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Agenda

1. Introduction and Updates
2. Accounting Overview

3. Accounting Q&A

4. Break

5. Payroll

6. Payroll Q&A

7. Open Discussion
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UAN Re-write Work In Progress!
»NOT ready this year
»1In a few years
» Programing, testing, and
\ developing new training
- y materials
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2025 Replacement
Computer & Printer

The delivery will include a special flash driv

that will be referred to as the UAN Hardware
Transfer USB Drive. Please look for it and

keep it to use for the fransfer process.

Hardware Transfer booklet will be available

with detailed instructions (about 30 pages)
on uanlink.ohioauditor.gov
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2025 Replacement
Computer & Printer

Deliveries began February 10 — March 3.
You should complete the transfer within 60
days of receiving the new hardware.

If you use the UAN payroll module you will
need fo do the hardware transfer prior to
the 2025.2 Install because 2025.2 includes
the 941 update.
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Problem with UAN Computer or Printer?
(not a question about the UAN Application)

UAN Support / UAN Technical Support

b ﬁ =l _  Contact By Phone: (800) 833-8261 ﬁ

E-mail: UAN_Tech@ohioauditor.gov
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Version 2025.2 Update

Check Your Email Inbox

Download Instructions are included
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UAN Update -Accounting
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Basic Training
Start or Refresh Your Knowledge

VARE | TRAINING

Phase 2 UAN Prerequisite Videos

e UAN Prerequisite Accounting 101 Chapter 1
= UAN Prerequisite Accounting 101 Chapter 2
= UAN Prerequisite Accounting 101 Chapter 3
= UAN Prerequisite Acoounting 1071 Manual
e UAN Prerequisite Accounting 102 Chapter 1
e UAN Prerequisite Accounting 102 Chapter 2
e UAN Prerequisite Accounting 102 Chapter 3
= UAN Prerequisite Accounting 102 Chapter 4
= UAN Prerequisite Accounting 102 Manual
= UAN Prerequisite Accounting 103 Chapter 1
e UAN Prerequisite Accounting 103 Chapter 2
e UAN Prerequisite Accounting 103 Chapter 3
= UAN Prerequisite Accounting 103 Manual

® UAN Prerequisite Payroll 101 Level 1
® UAN Prerequisite Payroll 101 Level 2
® UAN Prerequisite Payroll 101 Level 3
* UAN Prerequisite Payroll 101 Level 4
= UAN Prereqguisite Payroll 101 Level 5

12
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Phase 3 UAN Introduction Videos

SOFTWARE » HARDWARE ~| TRAINING ~| Ri

e e e

Phase 3 - UAN Introduction Training: These sessions are designed for either the naw Fiscal Officer or the experienced

Fiscal Officer that is new to UAN. They provide the knowledge and skills to become proficient with everyday duties in the
UAN application.

—
* New Fiscal Officer UAN Accounting Module

e New Fiscal Officer UAN Payroll Modul

UAN Training Mode

1. Quit UAN Application
2. At the Window’s Desktop, open UAN Tools

* Username & Password — Same as UAN Application
¥ UAN Support
£ AFR - Filing Status

(i3 OP&FPF Upload A

D OPERSECS Training Mode,

{53 Printer Supplies S

#8 UAN Link Y z'umng

FHUAN Training  <gm———— Mode!

1 Version Documentation o
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Accessing the UAN Manual KEITH FABER

OHIO AUDITOR OF ST#¥

You can open the UAN Manual by using the
need help button in the top right of UAN
and through the FAQ section.

The FAQ section also gives you access to
Screencast Tutorials which will open
training videos while in UAN. The other
FAQ links will bring you to a specific page in
the manual for the screens you're on.

Rolated Screens

Eficient + Eflecive +  Tronsparent
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UAN Support - Call or Emall

16

Budget Timeline Recap
January-February 2025
- Submit Year End Balances to the county auditor
- Receive the 2025 Amended Certificate
Before April 1, 2025

- Board must adopt Permanent Appropriations
May - July 2025
- Begin next year’s budget, Adopt budget, and File Budget
September — December 2025
- Receive current year Official Certificate of Estimated Resources
- Prepare and Adopt next year’s Temporary Appropriations

Eficient +  Eflecive +  Tronsparent
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UAN Reports — Cash vs. Budget

Disclaimer:
»Today’s training is NOT intended to replace or substitute for
financial management training provided by LGS.

»Today’s topics include only a simply introduction to fund
accounting concepts related to UAN reports.

Please Note: The UAN Prerequisite Training is NOT intended to replace or be a substitute for the financial

management training for public officials provided by Local Government Services {(LGS). The UAN Prerequisite Training
is an introduction to these concepts.

Eficient + Eflecive +  Tronsparent
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Budygét = Budget

»>Checking &
Investment Balances
»Fund Balances

» Appropriations
«*Purchase Orders

3/12/2025
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Bank Account Cash / Fund Cash

Cash in bank accounts: the total current cash balance held

in all checking and all investments as recorded in UAN

Fund accounting requires the total cash balance is
separated into fund cash balances on your books.

Cash in Funds: A fund is a self-contained, self-balancing
accounting component used to track revenue and
expenditures. Funds separate government money
according to legal or purpose restrictions.

20

Bank Cash Balances / Fund Cash Balances

Bank Accounts & Funds in UAN
Funds operate independently of each
other within the total cash balance

Total Cash Balance = Total All Fund Balances

Whole Pie = Total of All Slices

Eficient +  Eflecive +  Tronsparent 21
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Bank Cash Balances / Fund Cash Balances

Bank Accounts & Funds in UAN
Funds operate independently of each
other within the total cash balance

@

Total Cash Balance = Total All Fund Balances
Whole Pie = Total of All Slices
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Total Cash Balance = Total of all Fund Balances.

Gover nt —=Fund Accounting

Government Cash Balances \

Government Fund Balances

UAN Prerequisite Accounting 101 Chapter 1 pfimary checking 179,875.14 General Fund 159,791.56
UAN Prerequisite Accounting 101 Chapter 2 sia0hioinvestment  63,000.00 Gasoline Tax Fund 38472.52
UAN Prerequisite Accounting 101 Chapter 3 ¢ 35,000.00 Road & Bridge Fund 2469513

- UAN Prercqusite Accounting 101 Mamual  Cemetery bequestcD  2000.00 Cemetery Levy Fund 10,313.22
UAN Prerequisite Accounting 102 Chapter 1 ;;1 Fire & EMS Levy Fund 32,546.87

UAN Prerequisite Accounting 102 Chapter 2 Road Debt Fund 1523.29
UAN Prerequisite Accounting 102 Chapter 4 QSIS EERr SR IR L) Total Fund Balance

Separate but equal

UAN Prerequisite Accounting 102 Chapter 3 Cemetery Bequest Fund  14,532.55

= UAN Prerequisite Accounting 102 Manual

UAN Prerequisite Accounting 103 Chapter 1
UAN Prerequisite Accounting 103 Chapter 2
LLAN D: it finz 103 Chant

23

Fund Cash Balances

Accounting — Reports & Statements —
Fund Reports

Fund Reports [X]
Fund Status v
Report Name

' Fund Listing

Cash Flow Detail by Fund
Cash Flow Summary by Fund
Cash Summary by Fund
Investment Activity by Fund

Fund Activity
Fund Chart of Accounts
Fund Ledger
Fund Export
Eicient +  Efeclive + Transporent 2

24




BUGKEYE TOWNSHIP, FRANKLIN COUNTY
Fund Status
As Of Month/Day/Ye
Checking &
Pooled
Fund % of Total T J— Investments
Number Fund Name Pooled_ __Balance == aoled|

000 General GE T 5l T18.258 11
2021 Gasoline Tax 8290 | s13n.7447 $137.174.47
2031 RoadandBrdge 0.352% 5626 826,13
2041 Cemetery 128%% | s21269989 $212690.69
2171 ParkLevy 5.866% $97.100.69 $97.100.69
2191 Fired EMSLavy 3216% $53,22418 $53.224 18

2272 Coronavinus Relief Fund-State 0.000% $0.00 0.0
2273 AmencanRescuePlan Act 2020% $33.427.25 $33.427.25

9001 Unclaimed Money 0.000% 5000 0.0
9751 Buckeye Monument Trust 0.007% §3.611.59 $1159
9752 Buckeye Cametary FestivalTrust __005% s139115|  s1300000  ssmas
AlFundsTotal | $1671.2204 S1650000 _ $1.654729.46
Pooledinvestments 1200618 68
Secondary Checking Accouts 526,000.00
Avaitable Primary Checking Balance $338.110.78
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BUCKEYE TOWNSHIP FRANKLIN GOUNTY
Fund Status
s Of Month/Day/Ye:
Checking &
Pooled
Fund % of Total Fund Investments Investments
Number Fund Nam: Pooled __Balance {Non-Pooled) aoled)
1000 General 67.336% 1114254 11 $000  §1.114.258 11
2021 Gasoline Tax B2O0%  S13T.07447 8000 SIITAT4AT
2031 RoadandBrdge 0.352% $5.626.13 $0.00 $5.826.13
2041 Cometery 12854%  $212,69989 000 §2126%069
2171 ParkLevy 5.868% $97.100.69 $0.00 $97.100.69
2191 Fired EMS Lovy 3.216% $53.224.18 $0.00 $53224.18
2272 CoronavinusRelief Fund-State 0.000% 50.00 $0.00 50,00
2273 American RescuePlan Act 2020% $33.421.25 $0.00 $33427.25
9001 Unclaimed Money 0.000% 50.00 $0.00 50.00
8751 Buckeye Monument Trust 0.007% 8351159 53,500.00 BHE
8752 Buckeys Cametary Festival Trust 0.055% $13.911.15 $13.000 00 591115
[AiFunds Total _ §1.671.220.46 $16.500.00 wffm 51.654.729.45
Padled Investments §1.290,618 65
Secondary CheckingAccouts $26,000.00
Avaitable Primary Checking Balance $336.110.78
Eficient + Efective + Transparent 2
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Non-pooled investments are

‘owned’ by one fund Checking
00
1 [

The Fund balance also may s D, fnents, Inmsimens
include cash available in pooled N SE ot
(] 2 $5.826.13 $0.00 $5.826.13
investments and checking 21269989 000 1269988
$97.100.69 $0.00 $97.100.69
§$53.22418 $0.00 §53224.18
$0.00 $0.00 s0.00
$33.421.25 $0.00 $33427.25
$0.00 $0.00 $0.00

il 1

0.055% $13911.15 $13.00000 911,15
Al Funds Total 71.229.% $16.500.00 $1.654.729.96
Pooled Invastments §1.290618.65
Secondary Checking Accouts $26.000.00
$338,10.78

Eficient +  Eflecive +  Tronsparent
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SRETE T AR SO0
Fund Status
As Of Month/Day/Year
Checking &
Pooled
Fund Fund Investments Investments
Number Fund Name Balance (Non-Pooled] (Pooled)
1000 General $1.114254 11 $0.00 114254 11
2021 Gasoline Tax $137.174.47 $0.00 $137.174.47
2031 RoadandBrdge $5.626 13 $0.00 $5.626.13
2041 Cemetery $212.699.89 $0.00 $212.699.89
2171 Park Levy $97.100.69 $0.00 $97.100.69
2191 Fire & EMS Levy $53.224 18 $0.00 $53224 18
2272 Coronavirus Relief Fund-State 0.000% s0.00 $0.00 s0.00
2273 AmencanRescuePlan Act 2.020% $33.427.25 $0.00 $33.427.25
9001 Unclaimed Money 0.000% $0.00 $0.00 £0.00
9731 Buckeye Monument Trust 0.00M% $361.359 $3.500.00 M58
9752 Buckeys Cametery Festival Trust 0.059% $13.911.15 $13.000.00 91115
All Funds Total $167122946 wem §1550000 Em$1.654729.45
Pooled Investments $1,290,618 68
P $1,654,729.46
Hicen - Eecive - Tmpomnt e
SR T AR S
Fund Status
As Of Month/Day/Year
Can | post a $350,000.00 check today out of the General Fund?  Checking&
Pooled
Fund % of Total Fund Investments Investments
Number Fund Name Pooled Balance (Non-Pooled] (Pooled)
1000 General 67.338% $1,114254 1 $0.00 $1,114.254 1
2021 Gasoline Tax 8.290% 13717447 80,00 $137.174.47
2031 RoadandBndge 0.352% $5.826.13 $0.00 $5.826.13
2041 Cemetery 12.858% $212,699 89 $0.00 $212.699. 69
2171 Park Levy 5.868% $97.100.69 50.00 $97.100.69
2191 Fire & EMS Levy 3.216% $53.22418 $0.00 $53224.18
2272 Coronavirus Relef Fund-Stae 0.000% s0.00 $0.00 00
2273 American Rescue Plan Act 2020% $33427.25 $0.00 3342725
9001 Unclaimed Money 0.000% $0.00 $0.00 $0.00
8751 Buckeye Monument Trust 0.007% §3.61159 $3.500.00 $11159
8752 Buckeys Cemetery Festival Trust 0.055% $13.911.15 §13.000 00 1115
All Funds Tolal $1.671,229.46 $16.500.00 $1.654,729.45
Pooled Investments $1.220618 68
Secondary Checking Accounts $26,000.00
$338,110.78
e - Hecve - Tempormnt -
»Checking &
Investment Balances
>Fund Balances
>Revenue
1] o] 4 > Appropriations
*Purchase Ordets
Gicent - Hecive -+ Tinsparent 20
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Budget: Revenue Budget

Accounting — Reports & Statements —
Revenue Reports

Revenue Reports [X]
Revenue Status w
Report Name
Revenue Chart of Accounts
Revenue Cost Centers
Revenue Budget
Revenue Receipt Register
Revenue Ledger
Revenue Export

Eficient +  Eflecive +  Tronsparent
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Revenve Status

BUCKEYE TOWNSHIP, FRANKLIN COUNTY
Revenue Status
By Fung
A2 af MoathyDay ear

Fund 2091 Road and Brdge

Finat Budget ¥1o%
Budget Revenu Bamco __Rocuwed
2031:101-0000 Gararal Froperty Tax - Real Extate 11924 608950 W0 0w
20318350000 Property Tax Alocation s501 s1997) 003 s6522%
TE0H R EEi5 e

= Revenue —~—~

Recelved
As of This Date
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Budget: Appropriations

Accounting — Reports & Statements —
Appropriation Reports
Appropriation Reports [X|

Appropriation Status V|

Report Name
—

Appropriation Chart of Accounts

Appropriation Cost Centers
Appropriation Budget
Appropriation Open Purchase Order Register
Appropriation Payment Register
Appropriation Ledger
Appropriation Export

Eficient + Eflecive +  Tronsparent
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Appropriation Status

Appropristion Sutus.

U ——— Pupatati
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Appropriation Status

35

Simplified Appropriation Status

&

s [ren
Manuni Gy =00 s1338 s
[— 3550000 00 s
Plymanto ansmar Pt Susasion 28000 w0 24091
[inap———— oo a0 030

cefect soiectad aformatar,
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Simplified Appropriation Status

ey
Paymartts Ansmar Pues Sunasen

Repertrefacts eiecled formatan
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Simplified Appropriation Status

PAYME
From currently open POs
and / o

POs closed after payment

Reped refacts seiectad aformatan
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Simplified Appropriation Status
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Encumbrance Breakdown

» Ohio Revised Code 5705.41 states that no contracts or orders involving
the expenditure of money may be made unless the fiscal officer has
certified that “the amount required has been appropriated for such a
purpose and that there is cash available now or in process of collection
to the credit of the fund free of any ptior encumbrances to make the
payment”.

» Simplified: An official commitment for the future spending of money,
reducing the unencumbered appropriation balance by the stated amount
and sets it aside for a specific purpose, also certifying the cash will be
available when the bill needs to be paid.

3/12/2025
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What about cash and fund balances?

Opening a Purchase Order:
» Has no effect on cash or fund balances.

» Certifies that cash will be available in the stated fund(s) when the bill
needs to be paid.

Example clip from a PO. In this example only one fund is encumbered:

FISCAL OFFICER CERTIFICATE

Itis hereby certified that the amount of $3,400.00 required to meet the contract
agreement, obligation, or expenditure for the above, has been lawfully appropriated,
authorized or directed for such purpose and is in the Treasury or in the process of
collection to the credit of the

e Park Levy
Fund (and others as above) free from any obligation or certification now outstanding.

41

Purchase Order Reports

Accounting — Reports & Statements —
Purchase Order Reports

Purchase Orer Reports [ RN

Purchase Order Status v

Report Name

Purchase Order Detail
Purchase Order Listing
Purchase Order Charges

Purchase Order Status

Purchase Order Export

Eficient +  Eflecive +  Tronsparent 22
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Simpiiiexh @secBuder Otdims RatusrReport

» Encumbrance (Simplified) An official commitment for the future
spending of money, reducing the unencumbered appropriation balance by
the stated amount and sets it aside for a specific purpose, also certifying
the cash will be available when the bill needs to be paid.

3/12/2025

Account Amount Available
Code Encumbered Charged Balan

1000-120-351.0000 $1,000.00 51,00000 $0.00
2021-330-351-0000 $2.70000 5101888 5168112
2041-410-351-0000 §1.750.00 $1,101.18 $648.82
2171-610-351-0000 $1.20000 520090 599910
2191-220-351-0000 52,7000 5206103 564867

[~ svssom  ssarim S3.07801
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Simplified Purchase Order Status Report

» Amount Charged: expenses posted to-date against the set-aside amount

Account Amount Available
Code Encumbered Charged Balance
T % = 1000-120-351-0000 $1,000.00 $1,000.00 S0.00
repae 2021-330-351.0000 $2.700.00 $1.01888 $1.681.12
2041-410-351.0000 $1,750.00 $1,10118 $648.82
2171-610-351.0000 $1.20000 S200.90 5090 10
2191-220-351.0000 $2.700.00 52,05108 5648 97
[ sessomo ~ ssamie | seere0l
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Simplified Purchase Order Status Report

» Available Balance: the remaining unspent balance of the encumbered
(set-aside) amount of each account code on the purchase order.

» Review after paying bills, so you are not surprised by a low balance.

2191-220-351-0000

$9,350.00

$537199

Account Amount Amount Available
Code Encumbered Charged Balance
e 3= R 1000-120-351-0000 $1,000.00 $1,000.00 $0.00
T 2021-330-351-0000 $2,700.00 §1.01888 $1.68112
2041-410-351-0000 $1.750.00 $1.101.18 $648 82
2171-610-351.0000 $1.20000 $200.90 5999 10
$2.700.00 $2.051.08 5648.97

$3.976.01

45
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Simplified Appropriation Status & POs

Coment Reserve Unaneumpsred
o Encumtvance (B 170 Lxpansmues. Baace

Wi %@

simes s13m80 sassser
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i.e., Available Balance on
various Purchase Orders

Paymartts Ansmar Pues Sunasen

Repertrefacts eiecled formatan
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Simplified Appropriation Status & POs

Final

e Unancumoacod
st agpgnn ==
%06

o Ecumerance () 170 Bxpanamaes.
) w B

i.e., Total ‘Amount Charged’

S ] this year on all purchase

From cutrently open POs - orders, open or closed
and / or

POs closed after payment

Rapetrotacts seiecied formaton.
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Simplified Appropriation Status & POs
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Simplified Appropriation Status — Direct

DIRECT CHARGE

CCOUNTS
Do NOT Require
Purchase Orders for Payments

Repertretacts eiected formatan
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|
Simplified Appropriation Status - Direct

[
e ACCOUNTING PAYMENTS
DIRECT CHARGE (or memo charges)
ACCOUNTS There must be enough in the Unencumbered
Do NOT Require Balance

ase Orders for Payments

50

Simplified Appropriation Status - Direct

Fioat -
Sporopnston o iocimaranee
o =
saczn0 e
200 Bas
1100000 P
sooce e
ey sm
11050
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e

T T
TS P

ACCOUNTING PAYMENTS
(or memo charges)

ACCOU There must be enough in the Unencumbered
Do NOT Require Balance so that the appropriations can be both
asc Orders for Payments encumbered and then expensed at the time

the payment posts.

51
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Get An In-Depth Understanding!

T Uniform Accouns

<« c O

= UAN Prerequisite Accounting 102 Chapter 1
e UAN Prerequisite Accounting 102 Chapter 2
e UAN Prerequisite Accounting 102 Chapter 3

UAN Prerequisite Accountil

As noted, these demonstrations are an over

thorough understanding of encumbr:
» Read page 32-43 of ‘UAN Prerequisite Accounting 10!

more precise definitions and thorough explanations.

» Watch the corresponding video 102, Chapt,

52
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What to look at when the bank rec doesn’t balance?
Which is higher the bank or UAN?

Bank recs should not have aged transactions, remove them.

Eficient +  Eflecive +  Tronsparent
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Other Adjusting Factors

* Do not plug in an Other Adjusting Factor for

illegitimate reasons LIAN Balonce Adsustmerts
* Legitimate Uses
* Correctable Bank Error, such as cashing a check for Recepts not in UAN. +.00

too much or not enough. The bank has agreed to e
correct it in the following month. i
* Posting a payment with a date beyond the current o $.00
bank reconciliation. et cleamd at the bank but not yet po
* Pre-conversion Payments

Paymerts

* Illegitimate Uses OwkBamon il st
* OPERS rounding differences
* Unknown, long-standing reconciliation issues DR MO (L

* Uncorrectable Bank Errors. Checks cashed for an parcy of under oo
incorrect amount, usually under a dollar.
* “Just to balance”

* They are just temporary balancing measures!

Eficient +  Eflecive +  Tronsparent
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Interfund Advances vs Transfers

3/12/2025

System Message X || System Message
Interfund advances are temporary loans between funds that Interfund transfers are used to permanently reallocate
will ultimately be repaid- typically before the fiscal year ends. money from one fund to another, as authorized by
Ohio Revised Code Sections 5705.14 thraugh 5705.16,

Advances do not increase revenue of appropriation budgets,

Money may be transferred from the General fund to any
ather fund by simple resolution approved by the governing
board. Transfers out of any fund other than the General
fund usually require a court order - with the exception of
certain transfers specifically allawed by Ohio Revised Code.

Advances are made from less restricted funds (normally the
General fund) to more restricted funds. All advances require
a reselution approved by the governing board.

If an advance cannat be repaid by the end of the fiscal year,

the governing board should consider passing a resolution to R T AT DR GI
appropriate for posting a permanent interfund transfer and fund appropriations, an amended certificate of estimated
then void the original advance, before dlosing the yzar. resources should also be obtained from the county auditor.

Eficient +  Eflecive +  Tronsparent
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Questions
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OHIO AUDITOR OF STATE/
KEITH FABER

UAN Update - Payroll
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Carefully Review Pay Periods

¢ Taxes have NOTHING to
do with pay periods. System Message x

* Pay Periods must be accurate
to produce accurate State Remember to verify the pay period dates for the new wages.
Retirement monthly reports These dates are critical for withholding rates and reporting.
(OPERS & OP&FPF) and

; ) If desired, this Pay Period Reminder may be disabled at:
for skip deductions.

General » Maintenance > User Preferences (Wages tab]

* UAN System Messages are
there to remind you.

* Pay Period Adjustment
Utility can be used to correct
pay petiod errors.

Eficient +  Eflecive +  Tronsparent 58
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Post Date vs Pay Period End Date

Post Date — The pay day established by the board; the day the
wage is given to the employee by check or direct deposit

Pay Period End Date — The range of dates that the employee
carned the wage.

- Acceptable pay periods for state retirement are defined in the
OPERS and OP&F employer manuals.

Eficient +  Eflecive +  Tronsparent
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Post Date vs Pay Period End Date

State Retirement

Uses the
Pay Period
End Date

to establish

Uses the
Post Date

to establish

liability liability

Eficient +  Eflecive +  Tronsparent
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Pay Period Adjustment

Incorrect pay
periods have no
effect on taxes.

If you use the ski
deductions calendar,
you may need to
review pay periods.
Incorrect pay
periods always
affect State
Retirement.

Efficient

Effective

Payroll > Utility > Pay Period Adjustment

Transparent
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&

Wage Status
@© Posted
Batch

Wages

CAUITION : Select carefuly.

Pay Period Adjustment

Narrow Selection By
Post Date: | a1 =

Frequency: | a11

Select Recorded Pay Period Change Pay Petod To
O ByStat: | 01/04/2025 v St
@ ByEnd: | 01/17/2025 v End:

bly during an earer payrol cycle.

[] | Payment# PostDate Stat Date  End Date

KROooooooo

332025 13112025 010412025  01/172025 Ceased
342025 13112025 010412025 011172025 Crank G
352025 13112025 010412025 011712025 Day$S
362025 1312025 010412025 011712025 Friendly S
372025 1312025 010412025 01172025 HeroH
382025 1312025 010412025 011712025 HeroH St
302025 13112025 0100412025  01/172025 PermitP.

Employee ID Last Name. First Name.
Ceased BamyD,
Crank Carl
Day Sonny
Friendly Steve
Hero Henry, Jr
Hero. Henry St
Permit Pery
Crank Carl

412025 372025 01042025 011712025 CrankC

Efficient

Effective

Transparent
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Paying Withholdings Before Payday

* There is no rush to pay your
withholdings in UAN.

* Corrections to wages become MUCH
more difficult once the withholdings
have been paid.

* Give your employees a chance to review

their pay and alert you to any problems.

Efficient

Effective

Transparent
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S —
Withholding Payments

Transactions

Regular - Warrant
epm—
Reguler - Electronic

State Retirement - Warrant

—————

State Retirement - Electronic

Eficient + Eflective + Tronsparent
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e e
Unpaid Withholdings

System Message X

Note: At least one state retirement withholding is still unpaid
(in Payroll) from a pay period end date older than 2 manths

If those withholdings were paid with an Accounting payment,
clear them in: Payroll > Utilities > Unpaid Withholding Clear.
Leaving them unpaid keeps them encumbered unnecessarily.

Refer to the UAN Manual or contact UAN Support for help,

L ex |

Eficient +  Eflecive + Tronsparent
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e e
Unpaid Withholdings

Transactions

ortam
O P
© Seted e
O atr st [oyjorjaeas ] ©@leod @ ®
oo o
O o sz

Faderalncome Tax

Deerred Compensaton Nor-Roth
DertalInsuance.
Health nsurance

0000000000000000[0

66
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Unpaid Withholdings

Withholding Summary - Unpaid

Eficient + Eflective + Tronsparent
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Unpaid Withholdings

Note: At least ane state retirement withholding is still unpaid
(in Payroll) from a pay period end date older than 2 months.

If those withholdings
clear them in: Payroll » Utilities » Unpaid
Leaving them unpaid keeps them encumt

Refer to the UAN Manual or contact UAN Support for help,

=13

Eficient +  Eflecive + Tronsparent

68

Unpaid Withholding Clear Utility

* Withholdings should only be cleared if they will be
paid or have been paid in Accounting > Transactions

> Payments

¢ Clearing unpaid withholdings will not correct
withholding mistakes and will not refund anything to
the employee

Eficient + Eflecive +  Tronsparent
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Unpaid Withholding Clear Utility

Examples of when you might need to

use the Unpaid Withholding Clear Utility

*If you need to decrease or increase the
withholding amount

*If the withholding was paid on the
accounting side

70

Unpaid Withholding Clear Utility

You should NOT use the Unpaid
Withholding Clear Utility when the
withholding was withheld from the

employee and not paid to the
withholding agency.

71

IT-4 & W-4

Employees can elect to have an additional
amount withheld, but not an additional
percentage.

Information entered into UAN should match
what the employee fills out on their forms.

The IRS recommends updating W-4
information annually.

72
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N Cemficate
. olding Exemption
. | Depatmentol  Employes's Withh .
Ohio | Texaion i Sacuty T -
Viiaation! | |G 1A k| a0 1N o1 11 it |
] St Active v “Edted” tema (1 any ) have changed sece thes ot use on a wage
| Trpe Desciption ‘Withholding Ships Value: Employer / Finge | Stalus | Edited
Medicare "R o 1450% 1000102130000 Acve  No
Lo Ho
O F00  incomeTaxd 2 Adve  No
O 600 JefersonLSD Jeflerson LSD Mo 1.000% Mive  No
O A0 Deneatinsursnce Dental insurance Mo 51086 aave. Mo —
O a0 Hesminsurance Heslthinsurance  No 56163 Aave  No
O 400 Vision nsursnce Vision Insurance No s245 Actre No.
[ 800 Deferred Compensaion  Deferred Compensa.. No 5000 A No
O K00 Coloniak-Afer Tax Coloniaksher Tax Mo s1084 Aave N
O k00 LileInsurance Life Insurance: Ne 5047 Ade  No
"R R, S5« Sy Foduchon, 7B = Fnge Bert, X M. s Acwde || Desctwae | | Fenowe Doy -
ficient Effective Transparent 73
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OPERS Rounding Explained

Semi-Monthly
Calculation 2

UAN adds
e -Monthly

Monthly
Gross Salary $1,000.25
Employer Share 14% -
Rate D‘\Qg““c“
o
Employer Share $140.04

$

74

OPERS Rounding in UAN
[or][az22e] || b ‘;”
Ig & Acoount { Empleyer Accouns | | Addtional |
ployee Name Post Date | Stax
01/17:2025 1j
— o705 12l
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OPERS Rounding in UAN

| Gredie | EmployeeAccounts | Employer Accourts | Addifionsl |

t Code Account Neme: Amount Adjustment Revised
1211-0000 Ohio Public Employees Retirement System - Townhalls, M. 59863 50,00 598563
1-211-0000 Ohio Public Employees Refirement System - Zoning - Gen. 54403 50.00 54403
1-211-0000 Ohio Public Emplayees Refirement System - Highways - G 583046 50,00 588046
1211-0000 Ohio 546200 0,00 $46200
+211-0000 Ohio Public Employees Refirement System - Parks and Re. $21973 50,00 521973
hoid only be entered to coreet ounding variances. Adysmerts £.00  Enployer 1,704 85

[] Remenber Dates

urtilform closes. Save Close

Eficient + Eflective + Tronsparent
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OPERS Rounding in UAN

| Cuedis | Employes Accourts  Employer Accounts | Addiional |

t Code Account Name Amount Adustment Revised

-211-0000 Ohio Public Employees Retirement System - Townhalls, M. $9863 5000 39863
“211-0000 Ohio Public Employees Retirement System - Zoning - Gen. 4403 5000 54403
-211-0000 Ohio Public Employses Retirement System - Highways - G... $880.46 -50.01 $880.45
-211-0000 Ohio Public Employees Retirement System - Cemeteries - $462.00 $0.00 $462.00
-211-0000 Ohio Public Employees Retirement System - Parks and Re. $219.73 $0.00 $219.73
00 orly be enterecto comect roundng varances. Austmerts sl Enployer s1,700.85

L] Remember Dates

urtFomn closes. Save Close.

Eficient +  Eflecive + Tronsparent
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Solution Demo Available Online
(8 Minutes)

ARE - TRAM

Housekeeping

Aoy OPERS Credit for Rscing Vorlaces ‘___________———-_- -

Payroll Electronic Funds Transfer (EFT)

Eficient +  Eflecive +  Tronsparent 78
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Bonus Pay or Leave Payouts

3/12/2025

Bonus Pay or Leave Payouts
It’s a multi-step process!
= Important questions to answer

ahead of time:

1. Is it pensionable?

2. Do the higher Federal & Ohio
tax rates apply?
(22% Fed, 3.5% Ohio)

UAN Support cannot answer either of these

questions!

Eficient +  Effective  +
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Transparent

Bonus Pay or Leave Payouts

—_—
Add Type: Al ~
Werrant /BT 5|  RegularWages | v
v | [Tewverayon

Manual

Conversion Bonus

Final Pay

Retro Pay

Eficient +  Eflecive +  Tronsparent
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Akt Wages o x
Vo Tia:  [Karzans 7 573 | [Lanve avoun Einplopoes missing i the grid belaw ? Clck hers
Depasmerts o Paypos s e mt Payed sences

=] Dcpatment =] Frecuency | e

= ) Beeabty Beteskly I=

| O Fiesems
5|

If Non-Pensio
‘Non-Re

g Apply supplemental-pay tax rates; Fed 22.0% Chio 3.5%

EfcienT+EeCIve v Tronsparent 82
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Bonus Pay or Leave Payouts

Read FAQ's for
Leave Payouts
and
Bonus Payouts

Click the FAQs, FAQs
To Open
Earnings & Leave FAQs
in the Payroll Manual

83

Elected Pay Rate

* Compare your 2025 first
amended certificate to the
Township pay scale

* High number of fiscal officers =
paid the wrong rates to elected
officials in recent years

* Put a copy of the pay scale in

TN

the amended certificate file and X Z.\(«--j,
check it every time you get an iy M~ = :
A y S L L P 1
amended certificate \I\FL-»H\\\,{\V -
/_—\—\_\—_—\—_
EE—— as

84
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Mistakes Should be Corrected Immediately!

* Payroll mistakes MUST be corrected a timely manner, or they will adversely affect

tax/retirement reports and withholding payments.

* Never leave an error uncorrected until year end.

Eficient + Eflective + Tronsparent
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FRAUD ALERT

* UAN continues to see cases of EFT Fraud
¢ What is EFT Fraud?

« The fiscal officer receives an email appearing to
be from the employee to update their direct
deposit account information

* The listed account DOES NOT belong to the
real empl

* When the nest payroll is run, the employee does
not receive their pay since is goes to the
scammer’s account.

¢ Ways to Prevent This

* Require signed forms to be turned in to update

bank account information.

* Contact the employee directly to confirm if the
email received was legitimate.

Eficient +  Eflecive + Tronsparent
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Questions

T —

o R —
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Self Report Today’s Training Fiscal
Integrity

3/12/2025
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"1
OHIO AUDITOR OF STATE!
KEITH FABER f,’

e f

Uniform Accounting Network
65 E. State St., 14™ Floor
Columbus, Ohio 43215
UAN phone: (800) 833-8260
UAN email: UAN_Support@ohioauditor.gov

UAN website: https://uanlink.ohioauditor.gov
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