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Section 1: Getting Started

To access the Gateway SDF, type http://gatewaysdf.ifionline.org into the browser.

Users will be directed to the main Gateway SDF homepage. Here, returning users and new users
can login or create a Gateway SDF account.

New users need to create a Gateway SDF account. To create an account, click “Create New SDF
User Account.” Users that already have an account can simply click “Login.”
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Sales Disclosure Forms

Returning Users New User

o Lagin * Create Mew SOF User Account

* Find outwhere to file for a county,| —Select One—j

Flease click here for Erequently asked guestions

The Indiana Gateway for Governmert Units provides & central portal for local governments to submit forms Email POWERED BY
to the Indiana Departmert of Local Government Finance and the State Board of Accounts. It is maintained by « DLGF Information
the Indisna Business Research Center as part of the Information for Indiana Initistive. (GatewaySDF @dlafin.goy) ﬁ'lﬂd‘t’m
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New Users

New users will be directed to the “Sign Up for a New Account” screen to create an account. All
fields must be entered in order to create a user account. When users create an account, they need
to request a role (see next page for role explanations and request instructions).

A role is requested by checking a box above the “First Name” field. This request will be sent to
the Department where your role will be approved. After all the account information has been
entered and confirmed and a role has been selected, click on “Create User”.
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Login | Create User | Main | FAQ | Password Recovery

Signh Up for a New Account

I lworkin the County Assessar's Office requesting upload capability
™ lwork at a Title Company requesting upload capability

First Name: |

Last Name: l—

Email: l—

Confirm Email: l—
Password: l—
Confirm Password: l—

Create User |

Getting Started



Who Uses What Role? How Do You Request the Role?
Role A: Single Form Entry

Who: Counties that use the state-provided sales disclosure system instead of a software vendor
system will utilize Gateway SDF’s single form entry.

How: When creating an account for the single form entry, users will need to enter an email and
password and reenter the same information in the “confirm” fields but will not need to check
one of the boxes above the First Name field.

Sign Up for a New Account

I Iwark in the County Azsessor's Office requesting upload capahility
I Iwork at a Title Company requesting upload capability,

First Name: |J|:|hn

Last Name: |Smith

Email: Ijsmith@in.guv

Confirm Email: Ijsmith@in.guv

Passwaori: |uu

Confirm Password: |uu

Additionally, for those assessors who have an account to access the assessor edit tool, the current
username and password have already been imported in Gateway SDF. Therefore, these users can
use this username and do not need to create a new username.

Role B: Vendor Counties File Upload

Who: Counties using a vendor’s software to handle their sales disclosure data processing will
utilize Gateway SDF’s file upload for vendor counties.

How: When creating an account for the vendor county file upload, users will need to request the
upload functionality. The upload functionality is not granted for users automatically and must be
requested and approved. The upload functionality for vendor counties is requested by checking
the box next to “I work in the County Assessor’s Office requesting upload capability”, as
pictured below.

Getting Started



Sign Up for a New Account

M | weork in the County Assessor's Office requesting upload capahility _
I 1work at a Title Campany requesting upload capability.

Title: |Assessur

County:  ©Adams j

First Name: |J|:|hn

Last Name: |Smith

Email:  [jsmith(@in.gow

Confirm Email; |j5mith@in.guv

Password: |un

Confirm Password: |un

Role C: Title Companies File Upload

Who: Title companies and other mass users in counties that use Gateway SDF’s single form
entry may choose to utilize Gateway SDF’s file upload for title companies.

How: When creating an account for the title company file upload, users who desire this access
will need to request the upload functionality. The upload functionality for title companies is
requested by checking the box next to “I work at a Title Company requesting upload capability”
as pictured below.

Sign Up for a New Account

I | work in the County Assessor's Office requesting upload capability
W' | work at a Title Company requesting upload capability. _

Title: |

County: :Marion |

First Name: |.J|:|hn

Last Name: |Smith

Email: |jsmith@in.gw

Confirm Email: |j5mith@in.gw

Password: I----

Confirm Password: |uu

Getting Started



Returning Users

After clicking the “Log In” button, users will be directed to a page where they will enter in their
email address and password.

INDIANA
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for government units

Login | Create User | Main | FAQ | Password Recovery _
Login

Email: I—

Password: I—

I~ Remember me next time.

Log In |

Cantaccess your account? _

Email POWERED BY
Information

The Indisna Gatevweay for Government Units provides a central portal for local governments to submit forms
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by * DLGF
the Indiana Business Research Center a= part of the Information for Indians Intistive. (GatewaySDF @dlofin.gov) ﬁ'lndlm

User cannot remember password: If at any point, a user does not remember their password,
they can click on the “Password Recovery” tab or the “Can’t access your account?” link to
retrieve their password. The user will be redirected to a page where they will enter their Gateway

SDF account email address in order to retrieve their password.

Login | Create User | Main | FAG | Password Recovery

Forgot Your Password?

Forgot Your Passward?

Enteryour Ermail Address to receive your passward.

Email Address: _
Submit |

If a user enters in an email address that is not tied to a Gateway SDF account, they will receive
the following warning: “We are unable to process your request. Please correct username or try

again later”.

Getting Started
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Login | Create User | Main | FAQ | Password Recovery
Login
Email: I—
Password: I—

I~ Remember me next time.

Log In |
Cantaccess your account?
The Indiana Gateway for Governmert Units provides a central portal for local governments to submit forms Email 1 POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by « DLGF Information
the Indiana Business Research Center a= part of the Information for Indians Intistive. (GatewaySDF @dlofin.gov) ﬁﬂnd“ana

User does not know account email address: If at any given point in time, a user forgets their
Gateway SDF account email address, they will need to email the Department at
GatewaySDF@dlgf.in.gov.

The user should specify the issue in the email along with their first and last name. The
Department will use this information and work with the user to help retrieve their Gateway SDF
account email address.

User did not specify correct role: If a user has a Gateway SDF account and did not specify a
role or the user specified the wrong role, they will need to email the Department at
GatewaySDF@dlgf.in.gov.

The user should specify the issue in the email along with their Gateway SDF account email
address, and the Department will work with the user to assign them their correct role.

Other login issues: If a user experiences any other issues with logging into Gateway SDF,
please contact the Department at GatewaySDF@dIgf.in.gov.

Getting Started
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Section 2: Role A - Single Form Entry

Beginning New SDF

To begin a new Sale Disclosure Form (SDF) click on the “Begin a new SDF” link under the
“Main” tab.

Sales Disclosure Form

An Information for Indiana Data Site

Logaout | Main | Change Password | FAQ
Sales Disclosure Forms

Welcome rscrugosédiafingoy

Begin a new SDF form » _

The Indiana Gateway for Government Units provides a certral portal for local governmerts to submit forms Email POWERED BY
to the Indiana Department of Local Governmert Finance and the State Board of Accounts. ft is maintained by « DLGF Information
the Indisna Business Research Center as part of the Information for Indisna Initistive. (GatewaySOF @dlofin.gov) ﬁ'lﬂdtm
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After clicking on the link, notice there is a new tab titled “SDF Forms”. Here, the user is
prompted to choose a location of the sale (county in which the sale took place) and the year of
the transaction from the drop down menus. Once a selection has been made, click the “Create
SDF ID and start form” button.

INDIANA
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Logaout | Main | SDF Form| Change Passward [FAS

Sales Disclosure Forms
Welcome rscruggs@@diafingoy.

Please select location of sale: - Select- j

Year of transaction:| 2012 »|

Create SDF ID and start farm | _

The Indiana Gateweay for Government Units provides a central portal for local governments to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. t is maintained by * DLGF Information
the Indisna Business Research Center as part of the Information for Indiana Initistive. (GatewaySDF @dlgfin.goy) ﬁvlndta.rm
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Navigation in Gateway SDF: The SDF is broken out by section. Each section of the form will
appear on its own screen. Users can navigate to any section of the SDF at any point in time by
clicking on the section links to the right or by using the green arrows located at the bottom of the
section.

Logaout | Main | SDF Form [Chande Password | FAQ

PART 1 - To be completed by BUYER/GRANTEE and SELLER

Table A. PROPERTY TRANSFERRED - MUST BE CONVEYED ON A SINGLE CONVEYAN
DOCUMENT

A. Property
B. Conditions
C. Sales Data

Property Humber Property Address Billing Address Parcel Type D. Preparer
Empty Ernpty Empty Ernpty E. Seller{sWGrantar(s)

F. Buyer(siGrantee(s)

Review/Submit

Multiple parcels may listed an one SDF ifthey are contiguous and are within the same taxing district.
Add Parcel |

S
A. Property | Mexd B. Conditions  ~

Saving data in Gateway SDF: Entered data is not saved automatically and must be saved at the
end of each section. Once all the information has been entered in a section, users must click on

the “Submit” or “Save” button to save the information for that section. If a user tries to navigate
to a different section of the SDF without saving, they will receive the following message: “Are

you sure you want to leave without saving changes?”

INDIANA

Sales Disclosure Form

for government units An Information for Indiana Data Site

Logout | Main | SDF Form |Change Password | FAQ

PART 1 - To be completed by BUYER/GRANTEE and SELLER

Table A. PROPERTY TRANSFERRED - MUST BE CONVEYED ON A SINGLE CONVEYANCE DOCUMENT
Property Number Property Address Billing Address Parcel Type

Ermpty Ermpty Empty Empty

hultiple parcels may listed on one SOF ifthey are contiguous and are within the same taxing district.

Submit | Cancel |
* Required Flefd

Role A - Single Form Entry
10



Table A: Property Transferred

The “Create SDF ID and start form” button redirects users to “Table A. Property Transferred”.
To begin data entry on the SDF, click on the MI button. The table below will appear.

A red asterisks (*) will appear if any required fields are left blank. Users will not able to
navigate to the next section or save a section if a field with required information has not been
entered.

Logout | Main | SDF Form [Chanae Password | FAQ

PART 1 - To be completed by BUYER/GRANTEE and SELLER

Table A. PROPERTY TRANSFERRED - MUST BE CONVEYED ON A SINGLE CONVEYANCE DOCUMENT
Property Number Property Address Billing Address Parcel Type

49-00-00-000-000.000-000 1234, 1234 1234, 1234 Land

Multiple parcels may listed on one SOF ifthey are contiguous and are within the same taxing district.
Submit Cancel

* Required Fisld
Check box if applicable 6. Complete Tax Billing Address {f different
1. Property Murmhber o parcel 5 Complete Address of Propery from property address)
Parcel |49—DD—DD—DDD—DDD.DDD—DD ™ 2. spiit Street Address: ¥ Check if Same as Property Address A. Property

¥ 3. Land |1234 Street Address B. Conditions

OR ™ 4. improvement City: |1 234 C. Sales Data
W D. Preparer
Sub Division: ain E

City:
State: INj i Seller{s)Grantoris)
. IMam St
Lot Zin cod *ll— E

e State: | IN j Buyer(sifGrantae(s)

ReviewfSubmit
Fip Code:
|48202

-

7. Legal Description of Parcel

Limnited to 500 characters

A. Property | Mext B, Conditions

Role A - Single Form Entry
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After the information entered has been saved, a summary table of the property information
entered in Table A will appear. From this page, users are able to either “Edit” the property
information or “Delete” the record.

If the sale is a multi parcel sale and the two parcels are contiguous and within the same taxing
district, both parcels can be on the same SDF. To add another parcel, click on the “Add Parcel”
button.

Logout | Main | SDF Form |Chanoe Password | PAD

PART 1 - To be completed by BUYER/GRANTEE and SELLER

Table A. PROPERTY TRANSFERRED - MUST BE CONVEYED ON A SINGLE CONVEYANCE  , ,

DOCUMENT B. Conditions

C. Sales Data

D. Preparer

49-00-00-000-000.000-000 1234, Main St 1234, Main St Land Edit Delete E. SellerisiGrantaris)
_I _I E. Buyer{sifGranteels)

ReviewdSubmit
Multiple parcels may listed on ane SDF ifthey are contiguous and are within the same taxing district.
Add Parcel |

1

A, Property | Mext B, Conditions

Property Number Property Address Billing Address Parcel Type

Role A - Single Form Entry
12



Table B: Conditions

If the green arrow is selected, the user is redirected to “Table B. CONDITIONS”. This table
consists of fifteen “Yes/No” statements. Here, users identify all conditions that apply for the
property that is being transferred.

Every question needs to be answered. The user will not be able to move to another section if one
of the questions has not been answered.

Please note there is now, also, a green arrow that allows users to navigate to the previous page.

Logaout | Main | SDF Form |Change Passwaord | FAG

Table B. CONDITIONS - IDENTIFY ALL THAT APPLY
Save Part B. CONDITIONS |

YES  NO
Mo
F
rw
r~
Vo
rw~
F
rw
rw~
r~
F
r~
F
o

w

COMNDITION

1. Atransfer of real property interest for valuable consideration.
2. Buyer is an adjacent property owner.

3. vacant Land.

4. Exchange for ather real property ("Trade".

5. Seller paid points.(Prowvide the value Table G lterm 12.)

6. Change planned in the primary use of the property?{Describe in special circumstances in Table G ftem 3.)

A. Property

7. Existence of family or business relationship between buyer and seller(Complate Table C ftem 4.) g C80||1(Im3nts
. Sales Data

8. Land contract. Contractterrm (Y‘r’):l L. Preparer
and contract date (MMIDDR I E. Seller{siGrantor{s)

E. Buyer{syGranteels)
9. Personal propery included in transfer (Provide the value Table G ftem 5.) ReviewsSubmit

10. Physical changes to propery between March 1 and date of sale.(Describe in special circumstances in Table G ftem
3)

11. Partial interest (Describe in special circumstances in Table C fterm 3.)
12. Easements or right-ofway grants.

13, Document for compulsory transactions as a result of foreclosure or express threat of foreclosure, divorce, court order,
judgement, condemnation, or prohate.

14. Documents invalving the partition of land between tenants in common, joint tenants, artenants by the entirety.

16. Transfer to a charity, not-for-profit organization, or government.

[ Save PartB. cONDITIONS | _

Back A Property | B. Conditions | Mext C. Sales Data

Role A - Single Form Entry
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Table C: Sales Data

The “Table C. SALES DATA” is where users are able to enter disclosure value information. All
of the input boxes on the table require a numeric value except “1. Conveyance date” (date) and
3. Special circumstances” (text). The single form entry will not allow users to enter non-
numeric values into numeric fields.

Table C. SALES DATA - DISCLOSURE VALUE OF ITEMS IN TABLE B, ITEMS 1-15
Save Part C. SALES DATA |

1. Conveyance date mmymm.l?fZEl,’Em z _

2. Total numhber ofparcels:|49

3. Describe any unusual or special circumstances related to this sale, including the specification of any less-than-complete ownership

interest and terms of seller financing. Max character Limit is 255.

A Property

B. Conditions

C. Sales Data

D Preparer
(Discolse actual value in money, property, & sendce, an agreement, or other consideration.) E. Seller(sWGrantor{s)

F. Buyer(siiGranteels)
ReviewiSubmit

YES MO COMDITION

I Vo4 Family or business reationship exsting hetween huyer and seller? Amount of discount; $|

A, Estirmated value of personal property: $|1 ooon

6. Sales price: $I?EDD

YES MO COMDITION

I T 7isthe seller financing sale? Ifyes, answer questions (8-13).
Il ¥ oais huyerhorrower personally liahle for loan?

[ W 9sthiz a motgage laan?

10, Armount of loan: $IEDDD

11. Interest rate:|5 %

12 Armountin points: $|250

13, Amortization period: |1 [ili]

Save Part C. SALES DATA |

Back B. Conditions | C. Sales Data | Mext D. Preparer

Role A - Single Form Entry
14



Table D: Preparer

“Table D. Preparer” is for the preparer’s information. In order to make Table D appear, users

will need to click on the _#dd Preparer | button.

A new feature with Gateway SDF is that it allows users to store the preparer’s information so
that it does not need to be manually entered each time a user completes a SDF. To store the
information, click on the “Save and use this as your profile for later” button after all the
preparer’s information has been entered.

If the user has already stored their information, they will click the box next to “Use Profile
Information?” This will automatically populate the preparer’s information for the SDF with the
profile information that has been stored and saved.

Table D. PREPARER - PREPARER OF THE SALES DISCLOSURE FORM
Preparer Name Preparer Company Preparer Address

Ernpty Erripty Emmpty

Submit | Cancel I I” Use Profile Information? ~ Save and use this as your profile for later | _

Freparer Company ar Title Suffiz
IHDDSiBr |

First Maare Nfddle Name Laszt Maare A Propert
[John [Michael [Doe B.Conditians
C. Sales Data
Addmess iy e ber g Sheet) o Prepnrel'
|1 234 hain St E. Seller{siGrantar{s

F. Buyer{syGrantae(s

Address 2 ReviewiSubmit

City Siate Zin

[Indianapolis N x| [46202

Telephone Number E=t. E-mail

|(555) BE-5EEE | limdoe@hoosier.com

Subrmit | Cancel | " use Profile Information? ~ Sawve and use this as your profile for later

Back C. Sales Data | D. Preparer | Mext E. Seller(siGrantar(s)

Role A - Single Form Entry
15



After the information has been saved, the user will be redirected to a summary table of the

preparer’s information just entered. Here, users can “Edit” or “Delete” their entry of the
preparer’s information.

Logout | Main | SDF Form |[Change Password | FAG

Table D. PREPARER - PREPARER OF THE SALES DISCLOSURE FORM

A Property
Preparer Name Preparer Company Preparer Address B. Conditions
C.Sales Data
Edit | [ Preparer
Dioe, John Hoosier 1234 Main 5t Indianapolis _ B
Delete | E. Seller{sWGrantor(s)

F. BuyerisiGrantaeis)

ReviewlSubmit
Add Preparer | evigwSubimi

EIEI Sales Data | D, Preparer | Mext E. Seller{s)Grantor(s)

If there is more than one preparer for this transaction, another preparer may be added clicking the
“Add Preparer” button.

Role A - Single Form Entry
16



Table E: Seller(s)/Grantors(s)

“Table E. Seller(s)/Grantors(s)” is for the seller/grantor information. The user can begin data

entry of the seller’s information by clicking the 244 Seller | pytton,

Table E. SELLER(S)/GRANTOR(S)

Seller Name Seller Company Seller Address

Empty Ernpty Ermpty

Submit I Cancel I

Seller Company Suffix
|EiDiIer I A Property
B. Conditions
First Name Middle Name Last Name C. Sales Diata
|JDhn IMichaeI Doe MM_
E. Selleris)/Grantor(s)
Address (Humber and Straet) E. Buyer(s)Grantee(s)
I1 234 Main St Review/Submit
City State Zip
[Indianapolis IN =] |46202
Telephone Number E-mail
|(555)555-5555 imdoe@boiler.com|

Subimit | Cancel |

'k D Preparer | E. Seller{s)/Grantor(s) | Mex F. Buyer(siwGrantee(s)

After clicking on the “Submit” button, users are redirected to a summary page of the seller’s
information. Here, users can “Edit” and/or “Delete” the information they have just entered. If
there is more than one seller involved in this sale, another seller can be added to the SDF by
clicking on the “Add Seller” button.

Logout | Main | SDF Form [Change Password | FAG

Table E. SELLER(S)/GRANTOR(S) A Propery

Seller Hame Seller Company Seller Address B. Conditions
C. Sales Data

Dae, John Bailer 1234 Main 5t Indianapalis —IEdit _m;m
I K ’ Delete | E. Seller{s)/Grantor(s)

E. Buyer{siiGrantee(s)

Add Seller | ReviewsSubrnit

Back D. Preparer | E. Seller{s)/Grantor(s) | Mext F. Buver{siiGrantee(s)

Role A - Single Form Entry
17



Table F: Buyer(s)/Grantee(s)

“Table F. Buyer(s)/Grantee(s)” is for the buyer(s)/grantee(s) information. In order to make

Table F appear, users need to click on the _AddBuyer ) tton. In this section, users fill in the

buyer’s information, as well as any deductions the buyer is applying for. If the buyer is applying
for a homestead deduction, the user needs to enter the last 5 digits of the buyer’s driver’s license
and social security number.

Table F. BUYER(S)/GRANTEE(S) - APPLICATION FOR PROPERTY TAX DEDUCTIONS -
IDENTIFY ALL ITEMS THAT APPLY

Buyer Name

Ermpty

Submit I

Buyer Company Buyer Address
Ermpty Ermpty

Cancel |

Buyer Company Suttis

|Huuswer

First Name

Middle Name Last Name

I.Jnhn

Address (Humber and Street)

IMn:haeI Coe

City

[1234 hain St

State Zip

[Indianapolis IN x| [46202

Telephone Humber E-mail

|555)555-6555 [imdoe@hasier.com

¥ would wou like to receive tax hills by e-mail at this address?

Pursuantto House Enrolled Act 1344-2008, filers for homestead deductions and their spouses are now required 1o provide the |ast
5 digits of their Social Security Murnbers, orif they do not have Social Security Numbers, the last 5 digits of their state driver's

license of state identification card numbers. Please note that ifyou are notfiling for a homestead deduction, you DO NOT need to AP
provide this information . Property

B. Conditions
G Gales Data

Last & Digits of Driver's License/DiOther Mumber|00000 I j D. Preparer

E. Seller(syGrantor(s)
Last 5 Digits of Social Security Number:(00000

F. Buyer(s)/Grantee(s)

Eeview/Submit

Submit Cancel

Seove Part F. BUYER(S)/GRANTEES) |

YES MO
o~
o~

YES

&l

777
i I B < -4

CORDITION

1. Wil this property be the buver's primary residence? Provide complete address of primary resdidence, including
county:

StreetAddress:l Cit‘y:l
State INLIZ\p Code County: | Adams ;I

2. Does the buyer have a homestead in Indiana to be vacated for this residence? If yes, provide complete address of
prirmary resdidence being vacated, including county:

Street Address I ity I
State: | 1N =] Zip Code County: | Adams =l
COMDITION

3. Homestead

4. Solar Energy Heating/Coaling System

5. Wind Power Device

6. Hydroelectric Power Device

7. Geothermal Energy Heating/Cooling Device

8. |5 this property a residential rental property?

Save Part F. BUYER(S)GRANTEES) |

Back E. Property | . Buyer(s)Grantee(s) | MNext Review/Submit

Role A - Single Form Entry
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After clicking on the “Submit button, users are redirected to a summary table with the buyer’s
information. Here, users can “Edit” or “Delete” the information they have just entered. Users

can, also, add another buyer to this SDF by clicking on the “Add Buyer” button.

Table F. BUYER(S)/GRANTEE(S) - APPLICATION FOR PROPERTY TAX DEDUCTIONS -

IDENTIFY ALL ITEMS THAT APPLY

Buyer Hame

Doe, John

Buyer Company Buyer Address

it
Hoosier 1234 Main 5t, Indianapoalis
P Delete |

Add Buyer |

Sawve Part F. BUYER(S)GRANTEE(S)

YES NO
r
r
YES NO
I
r ¥
Mo
r =
o
r

Saved Successiully at 801452012 8:53:21 AM
COMDITION

1. Wil this property be the buyer's primary residence? Provide complete address of primary resdidence, including
county:

StreetAddress:| Citv:|

State: | [ jZip Cude:l County; | Adams j

2. Does the buyer have a homestead in Indiana to be wacated for this residence? Ifyes, provide complete address of
pritnary resdidence heing vacated, including county:

StreetAddress:l Cilv:l

State: | [ jZip Cude:l County: | Adams j

COMDITION

3. Homestead

4, Solar Energy Heating/Coaling Svstem

4. Wind Power Device

6. Hydroelectric Power Device

¥. Geothermal Energy Heating/Cooling Device

8. s this property a residential rental property?

Sawve Part F. BUYER(S)GRAMTEE(S) |Saved Successully at 8142012 8:53:21 AM

Back E.Eger_h[ | F. Buyer{s)/Gramtee(s) | Mext ReviewrSubmit

Please note that when a user saves the information in this section, a message will pop indicating,
the information has been saved and the date and time in which this information was saved.

Role A -

Single Form Entry

A Propetty

B. Conditions

C. Sales Data

C. Preparer

E. Seller{siGrantor{s}
F. Buyer{s)/Grantee(s)
ReviewdSubmit

19



Review/Submit

Once the user has finished their data entry of all the sections of the SDF, they can view the SDF
in its entirety. Users will need to click on the “Review/Submit” link to the right of the application
to view their completed SDF.

Users have the option here to “Edit” or “PDF print form” prior to officially submitting to
Gateway SDF.

Submit Form

Al subrissions are final and cannot be edifed by the preparer. Undear penalfies of perjury, | herehy cerlify
that this Sales Disclosure, to the best of my knowledge and belief Is frue, correct and cornplete as required
by law and is prapared in accordance with IC 6-1.1-5.5, "Real Fropery Sales Disciosure Act”

Submit | FDF print farm |
Back F. BU!SJIGrantee;sl | Review /Submit I
The Indisna Gatewvay for Government Units provides & central portal for local governments to sukbmit forms Email POWERED _BY
to the Indians Department of Local Governmert Finance and the State Board of Accounts. It is maintsined by s DLGFE "”Elﬂmm
the Indiana Business Research Center &= part of the Information for Indiana Initistive. (ZatewaySDF @dlufin.go l &:ﬁ”"d'a“a

Users can save the data and print a PDF copy of the SDF prior to submitting. This allows users to
return and edit the form before submission.

After the SDF has been reviewed, users will click the “Submit” button at the bottom of the page
to officially submit the SDF to Gateway SDF. Immediately after clicking on the “Submit”
button, a window will pop up asking “Are you sure you want to do the final submit?”

If any entry with required information has been left blank, a red asterisks (*) will appear and
users will have to fill in that information before they can submit.

After submission, the SDF filing may not be edited. If errors on the form are found, please
contact the county assessor’s office in which the sale occurred.

Role A - Single Form Entry
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Summary of SDFs

All SDFs entered and saved by the user will be displayed on the “Main” tab. The “Main” tab
also shows users which entered SDFs have been submitted and which ones have not yet been
submitted.

SDFs that have not yet been submitted will have a “No” under the Submitted column with the
option to “Edit” or “Delete” those SDFs until they are officially submitted. Likewise, those that
have been submitted will have a “Yes” and users will only be allowed to view the PDF of the
submitted SDFs.

® INDIANA

Gat eway Sales Disclosure Form

for government units An Information for Indiana Data Site

Logout | Main | Change Password | FAQ | FileUpload

Salet)isclosure Forms

WelcomelBhdoe@@hoosier. com

Begin a new SDF form »

SDF ID County Year Submitted

C49-2011-0000000 1 201 Yes “iew POF |_
C49-2011-0000000 1 201 Mo _ ﬂl Delete |
C49-2011-0000000 1 20M Mo M Delete |
C49-2011-0000000 1 201 Mo ﬂl Delete |

1

Role A - Single Form Entry
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Section 3: Role B - Vendor Counties File Upload

File Upload

Users with the vendor county file upload role will click on the “File Upload” tab after logging in.
Here, the application displays the page where users will upload their sales data files. Users will
need to click on the “Browse” button of the file they want to upload. The user will, then,
navigate to where they saved the sales file, highlight the file, and then click “Open.” Users will
follow this procedure for each of the three sale files (SALECONTAC, SALEDISC, and
SALEPARCEL).

When all three files have been temporarily uploaded and the location and name of the sales file is
in the field box, press the “Upload” button to officially upload all three files to Gateway SDF. If

a user is missing a file, a red asterisk (*) will appear and the files will not upload.

INDIANA
Gat eway Sales Disclosure Form

for government units An Information for Indiana Data Site

Logout | Main | Change Password | FAG | FileUpload _
SALECOMNTALC: |S:\Tax Feviewt2011 Sal  Browse.. |
SALEDISC: | Browse.. | _
SALEPARCEL: | Browse.. |
File Upload ﬂll
MI Loak in: I |5 Adamz Sales Data j Q-

E] SALECONTAC 20104
E] SALEDISC_20104
E] SALEPARCEL 20104

File name: I j Open

Filesofype: [l Files = c

Role B — Vendor Counties File Upload
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After the files have been uploaded, a total record count of the SDFs uploaded will appear at the
bottom of the screen. In addition to the record count, there will be a list of records that have
encountered an error while trying to upload. These records were not loaded into Gateway SDF.

The list of records with errors includes the following information: the file that had the error, the
line number in the file, the field name, and the reason for the error.

"~ NDIANA
Gateway Sales Disclosure Form

for govemment unifs An Information for Indiana Dafa Site

Logoyt | Main | Change Password | FAQ | FileUpload

SALEC | Browse_ |
SALED! [ Browse_
SALEPARCEL | Browse. |
_Upload |
File Line Number SDF_ID Field Vadue
Adams - SALECONTAC 5 C01-2011-000000 Email_Tax_Statement Missing value(s) at position 470 with length 1
Adams - SALECONTAC =t 5 C01-2011-000000 Email_Tax_Statement Missing value(s) at position 470 with length:1

To view the SDFs that were uploaded, click on the “Main” tab. The “Main” tab lists all the
SDFs that have been uploaded by the same user account.

Role B — Vendor Counties File Upload
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Section 4: Role C- Title Companies File Upload

File Upload

Users with the title company file upload role will click on the “File Upload” tab after logging in.
Here, the application displays the page where users will upload their sales data files. Users will
need to click on the “Browse” button of the file they want to upload. The user will, then,
navigate to where they saved the sales file, highlight the file, and then click “Open.” Users will
follow this procedure for each of the three sale files (SALECONTAC, SALEDISC, and
SALEPARCEL).

When all three files have been temporarily uploaded and the location and name of the sales file is
in the field box, press the “Upload” button to officially upload all three files to Gateway SDF. If

a user is missing a file, a red asterisk (*) will appear and the files will not upload.

INDIANA
Gat eway Sales Disclosure Form

for government units An Information for Indiana Data Site

Logout | Main | Chandge Password | FAZ | FileUpload _

SALECOMNTALC: |S:\Tax Feviewt2011 Sal  Browse.. | _
SALEDISC: | Browse.. |
SALEPARCEL: | Browse.. |
File Upload ﬂll
MI Loak in: I@Adams Sales Data j Q-

E] SALECONTAC 20104
E] SALEDISC_20104
E] SALEPARCEL 20104

Open I

File name: I

Led Lo

Files of type: [l Files

Role C — Title Companies File Upload
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After the files have been uploaded, a total record count of the SDFs uploaded will appear at the
bottom of the screen. In addition to the record count, there will be a list of records that have
encountered an error while trying to upload. These records were not loaded into Gateway SDF.

The list of records with errors includes the following information: the file that had the error, the
line number in the file, the field name, and the reason for the error.

w

INDIANA
Gat eway Sales Disclosure Form

for govemment units

An Information for Indiana Data Site

Logoyt | Main | Change Password | FAQ | FileUpload

SALEC | Browse_ |
SALED! [ Browse_
SALEPARCEL | Browse. |
_Upload |
File Line Number SDF_ID Field Vadue
Adams - SALECONTAC 5 C01-2011-000000 Email_Tax_Statement Missing value(s) at position 470 with length 1
Adams - SALECONTAC =t 5 C01-2011-000000 Email_Tax_Statement

Missing value(s) at position 470 with length 1

Role C — Title Companies File Upload
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For the title company file upload into Gateway SDF, uploaded files are not officially submitted.
In order to submit these SDFs, all forms will need to be reviewed and submitted individually. To
start, users will need to return to the main screen by clicking the “Main” tab. Here, users will see
all the SDFs that have been uploaded by the same user account.

Sales Disclosure Form

for government units An Information for Indiana Data Site

Loaout | Main | Change Password | FAQ | FileUplaad _

Sales Disclosure Forms

Welcome Jdoe@hoosier .com

Begin a new SDF form »

SDF ID County Year Submitted
COM-2011-0000000 1 2011 Mo - Edit | Delete |_
co-am1-0000000 1 2011 Mo Edit | Delete |
cot-zm1-oo00000 1 2011 No Edit | Delete |
cot-3m1-0000000 1 2011 No Edit | Delete |
cor-zo1-0000000 1 2011 Mo Edit | Delete |
cot-sm1-o000000 1 2011 No Edit | Delste |
cot-ao1-0000000 1 2011 Mo Edit | Delste |
cot-sm1-o000000 1 2011 No Edit | Delste |
cor-am1-0000000 1 2011 No Edit | Delste |
CO1-2011-0000000 1 2011 No Edit | Delete |
consm1-oooooon 1 2011 No Edit | Delste |
cot-om1-o000000 1 2011 No Edit | Delete |
cot-ao1-0000000 1 2011 No Edit | Delete |

To delete a particular SDF, users will click the “Delete” button that corresponds to the SDF that
they wish to remove.

To review and verify a SDF, users will start the process by clicking the “Edit” button.

Role C — Title Companies File Upload
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Review/Submit

Clicking on the “Edit” button and will prompt users to the “Part A. Property Transferred” section
of the SDF. Users should go through the sections of the SDF and verify the information for
accuracy. If all the information is accurate, users should click on the “Review/Submit” link.

" INDIANA
Gat eway Sales Disclosure Form

for government units An Information for Indiana Data Site

Logout | Main | SDF Form |Change Password | FAQ

PART 1 - To be completed by BUYER/GRANTEE and SELLER

Table A. PROPERTY TRANSFERRED - MUST BE CONVEYED ON A SINGLE CONVEYANCE

A. Property
DOCUMENT B. Conditions
Property Humber Property Address Billing Address Parcel Type C. Sales Data
D. Preparer
1234 Main St 1234 Main St
010000000000000000 Land Improvement Edit Delete E. Seller(s\Crantor(s
Decatur Decatur _I _I E. Buyerisi/Grantee(s)
Reviewi3ubimit
Multiple parcels may listed on one SOF ifthey are contiguous and are within the same taxing district.
Add Parcel |

A. Property | Mext B. Conditions »

Role C — Title Companies File Upload
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After clicking on the “Review/Submit” link, users will be navigated to a screen that shows the
entire SDF. Users have the option here to “Edit” or “PDF print form” prior to officially
submitting to Gateway SDF.

Submit Form

Al submissions are final and cannot be edifed by the preparar. Undar penaifies of perjune | hereby cartifiy
that this Sales Disclosure, fo the hest of my knowledge and belief is frue, correct and camplale as required
by law and is prepared in accordance with 12 6-1.1-5.5 "Real Property Sales Disciosure Act”

Submit | POF print farm |
Back F. Ell;szIGrantee;sllRwiew.fSuhmit I
The Indiana Gatewvay for Government Units provides a central portal for local governments to submit forms Email POWERED BY
ta the Indiana Department of Local Government Finance and the State Board of Accounts. t is maintained by o DLGF T’Tilﬂfum
the Indiana Business Research Center &= part of the Information for Indiana Initistive. (GatewaySDF @dlgfin.gov ! L,ﬁr]ndl.ana

Users can save the data and print a PDF copy of the SDF prior to submitting. This allows users to
return and edit the form before submission.

After the SDF has been reviewed, users will click the “Submit” button at the bottom of the page
to officially submit a SDF to Gateway SDF. Immediately after clicking on the “Submit” button, a
window will pop up asking you “4re you sure you want to do the final submit?”

If any entry with required information has been left blank, a red asterisk (*) will appear and
users will have to fill in that information before they can submit.

After submission, the SDF filing may not be edited. If errors on the form are found, please
contact the county assessor’s office in which the sale occurred.

Role C — Title Companies File Upload
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Summary of SDFs
Users can view all SDFs on the “Main” tab.

All SDFs uploaded by the same user account will be displayed on the “Main” tab. The “Main”
tab, also, shows users which entered SDFs have been submitted and which ones have not yet
been submitted.

SDFs that have not yet been submitted will have a “No” under the Submitted column with the
option to “Edit” or “Delete” those SDFs until they are officially submitted. Likewise, those that
have been submitted will have a “Yes” and users will only be allowed to view the PDF of the
submitted SDFs.

Sales Disclosure Form

for government units An Information for Indiana Data Site

Logaout | Main | Chandge Password | FAQ | FileUpload

Sal isclosure Forms

Welcorm e@hoosier.com

Begin a new SDF form »

SDF ID County Year Submitted

£01-2011-0000000 1 2011 - CE view PDF |

coi-2011-0000000 1 2011 No Edit | Delete |
C01-2011-0000000 1 2011 Mo Edit | Delete |
Coi2011.0000000 1 2011 No Ecit | Delete |
cot20n-0000000 1 2011 No Edit | Delete |
0120110000000 1 2011 Mo Edit | Delete |
cooov.oooooon 1 2011 Mo Edit | Delete |
€01-2011-0000000 1 20m Mo Edit | Delete |
cot-a01-0000000 1 2011 Mo Edit | Delete |
C01-2011-0000000 ¢ 2011 No Edit | Delete |
€01-2011-0000000 1 20m Mo Edit | Delete |
c01-2011-0000000 1 2011 No Edit | Delete |
cot-2011-0000000 1 2011 No Edit | Delete |

Role C — Title Companies File Upload
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Section 5: Resources

In the main menu bar, there is a Frequently Asked Questions (“FAQ”) tab for SDFs. To access
the FAQs, users will click on the “FAQ” tab.

"~ INDIANA :
Gat eway Sales Disclosure Form

for government units An Information for Indiana Data Site

Login | Create User | Main | FAQ | Password Recavery
Login '
Email: l—
Password: I—

I Remember me next time.

Log In |

Cantaccess your account?

The Indisna Gatevvary for Governmert Units provides a central portal for local governments to submit forms Email POWERED BY
to the Indiana Department of Local Government Finance and the State Board of Accounts. It is maintained by * DLGF Information
the Indiana Business Research Center a= part of the Information for Indians Intistive. (GatewaySDF @dlofin.gov) ﬁ'lﬂd‘t’m

Users will be directed to another screen that breaks down the FAQ into its sections. Users will
navigate through the sections, by clicking on the various tabs: “Filing the Form,” “Signing the
Form,” “Deductions on the SDF,” and “County Assessors and Auditors”.

~__INDIANA :
G'at eway Sales Disclosure Form
An Information for Indiana Dota Site

for government units

Login | Main | FAQ | Password Recovery | Create User
Filing the Farm | Signing the Form | Deductions on the SOF | County Assessars and Auditors _

Email POWERED BY
Information

The Indians Gatewvay for Government Unitz provides & central portal for local governments to subtmit forms

to the Indiana Department of Local Government Finance and the State Board of Accounts. iz maintained by = DLGF mﬁﬂuﬂ

the Indiana Business Research Center a= part of the Information for Indiana Initistive . (GatewaySDF@dlofin.go

Resources

30



When a user clicks on one of the “FAQ” tabs, a list of FAQs pertaining to the tab heading will
appear on the screen. The user can retrieve the answer to a question by clicking on the question.
The answer will then appear below the question.

INDIANA

Sales Disclosure Form

for government units An Information for Indiana Data Site

Logout [Main | Change Password | FAQ | FilelUpload

‘ Filing the Form | Signing the Form | Deductions an the SOF | County & ors and Auditors

When must an SDF be submitted?
[ 1

I When a transfer of a real property interest is made for valuable consideration, a form must be submitted,

regardless of whether any conditions apply. Even if a transfer is made without consideration but any of conditions

E Bi12) through and including B{15) on the farm apply, a form must be submitted. If a transfer is made without
consideration and none ofthe conditions B{12) through and including B{15) apply, then no form need be submitted
{and thus there is no fee to pay). 1

(=

When is an SDF not required?

Where do | file an SDF?

If a user has any questions regarding the SDF FAQs or any questions regarding Gateway SDF,
please email the Department at GatewaySDF@dIgf.in.gov.

Resources
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