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Portal Navigation

Navigation Links

Navigate through the site by using the Navigation links under the Public Information drop-down
menu (Annual Financial Reports, Audits and Financial Reviews, Budgets, and Reports). Note:
Reports has its own drop-down menu, which will be discussed later in this guide. (Figure 1)

Public Information drop-down

MONTANA.GRV

OFFICIAL STATE WEBS|

Local Government Services

Local Government Entity Portal

B Lagin using efass Montana

= Public Information

Welcome to the LGS Local Govemnment Entity Portal

Local Government Services
Local Government Entity Portal

Department af
ADMINISTRATION
MONT ANA

~ Public Information

Annual Financial Reports
Audits and Financial Reviews

Budgets
Reports Delinguent Annual Reporis
Local Government Services wo Delinquent Audit Report

local governments in complying
Audit Status Reports

The Local Government Entity Pe Audit Roster Reports

type you wish to view and searc
Entity Numbers Report

Entity Type Report

Figure 1: Red — Main Navigation Links, Green — Reports Drop-down Menu

Breadcrumb Navigation Links

Use the Breadcrumb Navigation links to return to the previous page or to the Home page,
highlighted. (Figure 2) NOTE: The Public Information breadcrumb is a non-functioning
breadcrumb. Go to the Public Information drop-down list, above the breadcrumbs, to go back into
the Public Information drop-down.
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+ Public Information

Home . Public Information ' Annual Financial Reports ~ Annual Financial Report

Figure 2: Blue — Breadcrumb Navigation Links

Default Display Views

When a user selects a report from the top Navigation links, the default display will list all the
records. (Figure 3)

Sorting

To sort any of the listed columns, click on the column you want to sortby. A “ indicates the
order will be sorted ascending (A-Z or 1-9). A ~ indicates the order will be sorted descending
(Z-A or 9-1). If you click on a column that doesn’t display an up “ or down * arrow, it means
that you can’t sort by that column.

dﬁ. Annual Financial Reports

~ Public View ==
AFR Due Entity LGE # FYE Fiscal Year |AFR Rec'd Da
g 12/31/2012 [# Polson School . 032403 06/30 FY2012 1/10/2013
2 6/30/2014 [# Goodan Keil Co. 103210 12/31 FY2013 3/28/2014

Figure 3: Orange — Sorting a list

Disallowed Actions

You will notice that you won’t be able to create a New report or Delete a report. Y our mouse curser
will display a © when you hover over those buttons, indicating that those actions are not allowed.

(Figure 4)
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+ Ne® (4 Open T Delete '

Figure 4: Curser Display if Action is Not Allowed

Searchable Views

Searchable views are available for Annual Financial Reports (AFRs), Audit and Financial
Review Reports, and Budget documents.

Searching

Use the Search box to search for a specific local government or a set of fiscal year reports.
(Type in a portion of a local government’s name to pull up all local government’s containing
those words or letters. Type the full name to narrow the search down even further. Type the
fiscal year (i.e. 2017) to pull up all FY2017 reports.) If you can’t see all the records that your
search pulled up, use the arrows at the bottom of the page to move forward and backward in the
list. (Figure 5) Note: only reports that have been submitted to LGS are in these listings.

~ Public Information

Home / Public Information ' Budgets
@ Budgets
~ Public View 4+ New (% Open T Delete )
Rec'd Date LGE LGE # FY Budget Due Date Total MarketV... Total Taxable... Road Taxable...
B 10112015 [3 City of East Hel... 022501 FY2016 10/1/2015 $ 149,817,925 $ 2,315,358 -
B 32015 [3 City of Helena 022502 FY2016 10/1/2015 $3,398,076,199 $61,254,920 -
Loaded 1 - 2 of 2 records M| 41 M

Figure S: Purple — Using the Search Box to Display Entity Results, Blue — Use the arrows to move from one
set of records to the next
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Selecting the Record to View or Download a Document

Once you have navigated to the record you are searching for, you can select that record by clicking
on the row. You will be able to tell that the item has been selected because the selected item color
changes to light blue (Figure 6). Note: you can only select one record at a time.

Home / Public Information / Budgets

@’ Budgets

~ Public View + New  § Open T Delete (5]
RosldDate LOE Logs L Budget-DusDatoaTotalMarket M TotalTaxabloweRoad-Taxablows
B 9112015 [ Anaconda-Deer_. 011201 FY2016 10/1/2015 $ 789,336,527 $ 19,130,389 ~
é TULBZUTD |_;5 BEavenead Lo uromut FYZ0Te TUA2UTS 3 1,U35,U596 411 3 U 21U 654 3 145559147
B 92112015 [% Blaine Countv 010301 FY2016 10/1/2015 $ 576.660.741 $13.438.775 $11.341 645
Figure 6: — View of a Selected Record
Opening a Record

To open the record, click on the row and select the @ Open icon, or double click within the row.
(Figure 6)

Viewing a Record’s Status

All records are read-only. You will notice that all the fields are greyed out and that your mouse

curser will display a © when hovering over those fields, indicating that those actions are not
available. (Figure 7)

@ FY2016: Anaconda-Deer Lodge County

Budget Information

Budget Details

Due Date 10M2015 B Rec'd Date 91172015

FY FY2016 v

Values

Total Market Value §789.336,527 Total Taxable Valus 510130380

Road Taxable Value (Counties
only)

Documents

+ &/ &, Download

Q

Figure 7: View of a Selected Record’s Status
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Downloading a Document within the Record

Reports and related documents can be uploaded to this portal by a registered user (a representative
of a local government or the entity’s independent auditor) or the LGS. If there are reports or other
documents listed in the Documents section, you will be able to download them if you want to.

wnload

Select the document you would like to see and press the . Do icon. (Figure 8)

Documents

+ = & Download | sea o

Name Comments File Size | LastUpdated
= | Anaconda-Deerl odgeCo-2016-BUDGET-011201 pdf 25MB 2015-09-14 03:10 PM

Do you want to open or save Anaconda-DeerlodgeCo-2016-BUDGET-011201.pdf (249 ME) from lgs.mt.gov? Save - Cancel ‘

Figure 8: Brown — Downloading a Report or Related Document

Reports

The top Navigation link called “Reports” is a drop-down menu (see Figure 1). You can select the
type of Report you would like to view by hovering over any of the listed reports in the drop-down
menu (Delinquent Annual Reports, Delinquent Audit Report, Audit Status Reports, Audit Roster
Reports, Entity Numbers Report, and Entity Type Report) and clicking on one.

Default Display

When you select Reports from the top Navigation links and choose the Report you are interested
in from the drop-down menu, the default display will list all the reports in chronological order,
with the current or most recent year first. (Figure 9)

Report Content and Formats

All reports are real-time, or live database reports from the Local Government Services — CRM
database. Audit Status Reports are in excel format to provide the user the ability to manipulate the
reports for a more personal view. All other reports are in PDF format.
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| - Public Information

Home | Public Information / Reports / Audit Status Reports

E Audit Status Reports

Audit Status By Fiscal Year

= FY 2021
» FY 2020
FY 2019
FY 2018
FY 2017

Figure 9: Default Audit Status Reports Display

Opening and Viewing Reports

To open a report, highlight the report you want by hovering over it, then select it. Once the report
has been selected you may be prompted by an alert box to Open, Save, or Cancel. (Figure 10) You
can either Open the report or Save the report to a location on your computer. Once you open the
report you will be able to view the information within it.

Do you want to open or save Audit Roster Report - 2015.pdf from lgs.mt.gov? | Open | | Save | - | | Cancel | X [

Figure 10: View of Prompted Alert Box
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Appendix 1 - Report Forms & Field Definitions

Annual Financial Report Form

\i% FY2017: City of Helena

T Helena-City-2017-AFR-022502 pdf

AFR Details

e Fiscal Year — year of report

AFR Details
Entity = [# City of Helena Q County [#% Lewisand Clark Q
Fiscal Year FY2017 v Total Revenues $ 54,750,496.00
FYE 712017 = Total Debt Proceeds
AFR Due 112018 = Total Financial Assistance $ 54,750,496.00
Portal Submitted Date 12/19/2017 = Filing Fee $3,000.00
Audit Required e Yes Mo
- AFR/DLL Receipt & Acceptance

AFR Rec'd Date 1212002017 & DLL Rec'd Yes @ No
AFR Accepted Date 182018 & DLL Acceptance Date 11812012 &
Documents

+ =/ & Download | Search )

Name Comments File Size | Last Updated

FYE — month & day an LGE’s fiscal year ends

[ ]
e AFR Due — date the LGE’s AFR is due - or 6 months after their FYE
[ ]

1.2 MB 2017-12-20 0326 PM

Portal Submitted Date — date that an LGE submits their AFR through the LGS

Registered User’s Portal

Entity — name of local government

e Total Revenues — total revenues an LGE has at FYE. Revenues of $500,000 or more
requires that an LGE pay a filing fee and have an audit.

e Total Debt Proceeds —

e Total Financial Assistance — Total Revenues + Total Debt Proceeds. Total Financial

Assistance of $500,000 or more requires an LGE to have an audit.
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Appendix 1 — Report Forms & Field Definitions (continued)

Annual Financial Report Form (continued)

AFR Details (continued)
e Audit Required (yes/no) — acknowledges whether an LGE is required to have an audit
or not. This is based on their Revenues or Total Financial Assistance being $500,000
or more.

AFR/DLL Receipt & Acceptance

e AFR Rec’d Date — date the LGS receives the LGE’s AFR. Prior to FY2015 AFR’s
need to be received as a paper document. Beginning with FY2015 AFR’s, LGE’s
may submit an electronic copy through the LGS Registered User’s Portal.

e AFR Accepted Date — date the LGS accepts the AFR. Both the AFR and DLL have
to be accepted before delinquent report fees will no longer be assessed.

e DLL Rec’d (yes/no) — acknowledges whether the Database Ledger Load has been
received by the LGS

e DLL Acceptance Date — date the LGS accepts the Database Ledger Load. Once the
LGS accepts both the AFR and DLL, delinquent report fees will no longer be
assessed.
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Appendix 1 — Report Forms & Field Definitions (continued)

Audits and Financial Reviews Form

E{ FY2017: Geraldine K-12 School Dist No. 3
Engagement Type * Audit

Audit/Financial Review Information

Fizscal Year = Y2017 s
Period Start 712018 =
Period End BIA0R01T &
Rec'd Date 12122017 &
Contract * [ 7/2018-8/2010: Geraldine K-12 School Dist | O
No. 3
LGE * % Geraldine K-12 School Dist Mo. 3 a
Finding & Response Information
Audit Findings #® Yes Mo
Response Due =
OPI Acceptance Br2AB018 =
Audit Report Transmittal Information
Actual Hours Involved in 105
Conducting Audit'Financial
Review
Total Fee Billed to Entity § 6,200.00
Federal Program Audit ‘ez @ No
Documents
+ =
Name Comments

¥ Geraldine5D3-2017-AUDIT-030806.pdf

Span

Expected Submission Date
Statutory Due Date
Contracted Fee

Audit Firm

County

FYE *

Response Required
Response Rec'd

Final Acceptance

Opinion Date of Report

Date Final Report Delivered to
Entity

1ear

/302018

THIZ01E

5 8.200.00

B Strom & Associates. PC - Billings 726
I Chouteau

&30

w Yes Mo
122112017

8302018

122002017

12212017

Reporting on compliance regarding Local
Charge for Services Fund (MCA 17-2-302)

& Download | Search

File Size | Last Updated

[: [

=

A

o

G02KE  2017-12-2103:36 PM

e Engagement Type — audit, financial review, voluntary, or combined with

Audit/Financial Review Information
e Fiscal Year — year of audit
e Period Start — beginning of fiscal year
e Period End — end of fiscal year
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Appendix 1 — Report Forms & Field Definitions (continued)

Audits and Financial Reviews Form (continued)

Rec’d Date — date LGS rec’d audit/financial review

Contract — contract name includes contracted period and LGE

LGE — local government entity

Span — audits can span for one or two years

Expected Submission Date — date that auditor expects to have the audit to LGS
Statutory Due Date — 1 year after LGE’s fiscal year end

Contracted Fee — fee the auditor charged the LGE

Audit Firm — name of audit firm preparing the audit report

County — LGE’s location

FYE — fiscal year end used by LGE

Finding & Response Information

Audit Findings (yes/no) — acknowledges whether the LGE had any findings in their
audit or financial review

Response Due — if findings in the audit, the response is due to the LGS one month
after the LGE receives the audit from the auditor

OPI Acceptance — date that OPI lets LGS know they have accepted a schooldistrict’s
or special education cooperative’s audit response

Response Required (yes/no) — acknowledges whether a response is required for any
audit findings an LGE might have in their audit report

Response Received — date response to audit findings is received by LGS

Final Acceptance — the date LGS (and OPI for school districts and special education
cooperatives) has accepted the response to all findings within an LGE’s audit or
financial review report and sent the LGE a letter acknowledging their acceptance

Audit Report Transmittal Information

Actual Hours... - actual hours it took the auditor to perform the audit or financial
review and write the report

Total Fee Billed... - total amount the auditor billed the LGE

Federal Program Audit (yes/no) — acknowledges whether the LGE received funds
from a federal program during the audit year

Opinion Date of Report — date of audit report or financial review

Date Final Report Delivered... - date LGS receive the final audit or financial review
report from the auditor
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Appendix 1 — Report Forms & Field Definitions (continued)

Budget Document Form

Home / Public Information / Budgets

Budget

@ FY2016: Beaverhead County

Budget Information

Budget Details

Due Date 101112015 =] Rec’d Date 10/26/2015 =
FY FY2016 v
Values
Total Market Value 5 1.008.006,411 Total Taxable Value 520210834
Road Taxable Value (Counties 514939147
only)
Documents
+t =/ & Download | Search o
Name Comments File Size |Last Updated
¥ BeaverheadCo-2016-BUDGET-010101.pdf 19MB  2015-10-27 11:44 AM

Budget Details

e Due Date — date that the budget document is due
e FY —fiscal year budget document is for

e Rec’d Date — date that LGS received the budget document

Values

e Total Market Value
e Road Taxable Value (Counties only)
e Total Taxable Value
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Appendix 2 - Filing Fee Tables

Current Filing Fees Table (effective beginning with the FY2017 reporting period)

Minimum Maximum Filing Fee

0.00 750,000.00 0.00
750,000.01 1,000,000.00 550.00
1,000,000.01 1,500,000.00 800.00
1,500,000.01 2,500,000.00 950.00
2,500,000.01 5,000,000.00 1,300.00
5,000,000.01 10,000,000.00 1,700.00
10,000,000.01 50,000,000.00 2,500.00
50,000,000.01 1,000,000,000.00 3,000.00

Previous Filing Fees Table (beginning 6/30/2015 - ending after FY2016 reporting period)

Minimum Maximum Filing Fee

0.00 500,000.00 0.00
500,000.01 1,000,000.00 550.00
1,000,000.01 1,500,000.00 800.00
1,500,000.01 2,500,000.00 950.00
2,500,000.01 5,000,000.00 1,300.00
5,000,000.01 10,000,000.00 1,700.00
10,000,000.01 50,000,000.00 2,500.00
50,000,000.01 1,000,000,000.00 3,000.00

Previous Filing Fees Table (prior to 6/30/2015)

Minimum Maximum Filing Fee

0.00 500,000.00 0.00
500,000.01 1,000,000.00 435.00
1,000,000.01 1,500,000.00 635.00
1,500,000.01 2,500,000.00 760.00
2,500,000.01 5,000,000.00 845.00
5,000,000.01 10,000,000.00 890.00
10,000,000.01 50,000,000.00 965.00
50,000,000.01 1,000,000,000.00 1,000.00
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Appendix 3 - Document Submittal, Naming Conventions, and Portal Viewing
Information Table

Document Name

Additional
Documents

(e.g. Amended
Contracts and

Reports or
Responses to
Findings not

submitted with
the Audit or
Financial Review)

Annual
Financial
Reports

Audits
or
Financial
Reviews

Audit or FR
Response
(if submitted
separate from the
report)

Budgets

Contracts

Submit through
Portal

Preferably NO

Send through

email
LGSPortalRegistration

@mt.gov or the File
Transfer Service
https://transfer.m

t.gov

YES

YES

See “Additional

Documents”

YES

YES

Document
Format

See below for
applicable
document.

Portable
Document
Format (.pdf)

Portable
Document
Format (.pdf)

Portable
Document
Format (.pdf)

Portable
Document
Format (.pdf)

Portable
Document
Format (.pdf)

File Naming
Convention

See below for
applicable
document.

LGE-20XX(fiscal
year)-AFR

LGE-20XX(fiscal
year)-AUDIT

LGE-20XX(fiscal
year)-RESPONSE

LGE-20XX(fiscal
year)-BUDGET

LGE-20XX-XX-
CONTRACT

(20XX-XX = the
contract
period. For
example: the
contract period
of 7/1/2015
through
6/30/2017 =
2015-17)

Page 14 of 15

Viewable by
Unregistered
User

See below for
applicable
document.

YES
(once accepted
by LGS)

YES

YES

YES

NO

Viewable by
Registered
User

See below
for
applicable
document.

YES
(once

accepted by
LGS)

YES

YES

YES

YES
(once
approved by
LGS)



State of Montana

Local Government Services — Portal Navigation Guide

Viewable by  Viewable by

Document Name Sl Document File Nam.mg Unregistered Registered
Portal Format Convention
User User
DLLs
(if submitted See “Additional Excel LGE-20XX(fiscal NO NO
separate from the Documents” (.xIs or .xlsm) year)-DLL
AFR)
NO
Filing Fee NO Paper Form Not Applicable (unll:_g, it's (unless it's
Form (*see below) included in

included in AFR) AFR)

If no filing fee is owed, you do not have to remit a completed filing fee form.
*If a filing fee is owed, please print the completed filing fee form and mail with your payment to:

Montana Department of Administration
Local Government Services

Mitchell Bldg. - Room 255

PO Box 200547

Helena, MT 59620-0547
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