H{N*EE Annual Financial Data Reporting
Extension Request Quick Guide

The process to request an extension for completing your entity’s Hinkle Annual Financial Data Reporting
System (Hinkle System) has been UPDATED to ensure extension requests meet the requirements per Auditor
of State Bulletin 2015-007. This process update will allow you to track the status of your request for extension
through your entity’s Hinkle System filing link.

Unless your entity has been granted a Small Government Electronic Filing Waiver, these procedures MUST be
followed to request a filing due date extension. Requests submitted by any other method will not be accepted.

Requesting a Hinkle System Filing Due Date Extension

1. Access your entity-specific Hinkle System filing link;

0 Viathe link included in email communications to the entity’s contact person on file with the Auditor
of State (See Figure 1); (Note: Uniform Accounting Network (UAN) clients do not receive Hinkle
System filing links via email communication unless the entity has opted out of UAN filing on its
behalf; therefore, in order to request a Hinkle System filing extension, UAN clients must access their
entity’s Hinkle System link via their AOS eServices account. For UAN clients, the link should
ONLY be used for your entity to request an extension of the Hinkle System filing due date.)

TETeTE RESpOTTT TR STEpTS

From:

To: Hinkle System
Cac
Subject: Initial Notice - Annual Hinkle System Filing for the Year Ended June 30, 2016 - 29F92
"I.N-K'E t
, Treasurer

School District, Montgomery County
RE: Inifial Notice - Annual Hinkle System Filing for the Year Ended June 30, 2016

Important Annual Filing Information

« Your entity is required to file its annual financial report for the year ended June 30, 2016 with the Auditor of State
(AOS) as described in the Statutory Filing Requirements section below.

« Your entity's filing must be completed in the AQS' Hinkle Annual Financial Data Reporting System (Hinkle System) via
the entity-specific link provided in this email.

This initial notice was sent since your entity's fiscal year has ended. Additional reminder emails will be provided closer to the
statutory due dates and will continue until your entity has completed its required filing.

The Chio Revised Code (ORC) filing requirements do not provide for a "draft" filing. ORC §117.38, if applicable. not only
prescribes the filing deadlines but also indicates at the time the report is filed with the AOS, the chief fiscal officer shall
publish notice in a newspaper of general circulation in the political subdivision or taxing district that states the financial report
has been completed by the public office and is available for inspection at the office of the chief fiscal officer. Therefore, the
filing with the AOS should not occur until the final, unaudited financial statements are prepared and ready for
inspection/audit

Link for Filing via the Hinkle System

Note: Since this link is specific to your entity, only share the link with individuals
authorized to complete your entity's filing.

Figure 1

OR


http://www.ohioauditor.gov/publications/bulletins/2015/007.pdf
http://www.ohioauditor.gov/publications/bulletins/2015/007.pdf
http://www.ohioauditor.gov/financialreporting/Auditor%20of%20State%20Annual%20Financial%20Data%20Reporting%20System%20-%20waiver%20with%20UAN%20ref%20request%20modified%2012-2015.pdf
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0 Viayour entity’s Auditor of State eServices account by clicking here. Click on the eServices
Website button (See Figure 2).

Customer eServices

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

About the
Website

telephons

Sign up today by using your customer number and email address currently on file with the Auditor

sttt Offce Click eServices
P Website System

eSenvices Website <

Figure 2

The Customer Log-in window will appear (See Figure 3). 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.
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customer

Sselvices

Customer Log-in

Welcome to the Auditor of State's Customer eServices website. This interactive website allows clients to access their payments and billing
statements at anytime. You can also change your contact information and email address at the eServices website.

If you have any suggestions on how to make the eServices website more helpful, please provide feedback on the Contact Us page once you have
logged in to your account.

Enter Customer

Login Information:

Number and
Customer Number: l:| .
Customer Email Address: | 6; CUStomer Ema'l
Address
| Login |

Figure 3


http://www.ohioauditor.gov/resources/eservices/default.html
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Once you have logged in, click the “Hinkle System” link at the top of the page (See Figure 4).

@ services \TEMENTS - - IPACONTR) C - HINKLE & - - CONTACTUS- Dave ¥

S —
A Customer Account Summary - Click Hinkle System

Account Information

Current Balance:  30.00
Customer Number: Past Due Balance: 30.00
Customer Name: Enrolled in eBill: Mo
UAN Active: Last Login:
UAN Mumber:

Contact Information:

Name:
Address:

Phone:

Fax:

Email:

Additional Authorized Users:
Cyber Security Training

With growing cyber threats such as ransomeware, social engineering,

wiruses and more, it is everyone's responsibility to remain vigilant

against increasingly sophisticated attacks attempting to steal

government money. Vigilance begins with awareness which is why

eStatement Optis :
ment Options: Auditor Yost is offering this free Security Awareness Training

You can watch all eight modules at once or over a period of time, but
the tips you learm will help keep you and your entity safe.
[ Ger my statements electronically

Watch Now
GREEN Web Address: https //www.knowhed.comfcap
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 enrclled dient to
nt the most current billing statement. An email will be sent to
statement is ready for you to Failure to access the
t ter 55 days after the notification w ult in your eStatement
status being inactivated.

Figure 4

Click “Web Link under Filing Link for the appropriate year-end (See Figure 5).

.
-SUMMARY - -TRANSACTIONS - - STATEMENTS - - IPACONTRACTS -  -HINKLE SYSTEM- - COMTACT US - DAVE YosT

OHID AUDITOR

Hinkle System

The Hinkle System is an internet-bas=d application that allews cartzin financial statement, debt, and demographic data to be entered and/or
uploaded and transmitted to the fuditor of State [AOS) to satisfy the filing requirements prescribed by the Ohic 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 shorthy 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 complate, it cannot be medified without contacting the AQS,

To view your entity's annual Hinkle System filing, please click on the applicable filing year under the "Vear 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 financia
statements and notes to the financial statements, will be availzble 25 soen 2s your submission is completed.

or email HinkleSystem@ohicauditor.gov,

For additional guidance, please refer to the A0S website and 205 Bullstin 2015-0

* - Mot applicable to WAN dlients unless opted-out of WAN filing on entity’s behalf,

Year End Filing Type Due Date Filed Date

Submirced weh Lin 7/29/2016 7/25/2016 9:30:42 AM
201¢ '\ Submitted =g\ GAAP 7/31/2015 7/30/2015 12:00:00 AM
2013 \gubmitted web Link [ GAAP 5/30/2014 6/30/2014 1:34:51 PM

Click the Web
Link related to
the appropriate
Year End

Figure 5
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On the Hinkle System instruction page, click the blue “Begin Filing” button at the bottom of the
webpage (See Figure 6).
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. After completing the data entry requirements for all the financial statements, enter the Long Term Obligations at Year End for the
Governmental and Proprietary funds, as applicable to the entity type, by type of obligation. This information should be readily
available within the footnotes to the financial statements. Once this information has been entered, select the "Save Changes" button
at the bottom of the page and then the "Next” button to move to the next requirement.

. After completing Step 3, enter information under the "Other Information — Demographics” section. Once the fields have been
completed, select the “Save Changes” button at the bottom of the page and then the "Next” button to move to the next
requirement.

. Full Financial Statement Upload - After completing Step 4, please upload a complete PDF copy of the financial statements. The
components of the full reporting package vary by basis of accounting as follows:

= Governmental Entities filing GAAP, OCBOA Cash or OCBOA Modified Cash Basis:
+ Management's Discussion & Analysis (GAAP — Required, Cash & Modified Cash-Optional)
+ Basic Financial Statements
= Government-Wide Financial Statements
= Fund Financial Statements
= Notes to the Basic Financial Statements
« Any Other Required Supplementary Information (GAAP Only)
> 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

The file to upload must be an Adobe Acrobat PDF file and the file must be less than 30MB. If you do not have Adobe Acrobat to
create a PDF, the following websites have tools that may aid you in doing so:

Small PDF

PDF Forge
Office Converter

PDF Merge

. 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.

Begin Filing “—

Click Begin Filing

Figure 6
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3. The webpage to select your entity’s filing type will open (See Figure 7) Please select your entity’s
financial statement filing type (basis of accounting). Your entity’s Hinkle System statutory filing due
date will be established based on the filing type selected. Hinkle System due date extensions must be
requested on or prior to the current due date. If the due date for your entity’s Hinkle System filing
has passed, you will be unable to request an extension.

Note: State universities or colleges must submit an extension no later than the preceding September 30 and the
extension can be for no more than two months (December 31st in accordance with Ohio Administrative Code 126:3-
1-01(A)(2)(a).

I'“N'IHZ'E Annual Financial Data Reporting Uniform _Accounting Network
(UAN) clients generally report

on the “Regulatory Cash”

Q" 3] (4] (AOS basis); however, may
Fing Type also report on the “Cash” or
“Modified Cash” basis. UAN

setact Fling Tvbe clients should not select

: i “GAAP” as the filing type
unless the client has opted out
of UAN filing on its behalf.

If you have other questions
regarding your basis of
accounting, please consult

< ool . Frequently Asked Questions
electt '€ ' or the Hinkle System Quick
appropr!ate basis of Guide for your entity type
Bagin Filing accounting which are available here .

Note: Since INis WK 15 Specific [ your entity, onl ST e Ty
authonzed lo complete your entity's fiing l

Figure 7

4. Once the filing type is selected, the first page of the application will open and the statutory due date will
appear in the upper right corner of the page. Click the “Request an Extension” link next to the statutory
due date to open the webpage to request an extension

e Data Entry ]
Select a Enter Financial Upload Cia Submit Filing Click ReqUESt an
Filing Type Data | : h To ADS Extension

Combined Statement Of Cash Receipts, Cash i i i
S e e Combined Statement Of Cash/Receipts, Cash Disbursements,

galaneels—covemmental Fund Types - And Changes In Fund Cash Balances - Governmental Fund Types
enera
- General @

Cash Receipts | Statutory due date

Figure 8


https://ohioauditor.gov/financialreporting/default.html
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Generally, the Auditor of State’s Office will only consider filing extension requests up to a maximum of 60
days beyond the statutory due date under the extraordinary circumstances defined in AOS Bulletin 2015-
007 and listed below. Requests for an extension beyond 60 days will only be considered in very limited
extenuating circumstances.

The AOS will consider granting an extension to a public office, or other entity required to file, under

extraordinary circumstances as defined below:

» The public office or other entity required to file is located in an area where a major flood or natural
disaster has recently occurred;

» The records were destroyed through fire of casualty;

» The records were not updated due to the recent death or disability of the person responsible for
preparing the annual financial report;

> A newly elected or appointed public official requests an extension due to poor maintenance of financial
records by the predecessor official; or

» Other extenuating circumstances as determined by the AOS.

Note: Waiting for updated note disclosure information from an outside party is not a permissible reason to
request a filing extension. Your entity’s notes are required to include the most current disclosure available
at the time of the filing. Additionally, entities requiring financial information from component unit entities
to incorporate into their financial statements should coordinate deadlines with the component unit entities to
ensure the primary government meets its Hinkle System filing deadline.
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The Extension Request window will open (See Figure 9). To complete the request you will need an Extension
Request Document. The Extension Request Document is a letter, in a PDF format, on entity letterhead and
signed by the chief fiscal officer and a representative of the governing board of the public office or other entity
required to file. The letter must state the reason for the request and indicate the requested filing extension date.”

HiNHEE Annual Financial Data Reporting

Due Date: 03/01/2017

The Auditor of State (AOS) recegnized that occasionally circumstances may arise that justify granting an extension of the annual financial
report filing deadline. The AOQS will NOT consider extension requests after the statutory or extended due date has passed; therefore, the
extension request MUST be submitted via the Hinkle System PRIOR. to the current statutory or extended due date. After that date, the
extension request function below will be disabled.

Generally, the AQS will consider granting an extension to a public office or other entity required to file only under extracrdinary
circumstances as defined in AQS 15-007

Bulletin 20

To request an extension, please enter all of the information below. Once your request is submitted, you will be notified via email (using the
email address on file with ADS), as well as within the application itself, whether the extension date has been approved or denied. The AQS’
response will generally be received within ten (10) working days. Please refer to pages 7-8 of Auditor of State (A0S) Bulletin 2015-007 for
the ADS' extension policy.

Extension Reason | o] Complete each of the
If Other, please explain | \ requested
—

Extension Request | Browse... | mn a i information fields.

Documentation

Submit Request

Figure 9
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Extension Reason includes a drop down menu (See Figure 10). If “Other extenuating circumstances” is
selected you will need to include a brief explanation in the If Other, please explain box.

— —

extension reguést funchion below will be dissbled

Generally, the A05 will consider granting an extension to a public office or other entity required 1o file onby wnder extraordinary

circumstances as defined in &

Ter KN SI0N . Omee your reguest (s submitied, you wil by rotified v email (using tha
orm 5 an file with ADS). a8 vitieH, whather the extention date has been approved or denied. The A0S
e will garverally be recerved within ten (10} working days. Please refer to peges 7-8 of Audiior of State (405 Bylletin 204 for

P L8
th AQIS" exteniion pohcy
Exfension Date

Extesdsnn Reason
hotad & Patorll BBAANST BB FEenTly Stoured
1 Grthar_ please sxplain Ol IR O Lty
] [ oRri e of SaabdETy of el PSILON PESRORADE F Drepaning e sanual faasoal reson

i By Bl pradeceaesr offcial

Extension Request |-
Coemesniation

Figure 10

Click Browse to begin the upload of the Extension Request Document. The Choose file to Upload window
will open. Navigate to the file you will be uploading, select the file by clicking in the file name on your

computer and click Open to upload the document. (See Figure 11)
S oo e IO URT — =) T )

Due Date: 03/01/2017

L)

Extenfion Reason  (ih

If Other/please explain  New fis

ension Request | Browse.. | wil

Documentation

Navigate to the
file on your
computer, click
on the file name
to select the file
and click Open

Click Browse to open
the Choose file to
< Back to Home upload window

Figure 11
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5. After completing the requirements to request the extension, click the Submit Request button (See
Figure 12)

H*N’K‘t'E Annual Financial Data Reporting

Due Date: 03/0L/2017

The Auditor of State (ADS) recognized that occasionally circumstances may arise that justify granting an extension of the annual fimnamcial
| 4 ¥ ) J Y9 9
report filing deadline. The ADS will NOT consider extension requests after the statutory or extended due date has passed; therefore, the

extension request MUST be submitted wvia the Hinkle System PRIOR to the current statutory or extended due date. After that date, the

extension request function below will be disabled,

Generally, the A0S will consider granting an extension to a public office or other entity required to file only under extracrdinary
circumstances as defined in AQS Bulletin 20

To request an extension, please enter all of the information below. Once your request is submitted, you will be notified via email (using the
¥ F ' o

email address on file with ADS), as well as within the application i ether the extension date

self, has been approved or denied. The A0S
response will generally be received within ten (10) warking days. Please refer to pages 7-8 of Auditor of State (A0S) Bulletin 2015-007 for
the AQS extension policy.
focacalon Bate [(ABNN1T Once the information
Extension Reason | Other extenwating mistances e g ig § has been com pleted,
If Other, please explain | New fizcal officer for 2016 mdUdmg the file
upload, click Submit
Extension Request [C\Uisers\difinn'Desktop'Test Response document pdf Birowsa
Documentation Request
= Back to Home
Figure 12

Once you click Submit Request, you will receive a confirmation message in the application (See Figure 13).
You will also receive an email confirmation of your extension request.

H'I‘N’Kh'E Annual Financial Data Reporting

Due Date: 03/01/2017

The Auditor of State (AOS) recognized that occasionally circumstances may arise that justify granting an extension of the annual financial
report filing deadline. The AOS will NOT consider extension requests after the statutory or extended due date has passed; therefore, the
extension request MUST be submitted via the Hinkle System PRIOR to the current statutory or extended due date. After that date, the
extension request function below will be disabled.

Generally, the AOS will consider granting an extension to a public office or other entity required to file only under extraordinary
circumstances as defined in AOS Bulletin 2015-007.

To request an extension, please enter all of the information below. Once your request is submitted, you will be notified via email (using the
Confirmation email address on file with AQS), as well as within the application itself, whether the extension date has been approved or denied. The AOS’

. response will generally be received within ten (10) working days. Please refer to pages 7-8 of Auditor of State (AOS) Bulletin 2015-007 for
message will the AOS’ extension policy.

appear to ~a
indicate your YOUR REQUESTION FOR AN EXTENSION HAS BEEN RECEIVED. A CONFIRMATION OF THE REQUEST WAS SENT TO THE EMAIL ADDRESS ON FILE
. WITH THE AOS.
extension
t has b TO VIEW, CLICK THE "< BACK TO HOME™ BUTTON BELOW TO RETURN TO THE HINKLE SYSTEM. THE EXTENSION REQUEST STATUS WILL BE
request has been REFLECTED IN THE UPPER RIGHT CORNER OF EACH SCREEN AFTER "BEGIN FILING" IS SELECTED
received.

Extension: January 1, 2017 ‘ |
FOR EXAMPLE: e

Datn (0224904 i

Figure 13
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Please close the webpage by clicking the red “X” in the upper right corner of the page or <Back to
Home button to return to the first page of the application (See Figure 14).

H'l'N'H:‘E Annual Financial Data Reporting

Click here to
close the
application.

Extonsion Raquest [ Browsa |
Click here to
return to first
\ page of the
Flguwre 14 application.

You will receive an email confirmation of your extension request and will receive a separate email,
generally within ten (10) working days, with the AOS’ response, which will indicate if your entity’s
extension request has been approved or denied.

To view the status of your extension request, access your Hinkle System filing link (see Figure 1). The
status of the extension request will be reflected in the upper right corner of each screen after the “Begin
Filing” page. Figures 15, 16 and 17 provide examples of extension request status.

HI'N'K‘I'."E Annual Financial Data Reporting

Extension

' Request
o Data Entry & \ Status is

Enter Financis

e Pending

Figure 15

H*N;K& Annual Financial Data Reporting

Due Date: May 30, 2017 Extension: July 31, 2017

Data Entry H
Select a eEmerFmanma\ Upload Financial Submit Filing \ EXtenS|on

RLLEE S pata e e Request
- - . Status is
A tement Of Net Position - Gevemmental Statement Of Net Position - Governmental Activities
iities Approved

Figure 16
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Extension
Extension: November 30, 2017

\ Request
Due Date: October 31, 2017 .
e Upload Document \ Status is

Upload Financial Submit Filing Denied

Filing Type Statements With To
Notes

Figure 17

NOTE: Resetting your entity’s Hinkle System filing will delete any data that has already been entered,
including any previously approved due date extensions; therefore, please ensure the filing type selected in
step 3 is the appropriate basis of accounting.



