
2023
Local Government 

Annual Financial Reporting



Please use this link to get to the annual 
financial reporting portal

https://registry.sco.idaho.gov/

https://registry.sco.idaho.gov/


Or use the side panel 
to access the registry

Do NOT
click here



Click on the tile that says 
“Complete your Local 
Government Registry 

Submission



Click on “Apply Online”



Click to “Sign Up” 

Enter your e-mail address 
and a password 



If you get this message 
it just means you have 

used the portal for 
another application 

Just click on “Log In”

Then select “Don’t 
remember your password?” 

and you will receive an e-
mail to reset your password



1. Fill out all your 
contact 

information.

Please be sure 
to complete all 
relevant fields.

2. Click ‘Next’



If at any time you 
need to save to 
continue later, 
please just use 
the “Save Draft 
and Exit” button

***Note***
See slides at the 
end of the 
presentation to 
continue working 
on a draft 
submission.

Tips

If there is a * by 
the field name 
means it is a 
required field.

If there is a 
question mark  
symbol by the field 
name hover over it 
for a tip about filling 
out the field. 



1. Complete 
each field with 
the information 
for your entity.

2. Click “Next”



1. Click the 
checkbox(s) for 
the County(ies) 
your entity 
operates in.

2. Click “Next” at 
the bottom



1. Fill out your 
you governing 

body and entity 
foundations

2. Click “Next”



1. Click “Add 
Additional 
Members to add 
information for 
your entity’s 
governing 
authority.

2. Add contact information for your 
entity’s leadership, board 
members, or commissioners.
**NOTE** 
You must add at least 1 point of 
contact. 

3. Click “Save” 



1. Click “Add 
Additional 
Members” to add 
any additional 
points of contact 
for your entity 
leadership

2. Click “Edit” or 
“Remove” to make 
any changes

3. Click “Next”



1. Add Contact 
information for 
anyone else in your 
entity who may 
need to receive 
correspondence 
regarding the 
registry

2. Click “Next”



1. Enter your total 
approved revenues 
and expenditures for 
your FY2023 budget 
***NOTE***
Please do not use any 
special characters like 
commas or decimal 
points

2. Click “Next”



1. Enter your total actual 
revenues and expenditures for 
your FY2022 budget 
***NOTE***
Please do not use any special 
characters like commas or 
decimal points

2. Select if your entity had an 
audit completed, if so, select 
which type and enter the date 
of audit completion

3. Select Yes or No if your 
entity has any outstand bond 
or debts

4. Click “Next”



1. Click “Add Bonds or 
Debts”
***NOTE***
If you selected “No” 
you do not have bond 
or debt information 
you will not see this 
step

2. Enter your bond or 
debt information

3. Click “Save”



2. Use these buttons to edit 
or remove bond or debt 
information if need be.

1. To add additional 
bond or debt 
information click 
“Add Bonds or 
Debts”

3. Click “Next”



1. Select ‘Yes’ or ‘No” to 
indicate if you had a 
budget amendment for 
FY2022

2. If you answer “Yes” 
the field to fill out the 
final amended revenue 
and expenditure will 
appear. Enter that 
information in those 
fields

3. Click “Next”



1. Click the 
signature box to 
indicate you certify 
the information as 
submitted is correct 
to the best of your 
knowledge

2. Type your name for a 
digital signature

3. Click “Sign”

4. Click “Next”



Upload all required 
attachments – if 
you don’t have one 
of the attachments 
just click “Save Daft 
and Exit” and you 
can complete the 
submission later

1. To upload a 
document click 
“upload” and 
navigate to the file 
location.

2. After you have 
uploaded all required 
documents click “Next”



1. Scroll through the 
information as entered to 
confirm you submission.

2. If you do need to make a 
change, simply use the 
“Edit” button to edit that 
section. 

3. After you have 
reviewed all 
information click 
“Confirm and Submit”



You will be given the 
opportunity to add a 
message if there is 
anything you would like 
your reviewer to know.

1. Add a message or 
leave the field blank.

2. Click “Send Message”



A confirmation will 
come up letting you 
know your submission 
review is in progress.



You will also receive an e-
mail confirming that your 

submission has been 
received

Once the team has 
reviewed your submission 

you will get notification 
that you are in 

compliance, or we will be 
in touch requesting 

additional information



Please use this link to get to the annual 
financial reporting portal

https://registry.sco.idaho.gov/

https://registry.sco.idaho.gov/


How to access and complete a draft 
registry submission



Once logged in. Select 
“My Account” in the 
top panel. 



Under the 
Applications section, 
click on the item that 
shows as “Draft”. 

If you don’t see the draft 
you think you should click 
“View All”.



You are now back in 
your application. You 
can resume working 
on your submission. 
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