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BEST ADVICE

Read and 
Search User 

Guide
https://gateway.ifionline.

org/help.aspx

Email 
Helpdesk:

Gateway 
@sboa.in.gov



SBOA 
GATEWAY 

APPLICATIONS

100R

Annual Financial Report (AFR)

Monthly and Annual Engagement Uploads

Conflict of Interest Disclosure

Food and Beverage Tax

Interlocal Agreements

E-1 Entity Annual Report (Not applicable to Cities/Towns)

ECA Risk Report (Not applicable to Cities/Towns)



Gateway Login:
https://gateway.ifionline.org/



• What you will need:
    Username
    Password

• If you do not have a 
username and password?

     Send an email to:
     gateway@sboa.in.gov or
     click the Request
     Authorization to Access
     Gateway link.

• If you forgot your 
password, you can use the 
“Forgot your password?” 
link. All you will need is your 
Username (email address) 
to reset it your self.

• Once you reset your 
password you will receive 
an email from 
ibrctech@iupui.edu with 
your new password.
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SBOA APPLICATIONS 
AND DUE DATES



100R



SELECT 100R APPLICATION

SELECT UNIT AND YEAR



MAIN 
MENU
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• Enter the number of employees (full and part 
time) paid during the year. Once the number 
of employees has been entered you will then 
click “Proceed”.

• Manual – manually enter information for 
employee compensation

• Upload – upload a file with employee 
compensation, created using the 100R 
upload specifications:
https://www.in.gov/sboa/files/Gateway100R_
Upload_Specs.pdf

• If nepotism and contracting policies were 
previously uploaded you will see “There is a 
policy on file for this unit”. When finished you 
will click “Proceed”

UNIT QUESTIONS

https://www.in.gov/sboa/files/Gateway100R_Upload_Specs.pdf
https://www.in.gov/sboa/files/Gateway100R_Upload_Specs.pdf


• The number of employees you 
entered in Unit Question 1 will 
automatically populate the 
number rows that you 
complete. 

• All required fields will need to be 
completed. Additional rows can 
be added using the “Add Row” 
button.

• Make sure to use the “Save All 
Work” once information has 
been entered.

EMPLOYEE DATA ENTRY



If all employees work at the same address, you 
can use the “Set Default Address”.

Enter the address, city, state, and zip. Once 
entered click “Apply” and the address will be 
added to all the rows in the employee data 
section.

SET DEFAULT ADDRESS



UPLOADING 
AND VIEWING 
NEPOTISM AND 
CONTRACTING 
POLICIES



OUTPUT REPORTS

• Employee Listing Output Report – lists all 
employee data entered in the 100R 
“Employee Data Entry” section

• Unit Questions Output Report – reports the 
answers to the initial “Unit Questions” for the 
100R

• Make sure to review the Employee Data for 
accuracy prior to submission



HOW TO SUBMIT THE 100R

1. “Submit 100R” link at
the bottom of the screen.

2. Review 100R Submission 
Screen. Click “Proceed to 
Submit the 100R

3. Certify that the data 
contained is accurate and 
agrees with employment 
records by clicking “Submit 
This Report”



• Once submitted you will see that the report has 
been submitted.

• You will also receive an email stating that the 
100R has been submitted with the date and 
time. Save this for your records.

• If you realize that the 100R contains errors you 
will need to email: Gateway@sboa.in.gov to 
have the report unlocked to make corrections.

• Once corrections have been made make sure 
to resubmit your 100R.

• The 100R is due every year on January 31st.

SUBMITTED 100R



AFR
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SELECT UNIT AND YEAR

SELECT AFR APPLICATION



MAIN 
MENU



UNIT
 QUESTIONS 



IDENTIFY ENTERPRISES 
(IF APPLICABLE)



SELECT 
DEPARTMENTS
(IF APPLICABLE)



SCHEDULE 
OF 
OFFICIALS



Beginning Balance Investments – carried 
forward from the prior years ending 
Investment Balance. 

Beginning Balance Cash – carried 
forward from the prior years ending Cash 
Balance. 

Note: Beginning Balances can be 
manually adjusted on this screen (if 
necessary)

Receipts and Disbursements – to add or 
edit information click the “Add/Edit” 
button in blue

Ending Balance Investments and Ending 
Balance Cash – amounts are calculated 
using Beginning Balance + Receipts – 
Disbursements data

FINANCIAL DATA BY FUND





FUND TYPE SCHEDULE

• You must select any missing 
fund types. 

• Fund types will be carried over 
from prior years and default 
fund types will be assigned 
where possible.

• Adjust as necessary



• Beginning Balances is 
carried forward from 
prior ending balance

• All “Required” fields 
must have data 
entered. 

• Make sure to “Save and 
Recalculate” once data 
is entered.

CAPITAL 
ASSETS



GRANTS
• This schedule is used to create the SEFA. 
• Information from the previous year will be 

rolled over for your convenience but must 
be updated as need. 

• All “Required” fields must have data 
entered. 

• Use the scroll bar at bottom to access fields 
to the right 

• Make sure to “Save All Work” once data is 
entered. New entries that are incomplete 
will not be saved.

• If you prefer use an upload to enter your 
Grants information is available in the User 
Guide at the link below and on the SBOA 
website under your unit type. 
https://gateway.ifionline.org/userguides/AF
Rguide#nav_GrantUpload 

https://gateway.ifionline.org/userguides/AFRguide#nav_GrantUpload
https://gateway.ifionline.org/userguides/AFRguide#nav_GrantUpload


ACCOUNTS 
PAYABLE/ 
ACCOUNTS 
RECEIVABLE 



• Enter transfers made between 
funds. This should correspond to 
transfers entered in Financial 
Data by Fund Section.

• The funds dropdowns are 
generated from those entered in 
the Financial Data by Fund so this 
schedule should be completed 
after the Financial Data by Fund 
is complete.

• If there are multiple transfers from 
one fund to another, they should 
be combined. 

TRANSFER SCHEDULE



INTERFUND LOAN (DUE TO/DUE 
FROM) SCHEDULE

• Enter the balance of Interfund 
Loans at year end. 

• The funds dropdowns are 
generated from those entered in 
the Financial Data by Fund so this 
schedule should be completed 
after the Financial Data by Fund is 
complete.



DEBT
• Information will roll forward.  Beginning balances will 

show the ending balance from prior year. They can 
be edited if necessary.

• All required fields must be completed. Scroll right to 
access additional fields.

• This schedule will be required even if you answered 
the unit question no debt. 



LEASES• The leases will rollover from previous 
years and can be updated as needed. 

• All required fields must be completed.

• Only leases in effect at year end should 
be entered. 

• This schedule will be required even if 
you answered no to the unit question on 
leases.
• Select “Add Row” to add a new lease

• To delete a row, click the red X

• Make sure to “Save All Work” prior to 
continuing



FINANCIAL ASSISTANCE TO 
NON-GOVERNMENTAL ENTITIES

Be sure to scroll right to enter all 
required fields.



OPEB



PENSIONS



TAX 
ABATEMENT



SURETY BONDS

• All required positions must be 
entered to complete this form

• If a green check mark is included 
in the “Status” column the 
requirement is fulfilled

• If a red X is included in the 
“Status” column the requirement 
has not been fulfilled. 

• If a position does not exist and is 
not bonded, you will check both 
boxes.

• “Save” the entry and it will be 
added to the completed status.



ANNUAL 
REPORT 
OUTPUTS
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The reports show information that has 
been entered on various schedules. 
Reports can be viewed and exported as 
PDF or Excel file for your review and 
records.



UPLOAD  
FILES

If your unit would prefer to upload text files in lieu of entering the Financial 
Data by Fund information manually, you will upload files. Your software 
company should be able to assist you. 

The User Guide describes the process at: 
https://gateway.ifionline.org/userguides/AFRguide#nav_UploadFiles

Upload specification and file layout are available on the SBOA website 
at: https://www.in.gov/sboa/files/UploadFileLayouts2023.xlsx

https://gateway.ifionline.org/userguides/AFRguide#nav_UploadFiles


FINANCIAL 
STATEMENT-
SEFA

Your financial statement, and SEFA if 
applicable, will be generated and sent to 
you for approval. 

If you are interested in running the financial 
statement for your own purposes, such as to 
see if AFR changes end up as desired on the 
statements,  you may do it yourself here. 



• The submitter will click “Submit 
Annual Report”; review 
submission errors or warnings (if 
applicable).  Proceed to Submit 
Annual            Report”; “Submit 
This Report”. 

• You will receive an email from 
no-reply-ibrc@iupui.edu 
confirming submission date and 
time. Please save this email for 
verification.

• If you need to make changes, 
you can unsubmit, correct and 
resubmit your Annual Report.

SUBMIT ANNUAL REPORT



NEW FOR 2023: REVIEW 
ANNUAL REPORT

• To assist the unit in documenting that a 
second party has reviewed the AFR, a new 
procedure is place.

• After the AFR is submitted, a second 
party with editor or read only access to the 
AFR can confirm that they have reviewed 
the AFR for accuracy by clicking the 
‘Review Completed’ button.

• The username and timestamp of the 
review will then be displayed on Main 
Menu. 



MONTHLY AND 
ANNUAL 
ENGAGEMENT 
UPLOADS



ENGAGEMENT UPLOADS 

Changes effective December 2023 uploads
New Annual Uploads
Accounts Payable/Receivable Schedule Support
Direct Federal Grant Agreements/Award Letters and Amendments initiated during year
Agreements for Subawards made to Subrecipients for all Federal Grants initiated during year
Capital Assets Ledger, General Form 369 (GAAP and ACFR only)

Adjustments to Annual Uploads
Excel Data Capture (Data Dump) is no longer optional but exceptions apply
Detail of Receipts by fund and account (if Data Capture not available)
Detail of Disbursements by fund and account (if Data Capture not available)
Year End Investment Statements and Register of Investments, General Form 350



Bank Reconcilements, Bank Statements, Outstanding Check Lists

Approved Board Minutes

Funds Ledger (beginning balance, receipts, disbursements, and ending balance by fund)

Year End Investment Statements and Register of Investments, General Form 350

Detail of Receipts by Fund and Account (if Data Capture Not Available)

Detail of Disbursements by Fund and Account (if Data Capture Not Available)

Current Year Salary Ordinance and Amendments

Annual Vendor History Report

Annual Funds Ledger (beginning balance, receipts, disbursements, and ending balance by fund)

Annual Payroll History Report- without SS#

Court Trust Fund Subsidiary Detail (as of 12-31)

Excel Data Capture (data dump)

Accounts Payable/Receivable Schedule Support

Direct Federal Grant Agreements/Award Letters and Amendments Initiated During the Year

Agreements for Subawards Made to Subrecipients for All Federal Grants Initiated During Year

Personnel Policy

Documents for Audit

Monthly

Annual

Direct Request



You can click “Details” to 
see all the Monthly and 
Annual Engagement due 
dates

SELECT APPLICATION

SELECT UNIT AND YEAR



UPLOAD DOCUMENTS

Use dropdown menus to 
select ‘upload group’ 
and ‘file type’. 

Select ‘choose file’ and 
find the file to upload on 
your computer.

Click the ‘submit’ button.



DOWNLOAD OR DELETE PREVIOUS UPLOADS
SEE MISSING UPLOADS



CONFLICT OF 
INTEREST





FOOD AND 
BEVERAGE TAX





INTERLOCAL 
AGREEMENTS





PUBLIC SITE







THANK YOU 
FOR YOUR 
ATTENTION

Questions: 
Gateway@sboa.in.gov
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