6/10/2025

STATE BOARD OF

Gateway

2025 Clerk’s Annual
Conference

©OOO|

PAUL D. JOYCE, CPA
STATE EXAMINER

Indiana’s State Examiner
and the agency head for the
State Board of Accounts,
Paul Joyce coordinates and
manages the post-audits and
examinations of over 4,000
state and local governmental
entities in Indiana.




6/10/2025

_D Op
& o
& s
g 2
T &
* *
Agenda o

» Gateway
* Training Certifications

* Monthly & Annual Engagement Uploads
* Encountering Issues?

» Subscribe to SBOA Communications

2025 Clerk’s Annual Conference I

RV OF

%0
&
H
<
7

SINAOY

Training
Certifications

* *
€57 190




6/10/2025

IC 33-32-2-9 states:

“(a) As used in this section, "training courses" refers to training courses related to
the office of circuit court clerk that are compiled or developed by the Association of
Indiana Counties and approved by the state board of accounts.
(b) An individual elected to the office of circuit court clerk shall complete at least:
(1) fifteen (15) hours of training courses within one (1) year; and
(2) forty (40) hours of training courses within three (3) years;

after the individual is elected to the office of circuit court clerk.

(c) An individual first elected to the office of circuit court clerk shall complete five (5)
hours of newly elected official training courses before the individual first takes the

office of circuit court clerk. A training course that an individual completes under this
subsection shall be counted toward the individual's requirements under subsection

(b).

(d) An individual shall fulfill the training requirements established by subsection (b) 0o

for each term to which the individual is elected as circuit court clerk.”
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IC 33-32-2-9 continued:

“(e) The failure of an individual to complete the training required by this section
does not prevent the individual from taking an office to which the individual was
elected.

(f) This subsection applies only to an individual appointed to fill a vacancy in the
office of circuit court clerk. An individual described in this subsection may, but is not
required to, take training courses required by subsection (b). If an individual
described in this subsection takes a training course required by subsection (b) for
an elected circuit court clerk, the county shall pay for the training course as if the
individual had been an elected circuit court clerk.

(g) An individual elected to the office of circuit court clerk shall certify
completion of the requirements described in subsection (b) every year and
file the certification with the state board of accounts in the same manner as
the report required in IC 5-11-1-4(a).”
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Upload Certification

INDIANA
at e‘ N fay Dashboard Report Search Download Tools Learn More

H s & Local Officials: Login Here »
An Open Door into Local Government Finance " *
Conflict of Interest Upload Tool »
Gateway collects and provides access to information about how taxes and other public Iutarocal Agreamynt Upload Tocl »
dollars are budgeted and spent by Indiana's local units of government. ’L:ﬂ:dfn‘;“ e Eorm

1 Certificati

Elected Offi eri ation of
Training Courses Upload Tool
Taxpayer Portal

Access all of the Gateway tools relating to
individual taxpayers, such as assessed
value and tax bill lookups, the referendum
impact calculator and more.
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Upload Certification (Continued)

Elected Official Certification of Training Courses Upload
Tool

The legal requirement for Elected Official Certification of Training Courses can be found throughout the Indiana Code in various sections depending on the position held

County Auditor IC 36-2-9-25
County Treasurer IC 38-2-10-2.5
County Recorder IC 36-2-11-2.5
County Clerk IC 33-32-2-9
City Clerk Treasurer / Controller IC 36-4-10-8
Town Clerk Treasurer IC 36-5-6-10
Township Trustee IC 36-6-4-20

ed officials are required to certify completion of the training requirements set out for each office and file with the State Board of Accounts. Units may complete the form
i upload it using the tool below. If you have any questions regarding this law or disclosure, you should contact your attorney for legal advice.

NOTE: The filename should be formatted with only one period before the extension (ex. .pdf). Neither IBRC nor SBOA review the uploads for content. It is the responsibility of the

unit reporting Official Certificate of Training Courses to verify that the document that was submitted and is correct and complete sRD Olﬁ
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Certification
Template

* Enter Information into
Template

* Name
* Title
* Political
Subdivision
* Indiana Code
* |C 33-32-2-9

ELECTED OFFICIAL CERTIFICATION OF TRAINING COURSES

Jane Doe

- , the duly elected
Print Name

County Clerk
Titte

Perfect County

certify that | received the required training
Political Subdivision

33-32-2-9

Indiana Code

Enter number of training course hours:

First year of term:
Second year of term: 25
Third year of term:

Fourth year of term:

1/15/2025

Date

Jane Doe

Signature
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Upload Certification (Continued)

Upload Elected Official Certification of Training Courses Form

Name of person filing this disclosure

| Select county

Email address of person filing this dlsclosure::
Government Entity Name:

¥ | Select unit type

¥ || Select unit

¥ | | Select official position v

Upload Form:

NDE Y 2

Upload

[Type the code from the image
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Training Certification Recap

* Where to find the certification template?

» There is a link in the Elected Official Certification of Training Courses
Upload Tool.

* What needs to be uploaded?
» The completed certification template.

* Do | have to upload the support for my training?
* No, just the certification template.

* Who maintains he training hours?

L
» The official does.
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How to View Uploaded Certification?

INDIANA
ateway alDoshboard ~ 1ZReportSearch & Download  FTosls @ LeamnMore

Elected Official Certification of Training Courses Upload
Tool
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Select by Report Type

Annual Financial Report Employee Compensation by Unit

@ detad the receis: unt The Certiied Report of Names, Addeesses, Dutes and Compensation of Pubic
1400CI0G INCOMe 30d #XDANGINUES for 3 8 CANGAl year. The pMary DUrpose i Erpioyees (Fom 100R) provides Laxpayers Wil Compensation information fof
o assistinthe audting of govemment units. publc employees of state and local government

Entity Annual Report S e I e ct
fom

‘governmental sources (federal, state of locai)

udgets Food and Beverage Tax Form Uploads E I
Every 10cal govemment unt with aumorty 10 levy 3 Proparty tax must Submit 3 Siate and local govemMent unts and otner entbes ksted n IC6-1,1-30-18, IC 6-9-

budget for the coming calendar year to DLGF, which has the responsidiy 1o review 411420 IC 6:9-41-15 are required o fie tnese forms wih the State Board of

0 CHBAY DuUGets A S8t Lax i a0 Lax rates Accounts ™ ™
Collective Bargaining nterlocal Agreement Uploads O I I I‘ I a I
Each public 10 feport on e sted 0 1C 36-1.7-1 aré required

Gateway is now being 10 fle hese agreements with the State Board of Accounts

- gm -
Local Dx opment Agreements
Gaming estabishments may have local development agreements wih various

‘9roups in thei area. Thes are reported 1o e indana Gaming Commission each
‘year along weh the amount disbursed

A of Training

SUMMAry 18DOMS DIOVIOR &N OVEVRW Of I DOpETY Liies P and GStrbuLEd

Redevelopment Commissions

s ourses
05 ) for rewiew 10 DLGF. Thesa 16p0rts a7 SUbMTed it PDF 3nd avaiabie via

the Gateway in the form in which they were submiied

School Extra-Curricular Accounts

School corporations must fie a repor of their nd baiances, receipts and

‘expendiures for thelr exira-curricular accounts each fiscal year. Ths is used by

SBOAID GoVEIOD CITIEAa 10 EXBM 16 X CUTIULM BCCOUNS.

t®

N Assessed Vi
\ The Certtied Nt
\ base
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used to collect and publish those data.

Conlflict of Interest Disclosure
Pt it 2 of

Accounts.

Abstract Public Reports
‘County audors must submit an annual summary of property assessments, taxes,
GGUCHONS BNd Lix EXBMpNons, &5 Wil 85 UNDRK] LS, 10 he State Ao

Debt Management

These reports heip the public know been
15580, e oS ofinterest 10 SUpOOM he. BOTONNG, 18 PUIPOS Of the BOITOWS,
the source of repay the total outstandmg balances

Economic Development Reporting
The economi

dsbursements intially provided by a boensed owner of a rverboat. an operatng
agent of & merboa,or an afists of a1 ownér of ope(abng agent
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Report Search

Local governments are required by state law o submit reports to the State of Indiana. A significant number of those reports related to taxing, budgeting and spending are now collected
and available for public viewing through Gateway. Explore by unit or by report type.

Browse Reports Search by Unit Search by Address

Elected Official Certification of Training Courses

The legal requirement for Elected Official Certification of Training Courses can be found throughout the Indiana Code in various sections depending on the position held

County Auditor
County Treasurer
County Recorder IC 36-2-11-25
County Clerk IC 33-3229
City Clerk Treasurer / Controller IC 36-4-10-8
Town Clerk Treasurer IC 36-5-6-10
Township Trustee
The wired to certify completion of the training requirements set out for each office and file with the State Board of Accounts.

Select a Report
« Elected Official Certification of Training Courses Uploads

Select Elected Official Certification of Training i
Courses Uploads
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View
Report

» Select Year

 Click “View
Report”

» To Open PDF
select the link

under “Uploaded
File”

Report Search

Report Builder: Elected Official Certification of Training Courses Uploads Repoi

Selact Year [2025 v | View Report
i [ of 1 i : JFind | Next - @

Elected Official Certification of Training Courses

County

Adams

Adams

Adams

Adams

P Gateway

ads Report

Unit & Unit Type ¢ Date < Official Position Uploaded File
Submitted

Adams County COUNTY 2/6/2025 10:39 County Auditor = 1271.pdi
AM

Adams County COUNTY 2712025 11:08 County Recorder = 1277 .pdf
AM

Adams County - County Treasurer COUNTY 2/28/2025 8:36 County Treasurer 5 1565.pdf

TREASURER AM
Adams County COUNTY 2/28/2025 3:44 County Clerk 3 1649 pdf
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Getting Started

 Access:

» Email Gateway@sboa.in.gov

* Name
Position Elected & Unit Name
1st Day of Term
Outgoing Officials Name
 Outgoing Officials Email (If known)
» Outgoing Officials last Day of Term

i
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Log IN https://gateway.ifionline.org/default.aspx
INDIANA
;l G at eway Dashboard Report Search Download Tools Learn More

An Open Door into Local Government Finance

Gateway collects and provides access to information about how taxes and other public

dollars are budgeted and spent by Indiana's local units of government.
Taxpayer Portal
Access all of the Gateway tools relating to
individual taxpayers, such as assessed
value and tax bill lookups, the referendum
impact calculator and more. L
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Login (Continued)

Authorized Personnel Login

' User Name: |sbyms@sboa.in.gov

* Enter your username and
password.

‘_ Log In |

* Don’t have a username and
After 5 failed attempts to log in, your account will be locked— paSSW r l?
notify ibrctech@iu.edu O d

) » Contact the Helpdesk:
gateway@sboa.in.gov

Please note: Passwords are CASE sensitive
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Monthly & Annual
Engagement —
Uploads D
Application SR
« Select the Monthly and — -
Annual Engagement s yeu
Uploads application e
from the SBOA il
applications list otowng. L :
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Required Uploads - Monthly

* Monthly Bank Reconcilement
* Document that shows how you balanced the bank statement balance to your

ledger balance.
* Monthly Bank Statement

* Document received from your bank each month showing the beginning
balance, each deposit, each check cleared, other activity, and ending

balance.

* Outstanding Check List
* List of checks that have been written but not yet cleared the bank account.

» County Clerk, Form 46, Clerk’s Cash Book and Daily Balance Record
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Required Uploads - Annually

 Court Trust Fund Subsidiary Detail
* This is a subsidiary listing as of December 31 which should
include the name, description, and account balance at year

end.
* The total should agree to the fund balance year end.

 This would include the child support collections subsidiary
detail.
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Due Dates

* Monthly Uploads
» See Deadlines

* Annual Uploads
* March 1st

Deadlines:

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 monthly files— November 15th
October monthly files— December 15th
November monthly files— January 15th
December monthly files— February 15th
Annual files - August 29th for schools and ECA, March
1st for all other units

Details

2025 Clerk’s Annual Conference
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Need Help?
* Technical Issue?

* Issues with your password?
+ Forgot your username?
* File upload issues?

* Requirement Issue?

» Contact the Gateway Helpdesk: gateway@sboa.in.gov

» Contact the Director’s: counties@sboa.in.gov
* What do | need to upload?

* When is it required to be uploaded?

25
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Resources

» User Guide — Monthly and Annual Engagement Uploads:
https://gateway.ifionline.org/userguides/engagementguide

» State Examiner Directive 2018-1:

https://www.in.gov/sboa/library/state-examiner-
directives2/#2018
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Subscriptions

» Go to www.in.gov/sboa/
 Scroll down to find “Subscribe for e-mail updates”

Subscribe for
e-mail updates >

* Selecthttps://cloud.subscription.in.gov/signup?depid=54600 |
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THANK
YOU

Government Technical Assistance &

Compliance (GTAC) Directors

Ricci Hofherr, CPA  Staci Byrns, CFE

E counties@sboa.in.gov

A\
N\ (317)232:2512

@l www.sboa.in.gov
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