert assessed value data for taxing districts that are already listed, click the “Edit” link in the window
and complete the assessed value boxes that will become available. Remember to click “Update” when
complete so data will be saved within the DECAF application.
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Add new taxing district:

Insert Cancel

Update Cancel 0L HARRISOM TOWNSHIP 123 Eral 4567 81257

[ [ — P — Ju— JR— [ P I

Update existing taxing district:

Edit Delete o0l HARRIZON TOWMNSHIP §123
002 MONTPELIER {ITY §7.525

e f— i PR T T fomne

Clicking either the “Add New Record” or “Edit” buttons will make a series of editable fields available:

Update Csr¢ I 001 HARRISON TOWNSHIP 123 321 4567 81257

Step 2: District/Fund Selection

Similar to how users may type assessed value data manually into Step One, users may establish
relationships between taxing districts and units/funds in Step Two. The units are color-coded as a visual
cue so that users are aware that funds are associated with the taxing districts.

Color Codes:
e Blue: Taxing District is selected
e Green: All funds from Taxing Unit are associated with the Taxing District
e Yellow: Some, but not all, funds from the Taxing Unit are associated with the Taxing District
[ ]

White/No Color: No Funds from the Taxing Unit are associated with the Taxing District

District/Fund Selection

Select Taxing District Select Taxing Unit

o — e
002 - MONTPELIER CITY

003 - JACKSON TOWNSHIP 0002 - JACKSON TOWNSHIP

004 - DUNKIRK CITY (SHADYSIDE) 0003 - LICKING TOWNSHIP

005 - LICKING TOWNSHIP 0004 - WASHINGTON TOWNSHIP

006 - HARTFORD CITY 0400 - HARTFORD CITY CIVIL CITY

007 - SHAMROCK LAKES TOWN 0450 - DUNKIRK CIVIL CITY

008 - WASHINGTON TOWNSHIP 0464 - MONTPELIER CIVIL CITY

0951 - SHAMROCK LAKES CIVIL TOWN
0515 - BLACKFORD COUNTY SCHOOL CORPORATION

{i

0013 - HARTFORD CITY PUBLIC LIBRARY
0014 - MONTPELIER PUBLIC LIBRARY
0106 - DUNKIRK PUBLIC LIBRARY
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Establish Taxing District to Unit/Fund Connections

Users will begin by selecting a taxing district in the box on the left side of the Step Two Screen. When the
taxing district is selected, the taxing units in the box on the right side of the screen will become color-
coded based on taxing districts and unit/fund relationships that are already established. Please note that
taxing district to unit/fund relationships from the prior year’s certified data are in place by default; these
relationships may be overwritten by the CNAV2 upload. Furthermore, it is imperative that users review
the relationships carried forward from the prior year before certifying AVs.

After selecting the relevant taxing district, users should associate funds with that district. Users associate
funds with taxing districts by selecting the taxing unit and checking the box next to any funds that are
applicable to the selected taxing district. An example of the fund selection process is provided below.
Users should click “Save” when complete to record changes.

0002 - JACKSON TOWNSHIP
Select Funds
Avaliable Funds:
[Vilcheck/Uncheck All

[“l0101 - GENERAL e
[V10180 - DEBT SERVICE -C
[¥0186 - SCHOOL PENSION D Y

[¥11214 - CAPITAL PROJECTS (School)
[¥16301 - TRANSPORTATION S1
[V16302 - BUS REPLACEMENT

Step 3: Review Connections

After completing Step Two, users will proceed to Step Three, where relationships between Taxing
Districts and Units/Funds may be reviewed at the Unit level. The goal during this review process is to
ensure all funds, with few exceptions, are associated with a taxing district. The user can edit associations
by going back to Step Two in the process and associating those funds. Users will know which Taxing
Unit and Funds are not associated by the color indicator in the columns.

Select Taxing Units Select Funds

01 - ADAMS TOWNSHIF 0101 - GENERAL - 50
OO0 < ASHLAND T 1 o LOCAL ROAD & STREET - 50

0003 « BAKER TOW ¥ o MOTOR VEHICLE HIGHWAY - 50
0004 = BROWH TOWNSHIP 13 PARK - 20
0005 = CLAY TOWHEHP 2379 « CUMULATIVE CAPITAL IMP (CIG TAX) = 20

L
0006 - GREEN TOWNESHIP
007 - GREGG TOWNSHIP

Step 3a: Extend relationships from prior year

Units who elect to upload the CNAV?2 file may find that certain relationships between taxing districts and
units/funds did not upload. Funds without a certified levy in the prior budget year, in particular, are likely
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to be affected after the CNAV2 upload. Common examples may include rainy day funds and school
general funds.

To accommodate that scenario, the DLGF has developed Step 3a. In Step 3a, users will see relationships
between units/funds and taxing districts that meet these conditions:
e Taxing District to Unit/Fund relationship was certified during the prior budget year AND
e Taxing District to Unit/Fund relationship has not been established during Step Two for the
current year.

Please note that relationships between taxing districts and unit/funds do not necessarily persist year-to-
year, so it is important to review each relationship individually in Step 3a before indicating that it should
exist for the current CNAV submission.

Users may click on a fund code or fund name to identify the taxing districts that will be associated if users
elect to update the relationships through Step 3a. To update a taxing district to unit/fund relationship,
check the box next to the unit/fund labeled “Connect Fund to Taxing Districts.” Once all relationships are
set, click the “Save” button on the screen. Users may return to Step Two to verify and modify any
changes in relationships. Users may also return to Step Three to verify that taxing district to unit/fund
relationships have been updated.

Select County > Manage County > Step 1> Step 2> Step 3> Step 3A > Step 4 > Submission
ploa

Step 3A may be used to create additional taxing district to unit/fund relationships at Step 2. This step identifies relationships in place during the prior year's budget certification and
provides users with the option to continue those relationships for this certification. This step may be particularly useful for identifying taxing district to unit/fund relationships for funds
that will have appropriations, but no taxing rate.

After pressing Save, users may modify relationships at Step 2.

@ Check/Remove Al CJ
Unit Type UnitCode  Unit Name Flnd Code Fu ame Conneﬁi:tl.:?d to
1 0ooo BLACKFORD COUNTY I 0061 I I RAINY DAY I $ @
1 0000 BLACKFORD COUNTY 070z HIGHWAY
1 0000 BLACKFORD COUNTY 0706 LOCAL ROAD & STREET ]
2 0002 JACKSON TOWNSHIP 0101 GENERAL ]
2 0003 LICKING TOWNSHIP 0101 GENERAL ]
4 0515 BLACKFORD COUNTY SCHOOL CORPORATION 0101 GENERAL o
4 3045 JAY COUNTY SCHOOL CORPORATION 0101 GENERAL ]
4 3045 JAY COUNTY SCHOOL CORPORATION 6302 BUS REPLACEMENT o
5 0013 HARTFORD CITY PUBLIC LIBRARY 2011 LIBRARY IMPROVEMENT RESERVE o

l<

Step 4: Conservancy
In Step 4, users will be able to update and edit Conservancy Assessed Values associated with the county

by selecting the “Edit” link located in the table, as shown below. There is no upload available for
Conservancy AVs.
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Select County > Manage County > Step 1> Step 2> Step 3> Step 4> Submission
ploa

Unit Code Unit Mame Conservancy AV
Edit 0017 HART LAKE COMSERVAMNCY DISTRICT 50
Edit 0076 TRI-COUNTY CONSERVANCY DISTRICT 50
Edit 0101 WILDWOOD DAM CONSERVANCY DISTRICT 50
Edit 0103 LAKE EDGEWOOD CONSERVANCY DISTRICT S0
Edit 0325 LAKE DETURK CONSERVANCY DISTRICT 50
onservancy
‘ Unit Code Unit Name Conservancy AV

Edit 0017 HART LAKE COMNSERVAMNCY DISTRICT 50

Conservancy

Unit Code Unit Name Conservancy AV

Update Cancel HART LAKE CONSERVANCY DISTRICT

Submission: CNAV Submission

As is the case with other DLGF forms, the Form Signature fields are completed by the DECAF Submitter
using the four digit PIN supplied during the account creation.

Users who do not have their four digit PIN may contact gateway@dIgf.in.gov to receive a PIN reminder
to the email address on file.

Select County > Manage County = Step 1 = Step 2 = Step 3 = Step 4 = Submission

CNAV Submission

__Form Signature

NAME

Gateway Gregg
TITLE

Gateway Guru
SIGNATURE/PIN

sese
DATE
li SIGN AND SUBMIT FORM

1 harsby acknowledge that the submission of this document through the Gateway password and PIN system constitutes an "slectranic signature” 2s defined in IC 5-24-2-2. This submission is intended
to, and hereby does, constitute authentication and approval of the submitted document as required by the Indisna Code. | understand that this slectionic signature takes the piace of my handwritten
signature and sccomplishes the same purposes as woukd my handwitten signature in the same | further that this electranic signature has the same foros and effect as my
handwritten signature and can and will be used for sll lswiul purposes. | affirm that | have the resl and apparent authority to slectronically sign and submit this document on behalf of the unit,

Questions about the DECAF application and CNAV may be directed to the Gateway support team at
(317) 234-4480 or gateway@dIgf.in.gov.

For CNAV-related questions outside of data entry into Gateway, please contact your budget field
representative.
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