2/21/2019

Ohio Auditor of State

UAN Accounting Update

Presented by:
Angela Muller

Agenda

* Educational Opportunities
 Shortcuts in Software

* Entity Setup

* User Preferences

* Deposit Ticket Numbers

* Duplicate PO

¢ Import PO

* Invoice Numbers

* Positive Pay

* Budget

Do you know?

There is an easy way to access
the UAN Link website from
within the UAN Software. Click
on the Seal in the upper left
hand corner.
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Do you know?

There are many hours of UAN
accounting training available on
our website that qualifies for
credit under the Fiscal Integrity
Act.

UAN Online Training

* Select Training on the UAN Link
* Transition — Fund Accounting

* Accounting — Software and
Housekeeping

* Self report on Auditor of State website




2/21/2019

UNILF

Voar £
Trpleiog Cordars
Tramion

[

Fund Accounting

UAN Prerequisite Accounting 101 Chapter 1
UAN Prerequisite Accounting 101 Chapter 2
UAN Prerequisite Accounting 101 Chapter 3
o UAN Prerequisite Accounting 101 Manual
UAN Prerequisite Accounting 102 Chapter 1
UAN Prerequisite Accounting 102 Chapter 2

UAN Prerequisite Accounting 102 Chapter 3
UAN Prerequisite Accounting 102 Chapter 4
= UAN Prerequisite Accounting 102 Manual
UAN Prerequisite Accounting 103 Chapter 1
UAN Prerequisite Accounting 103 Chapter 2
UAN Prerequisite Accounting 103 Chapter 3
s UAN Prerequisite Accounting 103 Manual
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Accounting Software

Housekeeping

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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Do you know?

There are many ways to access
additional help within the UAN
Software.

Help

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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Accounting & General Manual

Accounting > Transactions > Payments




System Message

grouped together on the bank reconciliation form. You will
be able to match the grouped deposit ticket totals listed on
the bank reconciliation to the lump sum deposit amounts
listed on your bank statement.

o Every receipt posted with a particular deposit ticket will be

If your bank receipt does not provide a deposit number,
you can enter any number here for grouping the receipts,
such as the deposit date.

Do you know?

There are shortcuts for selecting
groups of items in the UAN
grids.
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Grids

 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 CtrlU

 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 CtrID
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Do you know?

There are sorting capabilities
built into all the grids.

Grids

* Select any of the headers in the grid
and it will sort that column.

* This is useful on Utility screens and
Reports when you are looking for a
specific item.
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Do you know?

There is a way to set a default
number of forms to print.
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User Preferences

*General — Maintenance — User
Preferences

* Purchase Order Tab
*Receipt Tab
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Do you know?

There is a way to customize
printing or add a signature to
warrants and other forms within
the system.

Entity Setup

* General — Maintenance — Entity
Setup

* Purchase Order Tab
*Receipt Tab
*Payment Tab

Add a Signature

 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
* Draginto place on form

* Select Save button on the Designer screen
* Select Save button on the Entity Setup screen
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Do you know?

There is a way to group multiple
receipts together on your bank
reconciliation.

Receipts

* Accounting — Transactions - Receipts
* Create a numbering system
* Add ticket # to receipts

* ‘Remember Deposit Ticket until form
closes’ checkbox

* Clear Total on bank reconciliation
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Do you know?

There is a way to create a refund
warrant against a current year
receipt.

Receipt Utility

* 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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Do you know?

There is a way to default
expiration dates on Blanket
Certificates.

Entity Setup

*General — Maintenance — Entity
Setup

* Purchase Order Tab
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Do you know?

There is a way to create
duplicate Purchase Orders.

Purchase Order

* Accounting — Transactions — Purchase
Orders

* Select Duplicate

* Select Type and Status

* Input new Dates

* Select items from grid to duplicate
* Edit if necessary

19

2/21/2019




2/21/2019

OUDLTNTE Dlarbage Sanicen
SUOEI0TE Good Tesss 3
oo
OITLT0TE Fng Telaphare Co

SUTLENE Schmaley Naturai e G

Do you know?

There is a way to capitalize all
employee and vendor names on
warrants.
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Entity Setup

* General — Maintenance — Entity
Setup

*Payment Tab
*Select capitalize payee names

Do you know?

Using the Import Button in
payments allows you to quickly
add payments to batch.
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Payments

* Accounting — Transactions — Payments
* Select Import Purchase Order button
* Select PO Number

* Select Detail Iltems from grid

* Select Distribution Items from grid

* Edit if necessary

Lt
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Do you know?

There is a way to include invoice
numbers on your payments and
be alerted if you are trying to

pay the same invoice twice.

Payments

* Accounting — Transactions —
Payments

* Add an invoice number up to 25
characters

* |f invoice has already been paid for
that vendor then a list of payments
will be displayed
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Do you know?

That the Purpose Field can
auto populate with detail line
items on Payments and
Purchase Orders.
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User Preferences

* 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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Do you know?

There is Fraud Detection Tool
built into the software that is
offered by banks.

Positive Pay

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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Do you know?

The Budget Software can be
used to create a tax budget or
as a forecasting tool for up to
5 years.
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Financial Worksheets

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

‘pﬂl’!—; & Statements

Wetsraet
fste 2018 Budget
e

:
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Eclit Financial Workiheet ‘
Workshest

Home: | FEFERENT Fund: | 1000 (] Complets first 3 tabs for each fund

TReverces | 7)Expenditwes | 3) Other | Display - By Program | Display - By Dbyect Group |
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Questions

UNIFORM
ACCOUNTING
NETWORK

88 East Broad Street, 5t Floor
Columbus, Ohio 43215

Phone: (800) 833-8261
Email: UAN_Support@OhioAuditor.gov
Website: https://uanlink.ohioauditor.gov/

[ s
OHIO AUDITOR OF STATE
KEITH FABER

88 East Broad Street
Columbus, Ohio 43215
Phone: 614-466-4514 or 800-282-0370
Email: ContactUs@OhioAuditor.gov

www.ohioauditor.gov
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