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UAN Update
Presented by:  

Loren Henthorne
Alex Komorowski
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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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NOT ready this year 
In a few years
Programing, testing, and 

developing new training 
materials
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The delivery will include a special flash drive 
that will be referred to as the UAN Hardware 
Transfer USB Drive. Please look for it and 
keep it to use for the transfer process.

Hardware Transfer booklet will be available 
with detailed instructions (about 30 pages) 
on uanlink.ohioauditor.gov
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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 to 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

Contact By Phone: (800) 833-8261

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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EFT Email Update

• A new option is available for emailing EFT 
Paystubs for wages that are sent direct 
deposit (Electronic Funds Transfer)

• It’s easy to setup and use!
• Choose the new default to let UAN 

manage your outgoing EFT Paystub 
emails.

• Employees will receive the EFT email from 
‘noreply@ohioauditor.gov’

• The original custom setup is still available, 
but UAN Support cannot assist with 
troubleshooting any problems when you 
use a different service.
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Questions
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UAN Update -Accounting
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Basic Training 
Start or Refresh Your Knowledge
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Phase 2 UAN Prerequisite Videos
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Phase 3 UAN Introduction Videos
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Stay out 
of  traps!

UAN Training Mode
1. Quit UAN Application
2. At the Window’s Desktop, open UAN Tools
3. UAN Training
• Synchronize = Yes, for the latest copy of  entity data
• Username & Password – Same as UAN Application
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What’s done in 
Training Mode,

Stays in Training 
Mode!
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Accessing the UAN Manual

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.
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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
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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.
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Cash is not Budget

CASH

BUDGET
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Budget is not Cash
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Bank Account Cash / Fund Cash
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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. 
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Bank Cash Balances / Fund Cash Balances

21

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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Bank Cash Balances / Fund Cash Balances

22

Bank Accounts in UAN
The current total cash balance (whole pie)

 Tracked in the Cash Journal 
 Must reconcile bank statements

Funds in UAN
Separate funds balances (slices of the pie)

 Tracked in the Fund Ledger, etc.
Total Cash Balance = Total All Fund Balances

Whole Pie = Total of All Slices

Bank Accounts & Funds in UAN
Funds operate independently of each 
other within the total cash balance
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Total Cash Balance = Total of all Fund Balances.
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Recognize 
this slide?  

Start 
with 101
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Accounting – Reports & Statements –
Fund Reports
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Fund Cash Balances
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Fund Status

25
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Non-pooled investments are 
‘owned’ by one fund
The Fund balance also may 
include cash available in pooled 
investments and checking
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Can I post a $350,000.00 check today out of the General Fund?
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CASH

BUDGET
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Budget is not Cash
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Accounting – Reports & Statements –
Revenue Reports
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Budget: Revenue Budget
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Revenue Status
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Revenue 

This Date
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Accounting – Reports & Statements –
Appropriation Reports
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Budget: Appropriations
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Appropriation Status
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Appropriation Status
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Simplified Appropriation Status
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Simplified Appropriation Status

Un-Spent Amount of  
Open Purchase Orders
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Simplified Appropriation Status

YEAR-TO-DATE
PAYMENTS

From currently open POs 
and / or 

POs closed after payment 
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Simplified Appropriation Status

Available For 
New Purchase Orders
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Encumbrance Breakdown

40

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 prior 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.
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What about cash and fund balances?

41

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:
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Accounting – Reports & Statements –
Purchase Order Reports

42

Purchase Order Reports
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 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.

Purchase Order Status ReportSimplified Purchase Order Status Report
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 Amount Charged: expenses posted to-date against the set-aside amount

Simplified Purchase Order Status Report
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 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.

Simplified Purchase Order Status Report
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Simplified Appropriation Status & POs

Un-Spent Amount of  
Open Purchase Orders

i.e., Available Balance on 
various Purchase Orders
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Simplified Appropriation Status & POs

YEAR-TO-DATE
PAYMENTS

From currently open POs 
and / or 

POs closed after payment 

i.e., Total ‘Amount Charged’ 
this year on all purchase 
orders, open or closed
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Simplified Appropriation Status & POs

Available For 
New Purchase Orders

Currently not 
committed on any 
purchase orders
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Simplified Appropriation Status – Direct

DIRECT CHARGE
ACCOUNTS
Do NOT Require 

Purchase Orders for Payments

DIRECT CHARGE
ACCOUNTS
Do NOT Require 

Purchase Orders for Payments
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Simplified Appropriation Status – Direct

DIRECT CHARGE
ACCOUNTS

Do NOT Require 
Purchase Orders for Payments

DIRECT CHARGE
ACCOUNTS

Do NOT Require 
Purchase Orders for Payments

ACCOUNTING PAYMENTS 
(or memo charges)

There must be enough in the Unencumbered 
Balance so that the appropriations can be both 
encumbered and then expensed at the time 
the payment posts.

Efficient       •       Effective       •       Transparent 51

Simplified Appropriation Status – Direct

DIRECT CHARGE
ACCOUNTS

Do NOT Require 
Purchase Orders for Payments

DIRECT CHARGE
ACCOUNTS

Do NOT Require 
Purchase Orders for Payments

ACCOUNTING PAYMENTS 
(or memo charges)

There must be enough in the Unencumbered 
Balance so that the appropriations can be both 
encumbered and then expensed at the time 
the payment posts.
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Get An In-Depth Understanding!

As noted, these demonstrations are an over-simplification!  You need a 
thorough understanding of  encumbrances.  

Read page 32-43 of  ‘UAN Prerequisite Accounting 102 Manual’ for 
more precise definitions and thorough explanations.

Watch the corresponding video 102, Chapter 4.
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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.
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Other Adjusting Factors
• Do not plug in an Other Adjusting Factor for 

illegitimate reasons
• Legitimate Uses

• Correctable Bank Error, such as cashing a check for 
too much or not enough. The bank has agreed to 
correct it in the following month.

• Posting a payment with a date beyond the current 
bank reconciliation.

• Pre-conversion Payments
• Illegitimate Uses

• OPERS rounding differences
• Unknown, long-standing reconciliation issues
• Uncorrectable Bank Errors. Checks cashed for an 

incorrect amount, usually under a dollar.
• “Just to balance”

• They are just temporary balancing measures!
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Interfund Advances vs Transfers
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Questions

56
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UAN Update - Payroll
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Carefully Review Pay Periods

• Taxes have NOTHING to 
do with pay periods.

• Pay Periods must be accurate 
to produce accurate State 
Retirement monthly reports 
(OPERS & OP&FPF) and 
for skip deductions.

• UAN System Messages are 
there to remind you. 

• Pay Period Adjustment 
Utility can be used to correct 
pay period errors.

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 
earned the wage.
- Acceptable pay periods for state retirement are defined in the 

OPERS and OP&F employer manuals. 
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Post Date vs Pay Period End Date

Regular State Retirement

 Federal and State
 Local and School
 Social Security 
 Medicare 
 Ohio Deferred Comp
 Dental & Health
 Other Non-

Retirement 
Withholdings

 OPERS – Ohio Public 
Employees Retirement 
System

 OP&F – Ohio Police 
& Fire Pension Fund

Uses the 
Post Date 
to establish 

liability 

Uses the 
Pay Period 
End Date 
to establish 

liability 
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Pay Period Adjustment

• Incorrect pay 
periods have no 
effect on taxes.

• If  you use the skip 
deductions calendar, 
you may need to 
review pay periods. 

• Incorrect pay 
periods always
affect State 
Retirement. 

Payroll > Utility > Pay Period Adjustment
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Pay Period Adjustment
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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. 
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Withholding Payments

Efficient       •       Effective       •       Transparent

Unpaid Withholdings
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Unpaid Withholdings
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Unpaid Withholdings
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Unpaid Withholdings

Efficient       •       Effective       •       Transparent

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
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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 
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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. 
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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. 
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OPERS 
Calculates 
Monthly

UAN adds
2 Semi-Monthly

Semi-Monthly
Calculation

EXAMPLE

$2,000.50$2,000.50$1,000.25Gross Salary

14%14%
Employer Share 

Rate

$280.07$280.08$140.04
Employer Share 

$ 74

UAN/OPERS Rounding Explained
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OPERS Rounding in UAN
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OPERS Rounding in UAN
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OPERS Rounding in UAN
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Solution Demo Available Online 
(8 Minutes)
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Bonus Pay or Leave Payouts
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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!
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Bonus Pay or Leave Payouts
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Bonus Pay or Leave Payouts

If  Non-Pensionable, then you must use an Earning Type:
‘Non-Retirement Item’ (range 9000-9299)
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Read FAQ’s for 
Leave Payouts

and
Bonus Payouts

Bonus Pay or Leave Payouts
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Elected Pay Rate

84

• 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 
the amended certificate file and 
check it every time you get an 
amended certificate
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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.

85
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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 employee.

• When the next 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. 
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Questions
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Self Report Today’s Training Fiscal 
Integrity
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Uniform Accounting Network
65 E. State St., 14th 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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