
2/21/2019

1

Presented by: 
Angela Muller 

1

• Educational Opportunities
• Shortcuts in Software 
• Entity Setup
• User Preferences 
• Deposit Ticket Numbers
• Duplicate PO
• Import PO
• Invoice Numbers
• Positive Pay
• Budget
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Access the portal:

https://www.ohioauditor.gov/fiscalintegrity/default.html
or 

https://ohioauditor.gov (look under local government)

Questions or assistance
email: fiscalintegrityact@ohioauditor.gov

Access the portal:

https://www.ohioauditor.gov/fiscalintegrity/default.html
or 

https://ohioauditor.gov (look under local government)

Questions or assistance
email: fiscalintegrityact@ohioauditor.gov
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• Need Help ­ Opens the Manual
• When a screen is open help screens related to the open 

screen will show in the bottom left hand corner of the 
software

• Screen Casts – short videos that show how to use the 
screen

• Links to related parts of the manual
• Question marks offer additional information about the 

screen or field
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• Ctrl U will select everything between the last item to the 
first item
o Select the first item in the grid 
o Select the last item in the grid 
o Ctrl U 

• Ctrl D will select everything between the first item to the 
last item
o Select the last item in the grid 
o Select the first item in the grid 
o Ctrl D 
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• Select Use Custom Layout
• Select Design ‘Form’ button
• Select Signature and Messages tab
• Select the Choose File button
• Locate and select already scanned signature image
• Select Add signature Image button
• Drag into place on form
• Select Save button on the Designer screen
• Select Save button on the Entity Setup screen
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• Accounting – Utilities – Receipt Utility
• Select Receipt in grid and then Adjust 
• Refund all or part of the receipt
• Enter amount to be refunded in Adjust column as 

a negative
• Select ‘Print a refund warrant’
• Can change who the check is being written to on 

the refund tab
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• Accounting – Transactions – Purchase 
Orders 

• Select Duplicate
• Select Type and Status
• Input new Dates
• Select items from grid to duplicate
• Edit if necessary
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• General – Maintenance – User Preferences
• Purchase Order tab
• Payments tab
• Select ‘If purpose is left blank, automatically 

fill it from the Description fields on the Detail 
grid’

• Select ‘Print purpose information’ from 
options tab of report
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• Fiscal Officer submits file to bank
• Bank matches key information before allowing 

payment
• Available for the following banks
• If you do no see your bank on the list and it is 

offered by your bank call UAN Support for 
information on how to get your bank added 
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• Budget – Transactions – Financial Worksheets
• Select Add
• Select number of prior years to include (actual)
• Select number of projected years (estimates)
• Name the Worksheet 
• Select the funds to be included 
• Select how to handle Prior Year Carryover 
• Edit Revenues, Expenditures and Other tabs
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88 East Broad Street, 5th Floor
Columbus, Ohio 43215

Phone: (800) 833­8261
Email: UAN_Support@OhioAuditor.gov
Website: https://uanlink.ohioauditor.gov/
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88 East Broad Street
Columbus, Ohio 43215

Phone: 614-466-4514 or 800-282-0370
Email: ContactUs@OhioAuditor.gov

www.ohioauditor.gov


