Hinkle Annual Financial Data Reporting System

Quick Guide for Townships

The Hinkle Annual Financial Data Reporting System (Hinkle System) is an Internet based application that
allows certain financial statement, debt, and demographic data to be entered and transmitted to the
Auditor of State (AOS) to satisfy the filing requirements prescribed by the Ohio Revised Code (ORC) and
the Ohio Administrative Code (OAC). Select financial data is inputted into the Hinkle System and a PDF
of the complete unaudited financial statements, including notes to the financial statements, is required to
be uploaded into the Hinkle System.

To access the Hinkle System, click on the entity-specific link provided via email to your entity. The
following webpage (see Figure 1) will open.
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Filing Year December 31, 2016 Hinkle System is
accessed.

Welcome to the Hinkle Annual Financial Data Reporting System (Hinkle System).

The Ohio Revised Code (ORC) Section 117,38 requires that local public offices file their annual financial reports with the Auditor of State’s
Office (AOS). Further, the Ohio Administrative Code (OAC) 117-2-03(B) requires that all counties, cities and school districts, including
educational service centers and community schools, prepare their financial reports pursuant to generally accepted accounting principles
(GAAP). ORC Section 1724.05 requires community improvement corporations established under this Code section to r

GAAP basis and Ohio Administrative Code (OAC) 126:3

ort annually on a

accordance to
mmunity improvement corporations, who have 120 days, and universities
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by the AOS to comply with Ohio law. These procedures have been maodified with the development of the Hinkle System.

With the Hinkle System, governmental entities are required to submit their financial statements through the online internet application,
The: bmissions satisfy the filing requirements as specified in the ORC and the OAC. This manner of submission will allow the financial
infarmation to be maintained in an electronic format, which will previde for mere immediate access to the infermation.

Items Needed:
The following are the items needed to complete the requirements of the Hinkle System:

Governmental Entities (including Governmental Nonprofit Entities) filing GAAP, Cash or Modified Cash Basis:
Management's Discussion & Analysis (GAAP — Required, Cash & Modified Cash- Optional)
Basic Financial Statements
= Government-Wide Financial Statements
a Eund Einancial S

Figure 1

After reading the instructions, click the Begin Filing button. The button appears as follows at the bottom
of the webpage (see Figure 2).
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completed, select the “Save Changes™ button at the bottom of the page and then the “Next™ button to move to the next
requirement.

5. Full Financlal Statement Upload - After completing Step 4, please upload a complete PDF copy of the financial statements. The

companents af the full reparting package vary by basis of accounting as follows
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After clicking the Begin Filing button, the following webpage will open (see Figure 3).

Select the filing type of your annual financial report. The options are Regulatory Cash, Cash (OCBOA
Cash), Modified Cash, (OCBOA Modified Cash) or GAAP. After the filing type has been selected, click
the Begin Filing button.

The status bar will
indicate your filing

P phase. You must
— < complete the 4
o Begin Filing phases and submit
Select a ¥ Enter Financ ancial L |
Filing Type Data ‘.’ e L to Complete your

filing requirement.

Select Filing Type

The Ohio Administrative Code (OAC) 117-2-03(B) requires that all counties, cities and school districts, including educational service centers and community
schools, prepare their financial reports pursuant to generally accepted accounting principles (GAAP). ORC Section 1724.05 requires community improvement
corporations established under this Code section to report annually on a GAAP basis and Ohio Administrative Code (OAC) 126:3-1-01(A)(2)(a) requires
universities and colleges to report annually in accordance to GAAP.

GAAP - Financial statement prepared in accordance with generally accepted accounting principles.

OCBOA Cash - Financial statements prepared on the cash basis as look-alike GAAP statements; relevant Governmental Accounting Standards Board (GASB)
Statements have been applied to the extent the statements are applicable to the cash basis of accounting.

OCBOA Modified Cash - Financial statement B Statements have been applied
to the extent the statements are applicable to IMPORTANT: When Selecting your flllng type, 0 cash basis is the recording of

long term investment activity. Other common h and long-term debt arising

from cash transactions. please keep in mind the majority of small
Regulatory Cash - Financial statements prepa govern ments report using the Regu|atory cash , commonly referred to as the

AOS basis of accounting.

basis of accounting.

Filing Type

Click here to select
the filing type.
After the selection
is made, click here
to Begin filing

® Regulatory Cash
O OCBOA Cash

O OCBOA Modified Cash
O GAAP

Begin Filing R T

Figure 3

Please consider the following when selecting your filing type: OCBOA Cash and OCBOA Modified
Cash basis of accounting are GAAP/GASB 34 look alike statements. The Regulatory cash basis of
accounting is also commonly described as the Auditor of State’s (AOS) Accounting Basis (permitted by
the financial reporting provisions of Ohio Revised Code Section 117.38 and Ohio Administrative Code
Section 117-2-03(D), which is an accounting basis other than accounting principles generally accepted in
the United States of America). The majority of small governments report on the Regulatory cash
basis of accounting. Additional guidance regarding basis of accounting is provided in the
Freqguently Asked Questions.

If after you have begun entering your data, you determine you have selected the wrong filing type, you
can clear the information you have entered and reset the filing type. (see Figure 4).
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After you have begun
filing, the Reset Filing
Type Button will now
appear on the first page

The file to upload must be an Adobe Acrobat PDF file and the file must be less than 30MB. For help in converting and merging PDF
files please see our PDF Document Quick Guide which is available on the Annual Financial Reporting page of the website.

6. Enter your name and title and recognize the information entered is accurate and complete by placing a check in a box beside of the
Acknowledgement Statement. Then, select the “Submit” button to the bottom right of the page in order to complete the filing

process, noting the information CANNOT be changed once this step has been completed. of the Hinkle System
-
Reset Filing Type
Figure 4
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After you select the Reset Filing Type button, a warning screen will appear (Figure 5). Resetting your
filing type will delete any data you have entered. Resetting will also delete any previously approved due
date extensions. Select only if you originally incorrectly selected the filing type for your entity. The
Reset button will need to be selected to complete the reset. You will then be able to go back to the Select
Filing Type page (Figure 3) and select the correct filing type.

I'HNDK*:-E Annual Financial Data Reporting

WARNING!!
Selecting this option will reset your filing and delete any data you have already entered.
Selecting this option will also delete any previously approved due date extensions.

If you originally incorrectly selected the filing type for your entity, select the RESET button below to restart your filing. If you have reached
this page in error and do not wish to reset your filing, please select the CANCEL button to return to the previous page.

Figure 5

Note: The following pages depict the Regulatory Cash basis filing type. The Cash and Modified
Cash and GAAP basis statements differ, but the general process described throughout the
remainder of this Guide is applicable.

After clicking the Begin Filing (see Figure 3) button, the following webpage will open (see Figure 6).
Enter the amounts from the General Fund only from the Combined Statement of Cash Receipts, Cash
Disbursements, and Changes in Fund Cash Balances.
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nts. And ombine emen a5 aceipis, Las Isbursements, date Please reference

ur Changes In Fund Cash

corner based Eeammimental Brind Trpes = And Changes In Fund Cash Balances - Governmental Fund Types . i
the separate Quick guide
regarding extensions.
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selected.

Click here to
view the help
~ screen
available for

; = the completion
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; s financial
statement.

Cash Disbursements

Figure 6

Note: The @ symbols identified above are located throughout the application to provide assistance with
each financial statement, certain account line items, and other requirements. If additional questions arise
that are not addressed within the Frequently Asked Questions or this Quick Guide, please contact the
Auditor of State’s Office using the audit inquiry application for assistance.
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Once the information has been entered for the General Fund from the Combined Statement of Cash
Receipts, Cash Disbursements, and Changes in Fund Cash Balances, click the Save Changes button. The
button appears as follows at the bottom of the webpage (see Figure 7).
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Due Date: 03/01/2018 Request a sion
Special and Extraordinary lems \\
g Click here to
z view the help
s ° screen available
for this account
= line item.
Fund Cash Balances, End of Year
Click here to o
save your work s
before exiting o
or moving to -
the next page. e

Figure 7

Then click the Next button (see Figure 7). The following webpage will open (see Figure 8). Enter the
amounts from the Total (Memorandum Only) column of the Combined Statement of Cash Receipts, Cash
Disbursements, and Changes in Fund Cash Balances. The total will include all Governmental Funds
(General, Special Revenue, Debt Service, Capital Project and Permanent funds).

m Annual Financial Data Reporting s

Duc Date: 03/01/2018 Roguest an Extension

-

e Data Entry @;\ g
f:!'a.;) Enter Financial - e
f Data

Combined Statement Of Cash Receipts, Cash Disbursements,
And Changes In Fund Cash Balances - Governmental Fund Types
- Total Governmental Funds @

Balances - Governmental Fund Types - Total
Govemmental Funds - Cash Recelpts

o o o oo

o o o olee

Cash Disbursamants

Figure 8

Note: Special Revenue, Debt Service, Capital Project and Permanent funds will not be entered separately
in the Hinkle System. In addition, Enterprise, Internal Service, Agency, Investment Trust or Private
Purpose Trust Funds that may be reported by a Township will not be entered in the Hinkle System.
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Once the information has been entered, click the Save Changes button which appears at the bottom of the
webpage (see Figure 9).

Due Date: 03/01/2018 Request an Extenzion

Other Financing Receipts (Disbursements) 5 o

< s [ron- |

Figure 9

Note: The prior financial statement/requirement may be accessed by clicking the Previous button (see
Figure 9) whenever the button is present.

Click the Next button (see Figure 9) after saving your changes. The following webpage will open (see
Figure 10). Enter the amounts of your long-term obligations existing at year-end for the governmental
activities by type of debt issue. If your Township holds enterprise related debt, please enter that debt as
part of Miscellaneous Long Term Bonds.

HHNHEEE Annual Financial Data Reporting

Due Date: 03/01/2018 Request an Extension

P

o oo oo oo

Figure 10

Once the information has been entered, click the Save Changes button which appears at the bottom of the
webpage (see Figure 10). If you have no debt, you can click on the Next button (see Figure 10).
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Click the Next button (see Figure 10). The following webpage will open (see Figure 11). Enter
information related to the demographics of your entity. The demographics information is requested to
provide perspective related to entity size. If you have questions regarding individual demographic
questions, please consult the Frequently Asked Questions.
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Due Datez 3/1/2019 Request an Extension

Data Entry

Enter Financial
Data

Combined Statement OF Cash Receipts, Cash Other Information - Demographic

Disbursements, And Changes In Fund Cash
Salances - Governmental Fund Types -
General

Combined Statement OF Cash Receipts, Cash Population
Disbursements, And Changes In Fund Cash

Balances - Governmental Fund Types - Total
Governmental Funds

vear @) $ o

Long Term Obligations At Year End -
Governmental

Other Information - Demographic

.00

oo

Figure 11

Once the information has been entered, click the Save Changes button (see Figure 11). Then click the
Next button (see Figure 11). The following web page will open (see Figure 12). A single PDF file of the
final full unaudited financial reporting package, which is ready for audit, must be uploaded The file must
be a single Adobe Acrobat PDF file and the file must be less than 30MB. Uploading subsequent PDF files
will override the previous file upload and only the last uploaded file will be transmitted to the AOS. The
Upload Tips provide access to a How to Create/Merge a PDF Document quick guide that may aid you in
converting and/or merging your files to a PDF format.

HleKtvE Annual Financial Data Reporting
Y

, ou are in the
Due Date: 03/01/2018 Request an Extension

Upload
Upload Document DOCUment
r o Upload Financial bmilt Fil ¢ phase as
Noes : shown in the
status bar

Full Financial Statement Upload ﬁ

Please upload a PDF of the annual financial reporting package. The components of the full reporting
package vary by basis of accounting as follows:

Upload Requirements

Before you upload a document, please
consider the following:
= Regulatory Cash Basis Entities (commonly referred to as AQS basis):

* Basic Financial Statements « File must be an Adobe Acrobat PDF
= Statement(s) (or Combined Statementis)) of Receipts, Disbursements and Changes in Fund Balances file.
= Notes to the Basic Financial Statements
- Governmental Entities (includi I Nonprofit Entities) filing GAAP, OCBOA Cash or OCBOA Modified + File must be less than 30MB
Cash Basis:

= Management's Discussion & Analysis (GAAP - Required, Cash & Madified Cash-Optional; however, include if
prepared)

= Basic Financial Statements Upload TipS

= Government-Wide Financial Statements

3
* Fund Financial Statements - If you do not have Adobe Acrobat to create
= Notes to the Basic Financial Statements

= Any Other Required Supplementary Information a PDF, p\ease see the fOHDer‘Ig document to
« Nongovernmental Nonprofit Entities filing GAAP, Cash or Medified Cash Basis: guide you in doing so here.
= Basic Financial Statements
= Statement of Financial Position
= Statement of Activities (also known as Statement of Changes in Net Assets)
Statement of Functional Expenses — required for voluntary health and welfare organization, optional for all
other nonprofit organizations
Statement of Cash Flows (GAAP only)

Notes to the Financial Statements Use the
= Any Other Required Supplementary Information
Browse button

to navigate to
the file

location

< Previous

Figure 12
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Using the Browse button, navigate to the directory with the file you will upload into the system (See
Figure 12). Once you have selected the file, the directory and file will appear in the upload field. (See
Figure 13). If the file selection is correct, click the green Upload button (See Figure 13) to upload the file
into the Hinkle System.

Due Date: 03/01/2018 Request an Extension

o Usload Document @7l If you click on the upload
T = button without a file

Filing \7.-.-: : Data Statements With A i
selected you will receive

Notes
PLEASE SELECT A FILE TO UPLOAD. &—— ‘ Upload Requirements “Please select a File to
Upload” message

Before you upload a document, please

Full Financial Statement Upload consider the following:
Please upload a PDF of the annual financial reporting package. The compenents of the full reporting = File must be an Adobe Acrobat PDF
package vary by basis of accounting as follows: file.

= File must be less than 30MB
+ Regulatory Cash Basis Entities (commonly referred to as AOS basis):
Basic Financial Statements
= Statement(s) (or Combined Statement(s)) of Receipts, Disbursements and Changes in Fund Balances

= Notes to the Basic Financial Statements

- Gowernmental Entities {including Governmental Nonprofit Entities) filing GAAP, OCBOA Cash or OCBOA Modified Upload Tips

Cash Basis:
Management's Discussion & Analysis (GAAP — Required, Cash & Modified Cash-Optional; however, include if If you do not have Adobe Acrobat to create
F[fm'e_d’”r ~ a PDF. please see the following document to
The selecteq | | o deing so hece
O h = Fund Financial Statements
= Notes to the Basic Financial Statements H H
” nc_e the correct Any Other Required Supplementary Information fl Ie Wi ”
bovernmental Nonprofit Entities filing GAAP, Cash or Modified Cash Basis: - -
file is selected, e appear in this
= Statement of Financial Positien -
preSS the green = Statement of Activities (also known as Statement of Changes in Net Asse] f|e|d
U Ioad button = Statement of Functional Expenses — required for valuntary health and we
other nonprofit organizati
p = Statement of Cash P only) Use the
= Netes to the Financia ents
Any Other Required Supplementary Information / Browse bUtton

\ |03:\Us,Ers\dlﬂr'1n\Deslﬂup\libranr regulatory gov't pdf Browse. % to naVigate to
N gy the file
pload .
(=] location

Figure 13

The following message will appear if your file has been successfully uploaded (See Figure 14), however,
you must proceed to the next webpage to submit your Hinkle System filing. Once your file has been
successfully uploaded, click the Next button (See Figure 14).

HINKI:E Annual Financial Data Reporting

Reguest an Extension
Due Date: 04/30/2018
@ Upload Document @'}“\
-l Upload Financial
v Statements With
MNotes

YOUR FILE HAS BEEN UPLOADED SUCCESSFULLY. Upload Requiremaents
VIEW UPLOADED FILE HERE
NOTICE: YOU MUST PROCITD TO THE FIM

P BY CLICKING THE NEXT= BUTTON AT THE ROTTOM OF Before you upload a document. please
consider the following:

THIS WIBFAGE TO COMPLETE YOUR HIMKLE SYST FILIRG.
= File must be an Adobe Asrebat PDF
filee.

Full Financial Statement Upload - File must be less than 30ME

Please upload a PDF of the annual financial reporting package. TH omponents of the full reporting

package vary by basis of accounting as follows:

Upload Tips

If you do not have Adobe Acrobat to create
a PDF. please see the following document to
Guide you in deing s here

Racaipte, Disburcamants and CRa

T Entities) Tiling GAAR, OCBOA Cash o)

red, Cash & Medified Cash-Optianal; Rewever,

Before clicking the Next button to
move to the acknowledgment page
to complete your Hinkle System
submission, please view your
S| uploaded file to confirm the correct
file was uploaded. To view your

| Nexe > | uploaded file, click here.

Figure 14
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The following web page will open (see Figure 15). Enter the name, title and the email address of the
individual completing the submission process. Click the box to acknowledge the information entered is
complete and accurate for the reporting year and basis of accounting selected. Then click the Submit

button.
Click the box to
Acknowledge acknowledge the
ele Ente ' ad ial Submit Filing . . .
Bring Type Bt Statoments Wi ToAOS information entered is
L complete and accurate
for the reporting year
Hame [ and basis of accounting
Email — selected. You also
—
Crniea . . . - - acknowledge the
acknowledge the information | have entered into the Auditor of State of Ohio's Hinkle . .
Annual Financial Data Reporting System (Hinkle System) is complete and accurate for the financial statements and
Enter name reporting year and the filing type (basis of accounting) selected. notes up|0aded are the
tltle and , | further acknowledge the financial statements and notes to the financial statements uploaded ﬂnal unaUditEd ﬁnanCiaI
R and submitted via the Hinkle System are the final, unaudited financial statements and notes to statements and notes to
emall addl’eSS the financial statements to be audited. -
- be audited.
NOTE: Your entity’'s Hinkle System filing will be publicly available on the Auditor of State’s
website following submission.
ot
Figure 15

Once you have clicked the Submit button, a pop up box will appear to confirm you want to transmit your
Hinkle System filing to the Auditor of State (See Figure 16). This message also reminds you the filed
information will be publically available on the Auditor of State’s website after submission. Click the
Cancel button to go back for further review of your filing. Click the OK button to complete the
submission. NOTE: The data entered into the Hinkle System cannot be modified once the Submit
button has been clicked. Please ensure the final data to be reported is entered prior to submitting.

HN!K{*E Annual Financial Data Reporting

@ o Acknowledge
1-41-:-' 1 1 ] Submit Filing
£ 15 Wil To AOS
Message from webpage x
Naj
Ti' Your Hinkle System filing is required to include your entity's
final, unaudited financial statements and notes to the
Em financial statements for the reparting period that are ready to
| be audited. After submission, your Hinkle System filing
information, including the final, unaudited financial
statements and notes to the financial statements filed, will be
publicly available on the Auditor of State’s website, 'red il'ItO thE Auditor Of State Of Ohio's Hil'lkIE
Clicking "0k” below will transmit your Hinkle System filing to -
the Ohio Auditor of State’s Office and lock your filing link kIE SYStem} = COITIP!C'IE and accurate fOl' ti‘lE
counting) selected.
oK Cancel z
ts and notes to the financial statements uploaded
and submitted via the Hinkle System are the final, unaudited financial statements and notes to
Figure 16
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The following message (see Figure 17) will appear if the reporting requirements were submitted timely,
as specified in Ohio Revised Code Section 117.38.

H'IN’K*:'E Annual Financial Data Reporting

Completed

Thank you for completing the requirements for filing ‘s annual financial report within the parameters of the Ohio Revised Code Section
117.38 and the Ohio Administrative Code 117-2-03(B).

A confirmation email has been sent to the email address entered eon the acknowledgement page and the primary contact on file with our office (if different
from the email entered on the acknowledgement page).

Figure 17

If the financial statements were submitted to the Auditor of State as required by Ohio Administrative
Code 117-2-03(B) but not in accordance with the timing requirements specified in Ohio Revised Code
Section 117.38, including any approved extension, the following message will appear (see Figure 18)
after clicking the OK button (see Figure 16).

H'N’K‘bE Annual Financial Data Reporting

Completed

Thank you for completing the requirements for filing annual financial report.

A confirmation email has been sent to the email address entered on the acknowledgement page and the primary contact an file with our office (if different
from the email entered on the acknowledgement page).

The Ohio Revised Code (ORC) Section 117.38 requires that local public offices file their annual financial reports with the Auditor of State’s Office (AOS).
CRC Section 117.38 also requires GAAP-mandated entities to submit their financial reports to the AOS within 150 days of their fiscal year-end. ORC
Section 1724.05 requires community improvement corporations established under this Code section to report annually on a GAAP basis and submit their
annual reports to the ACS within 120 day of their fiscal year-end. All other entities have 60 days following the end of their fiscal year to submit their
financial reports to the AOS.

Your entity did not file within the parameters described above and may be subject to the penalties prescribed in ORC Section 117.38.

Figure 18

In addition to the completed message (Figure 17 or 18), an email will be sent to the email address entered
on the acknowledgement page (Figure 15), and the primary contact on file with our office (if different
from the email entered on the acknowledgement page) (Figure 19).

Annual Financial Data Reporting

Thank you for completing the requirements for filing s 201 annual financial report within the parameters of Ohio law via the Auditor of
State’s (AOS) Hinkle System.

Once submitted, the information is locked and cannot be modified. If, under certain limited circumstances, a modification may be necessary, the fiscal office must contact
the AQS via HinkleSystem@ohicauditor.gov; however, if the data is modified and the annual financial information is re-filed, the filing date will be recorded as the most
recent submission date, which may result in non-compliance with ORC Section 117.38 , if applicable.

Your entity can view your Hinkle System filings and preliminary Financial Health Indicators report, if applicable*, using your entity’s eServices account here. Once logged
in, click the "HINKLE SYSTEM” link at the top of the screen. This link will also provide the status of your entity’s Hinkle System filing and access to view/print/save the
data/document which has been keyed/uploaded into the system.

Note: If your entity is subject to ORC Section 117.38, it is still necessary for you to publish notice in a newspaper circulated in your political subdivision or taxing district
that the financial repart has been completed and is available for public inspection at your office.

Figure 19
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Your entity can view your Hinkle System filings, using your entity’s eServices account here. Click on the
eServices Website button (See Figure 20).

AUDITS  LOCAL GOVERNMENT  OPEN GOVERNMENT  RESOURCES Quick Links v Site Search

RESOURCES IPA Resources Publications Heipful Web Links Student Center

customer

e services

Customer eServices

The Auditor of State’s office now allows clients to access payment transactions, billing
statements and contact information at any time!

Ab o Ut th e Eservices is an online customer websits that provides up-to-the-r information regarding your . .
Auditor of State's customer account. Customers can now select to have their monthly inveice CI k S
scally. ICK eS€ervices

Website Website System

=-mail and postal addresg,

Sign up today by using your customer number and email address currently oz “with the Auditor
of Stare’s Office.

eservices Website

Figure 20

The Customer Log-in window will appear (See Figure 21). To access your entity’s Hinkle System link,
enter the your entity’s AOS customer number (provided on AOS billing statements and on all Hinkle
System email communications) and your email account information as the client contact on file with the
AOS then click the Login button.

S selvices

—

Customer Log-in

welmme to the Auditor of State's Customer eServices website, This interacive website allow = dients to aae=s their payments and billing
statements at anytime, You <n alse change your @ntactinfermation and email address atthe eServices website,

If you have any suggestions on how to make the eServices w ebsite mare helpful, please provide feedbadcon the Contact Us page once you
have legged in o your acount.

Login Information:
Enter Customer

Customer Number: I [ Number and
Customer Email Address: | | E Customer Email

Address

Figure 21
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- SUMMARY - - TRAMSACTIONS - -STATEMEMNTS - - IPACONTRACTS - - HIMKLE SYSTEM - |- AUDIT HISTORY - - CONTACT US - LOGOUT

Services

-. Customer Account Summary View Remittance Address

Click Hinkle System

Account Information

Customer Number: Current Balance: Make a Payment
Customer Name: Past Due Balance:

UAN Active: Enrclled in eBill:

UAN Number: Last Login:

‘Contact Infermation:

Additional Authorized Users:

Cyber Security Training

* None - Regquest Additional Users k With growing cyber threats such as ransomeware, social engineering,
viruses and more, it is everyone’s respansibility to remain vigilant
against increasingly sophisticated attacks attempting to steal
government money. Vigilance begins with awareness which is why
Auditor Yest is offering this free Security Awareness Training.

e5tatemneant Options:

Ml Get my statements electronically

Watch Now
Sawve eStatement Seltings

GREEN Wb Address: https:{/www knewbed com cap

You can watch all eight modules at ance or over a period of time, but
the tips you learn will help keep you and your entity safe.

password: cap

* Disclaimer - By accepting the eBilling option, you acknowledge that no billing
statements will be mailed to you. It is the responsibility of the enrolled dient to
download or print the most current billing statement. An email will be sent to
notify you when a statement is ready for you to view. Failure to acoess the
eStatement after 55 days after the motification will result in your eStatement
status being inactivated.

Figure 22

To access your filing links, click “Web Link” under Filing Link column for the appropriate year-end. (See
Figure 23) This will take you into the Hinkle System to file. (Refer to Figure 1) To view your submitted
filings, click the appropriate year end date under the Year End column. (See Figure 23).

% Hinkle System

The Hinkle System is an internet-based application that allows certain financial statement, debt, and demographic data to be entered and/or
uploaded and transmitted to the Auditor of State (AOS) to satisfy the filing requirements prescribed by the Ohio Revised Code and the Ohio
Administrative Code. Your entity’s fiscal officer or other assigned contact will be emailed an entity-specific Hinkle System filing link shortly after
your entity’s fiscal year end. Your entity’s specific Hinkle System filing link can also be accessible below by clicking on "Web Link” in the Filing Link
column for the appropriate filing year-end. Once your entity’s annual filing is complete, it cannot be modified without contacting the AQS.

To view your entity's annual Hinkle System filing, please click on the applicable filing year under the “Year End” column. The data entered into the
Hinkle System, if applicable for your entity, and a link to view the uploaded PDF document, required to include your entity’s final unaudited financial
statements and notes to the financial statements, will be available as soon as your submission is completed.

Click here to access
filings links

For additional guidance, please refer to the AOS website and AOS Bulletin 2015-007 or email HinkleSystem GohiaasserT

Click here to
access submitted

e —— .
filin gs Year End Due Date Filed Date

6/30/2018 Submitted Web Link 11/27/2018 11/27/2018 3:09:29 PM
6/30/2017 Submitted Web Link GAAP 11/27/2017 11/17/2017 11:12:25 AM
6/30/2016 Submitted Web Link GAAP 11/28/2016 11/21/2016 2:58:26 PM
6/30/2015 Submitted Web Link GAAP 11/30/2015 11/24/2015 11:31:04 AM
6/30/2014 Submitted Web Link GAAP 12/5/2014 12/4/2014 2:08:25 PM
6/30/2013 Submitted Web Link GAAP 11/27/2013 8/17/2016 8:36:45 AM

Figure 23
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Hinkle Annual Financial Data Reporting System

Quick Guide for Townships

Once you click on the desired year end in the Year End column, the Hinkle Annual Financial Data
Viewer for the selected filing opens. (See Figure 24). The Viewer provides filing details including access
to the keyed data which can be exported to excel and to the PDF file uploaded. To access the PDF file
click on the “View All Details” link.

HiNKEEAnNual Financial Data Reporting

Financial Data Viewer

Filing details for

Entity ID: Entity Type: Click here to access
Filing Type: additional filing details
Audit Opinion: including the Uploaded

PDF File

[ -
Expand All Statements | Export to Exce

== Click here to expand the
statements to view the data
Statement Of Activities - Governmental Activities keyed into the Hinkle
System or click the “Export
to Excel” to download an
Balance Sheet - Governmental Funds - Total Governmental Funds eXC6| flle Of the data

Statement Of Net Position - Governmental Activities

Balance Sheet - Governmental Funds - General

Statement Of Revenues, Expenditures And Changes In Fund Balances - Governmental Funds - General

Figure 24

Once you click on “View All Details,” the following window opens (See Figure 25). This window
provides details of the filing history for this year end, including the Name, Title and email address of the
filer. The document uploaded into the Hinkle System is available for viewing, printing or saving from
this screen. This screen will also provide a history of access to the filing link for the selected period,
extension requests and any notes added by the Hinkle System Managers.

HINKEE Annual Financial Data Reporting

Financial Data Viewer

Filing Details
Filed: 11/27/2018 3:09:29 County:
PM
Filed By: Required Filing Type: GAAP
Filed By Title: Statutory Due Date:
Status: Submitted Extension: A
Uploaded T . Click here to access the
Document: Uploaded PDF file.
Status History Notes
Status Updated By  Date
In Progress User 8/20/2018
Figure 25
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Hinkle Annual Financial Data Reporting System

Quick Guide for Townships

Please Note: The data keyed into the Hinkle System and the pdf file uploaded into the system will also be
publically available on the Auditor of State’s website a day after submission. The keyed data appears as a
part of the summarized data for all Townships reporting by basis of accounting. A link to the pdf
uploaded financial statements and notes is available as part of the Unaudited Annual Report Filing Status
spreadsheet. This spreadsheet provides a summary of the Due Dates, Filed Dates and links to the PDF
filed for each entity type with a requirement to file annual financial statements and notes with the Auditor
of State. The Summarized Annual Financial Reports and the Unaudited Annual Report Filing Status are
available at this link.

If additional questions arise that are not addressed within the Frequently Asked Questions or this Quick
Guide, please contact the Auditor of State’s Office using the audit inquiry application for assistance.
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http://www.ohioauditor.gov/references/SummarizedAnnualFinancialReports
https://forms.ohioauditor.gov/AuditInquiryForm

