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What's new?

 UAN 2026.2 - built in updates like the tax table patch, required to run the 941

_

Sy g

 UAN Hardware Support will be now be in house with UAN.
Call UAN Support at 800-833-8261 and we’ll bring on a tech, or schedule an
appointment via email UAN_Tech@OhioAuditor.gov

 Like HP support’s warranty, certain types of damage will not be covered by UAN Tech
Support. For example; dropped computers, spilled liquid, lightning strikes, etc.
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UAN Re-write Work In Progress!

N’

24

/ "f /P

»NOT ready this year

» Cloud based

» Accessible from multiple
devices

» Internet access required
»No more software updates or

backups

» Programing, testing, and
developing new training
materials
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About the Uniform Accounting Network

-~ Accounting

Payroll

Inventory

*

SOFTWARE ~ HARDWARE ~J TRAINING ~ - CES ~ SUPPORT
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AN Prerequisite Accounting 101 Chapter 1
AN Prerequisite Accounting 101 Chapter 2
AN Prerequisite Accounting 101 Chapter 3
=  UWUAN Prerequistie Accounting 101 Manaal
AN Prerequisite Accounting 102 Chapter 1
AN Prerequisite Accounting 102 Chapter 2
AN Prerequisite Accounting 102 Chapter 3
UAMN Prerequisite Accounting 102 Chapter 4
=  UWUANMN Prerequisrie Accounting 102 Manual
AN Prerequisite Accounting 103 Chapter 1
AN Prerequisite Accounting 103 Chapter 2
UAMN Prerequisite Accounting 103 Chapter 3
=  UWUANMN Prerequistie Accounting 103 Manual

AN Prerequisite Payroll 101 Level 1
AN Prerequisite Payroll 101 Level 2
UAMN Prerequisite Payroll 1071 Lewel 3
AN Prerequisite Payroll 101 Lewe| 4
AN Prerequisite Payroll 1071 Lewvel 5

TRAINING ~| RESOURCES ~

Accounting

Payroll
Budget
Inventory
Cemetery
Year End

Training Centers

SUPPORT




EY Uniform Accounting Network x +

L Cc & uanlink.ohioauditor.gov

SOFTWARE ~ HARDWARE ~ J TRAINING - RESOURCES ~ SUPPORT

= o s Vo T Ty

Phase 3 - UAN Introduction Training: These sessions are designed for either the new Fiscal Officer or the experienced
Fiscal Officer that is new to UAN. They provide the knowledse and skills to become proficient with everyday duties in the

UJAN application.
* New Fiscal Officer UAN Accounting Module |l
e PNew Fiscal Ofhcer UAN Pavyroll Module




UAN Training Mode

* Username & Password — Same as UAN Application

B3 UAN Support
£ AFR - Filing Status
%) OP&FPF Upload

0 synchronize the tra
&% OPERS ECS

Last synchronized:

g software with current live UAN data?

ﬁ Printer 5LI|EI-|EI-|IE5 Last training login: - =
ﬁ UAMN Link To work with a duplicate of your current UAN data, click [Yes].
To work with the most recently used training data, click [No].

E UAN Training -<G—

[ I i i
it Version Documentation Yes Mo

Efficient . Effective . Transparent 7



S WHAT HAPPENS I Y
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. The other FAQ links will
bring you to a specific page in the manual
for the screens you're on.

Efficient . Effective . Transparent
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Payments
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Requisitions
Reserve Balance Designation

elated Screens
endor ees
L] )t




Budget Timeline Recap
January-February
- Submit Year End Balances to your County Auditor
- Recetve the current year Amended Certificate

Before April 1

-Board must adopt Permanent Appropriations

- Begin next year’s budget, Adopt budget, and File Budget
September — December

- Receive current year Official Certificate of Estimated Resources

- Prepare and Adopt next year’s Temporary Appropriations
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8udget Budgeth

»Checking &

C A S H Investment Balances

»Fund Balances

> Revenue

B U D G ET » Appropriations

*Purchase Orders
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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

va expenditures. Funds separate government money
according to legal or purpose restrictions.

12



Bank Cash Balances / Fund Cash Balances

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

N——

Total Cash Balance = Total All Fund Balances
Whole Pie = Total of All Slices
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REVENUE

l  APPROPRIATIO
i SPENDING BUDGE?

Budgets - Broken Down

Revenue budget: Projected revenue you expect to bring in for the
current year. (Does not include carry over fund cash balances)

Total Resources: Prior year carry over cash balance + Revenue
budget. Sets the upper limit for Appropriations budget.

Appropriations budget: Authorization enacted by a legislative body
allowing government agencies to incur obligations for expenditures.
It serves as a maximum spending limit.

Cash Balance: Limits what you can spend at a given time. Think of it
as your checking balance, you can’t spend revenue before you get it.
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Budgets - Forward Planning

Budgets>Transactions>Financial Worksheets

Typically, you’ll select up to 3 years trailing data and project forward 1 year

Unifarm Accounting Metwerk

Uniform Accounting Network
BUCKEYE TOWNSHIP, FRANKLIN COUNTY

Transactions  Utilities Reports & Statements Maintenance

Financial Worksneets [ nancial worksneets (x| [

Year End Balances Certificates Aid . Prior Years Year. ~

| Projected Prior Year
] Name Prior Years Y, C ver
[ Mext Year's budget 3 1 Included

[ Prior Year Master Worksheet 4 0 MiA
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Budgets - Forward Planning

Edit Financial Worksheet = a
Worksheet
Mame: Next Year's budget Fund: |1000 .- | Complete first 3 tabs for each fund.  Prior Years: |3 (5 24 Projected Years: |1 /5 15
1) Revenues 2) Expenditures | 3) Other | Display - By Program | Display - By Object Group |
<<< I GRAY fields are calculated READ-OMLY values - Enter budgets or percentages in the editable WHITE fields ! >>>
Name Footnote 2023 % 2024 % 2025 % Cumrent Year x 2027
Administrative | $109.863.61 -1.141 $108.610.29 21.590 $132.059.53 56.099 $206.143.47 -17.313 $170.454 38
Salaries | $36.446 .51 17.660 $42 882 85 9.093 $46.782.10 72684 $80.785.11 8111 $87.337.79
1000-110-111-0000 - Salaries - Trustees $15,650.53 19.261 $18,665.04 10.136 $20,556.97 97.094 $40,516.58 5000 $42.542.41
1000-110-121-0000 - Salary - Township Fiscal Officer $20,795.98 16.454 $24,217.81 8289 $26,225.13 15418 $30,268.53 10.000 $33,295.38
1000-110-122-0000 - Salaries - Township Fiscal Officer's Staff $0.00 $0.00 $0.00 $10.000.00 15.000 $11.500.00
Employee Fringe Benefits $43.665.28 -11.850 $38.490.87 3.066 $39.670.90 49.829 $59.43836 52587 $28.181.59
1000-110-211-0000 - Ohio Public Employees Retirement System $4,020.66 18134 $4,749.77 8774 $5,166.52 122587 $11,500.00 20.000 $13.800.00
1000-110-212-0000 - Social Security $478.92 15.136 $551.41 10462 $609.10 343277 $2,700.00 0.000 $2,700.00
1000-110-213-0000 - Medicare $528.48 16.298 $614.61 9.604 $673.64 152.360 $1,700.00 100.000 $0.00
1000-110-221-0000 - Medical/Hospitalization $31,696.67 0.000 $31,696.68 2.040 $32,343.23 0.969 $32,656.77 -100.000 $0.00
1000-110-223-0000 - Dental Insurance $878.40 0.000 $878.40 0.001 $878.41 0.362 $881.59 0.000 $881.59
1000-110-230-0000 - Workers' Compensation $6.062.15 -100.000 $0.00 $0.00 $10.000.00 8.000 $10,800.00
1000-110-240-0000 - Unemployment Compensation $0.00 $0.00 $0.00 $0.00 $0.00
Purchased Services $28.721.82 -10.106 $25.819.31 69387 $43.734 65 33.007 $58.170.00 -5.561 $54.935.00
1000-110-311-0000 - Accounting and Legal Fees $1,750.00 35714 $2,375.00 211579 $7.400.00 35.135 $10.000.00 0.000 $10.000.00
1000-110-312-0000 - Auditing Services $4,027.00 -100.000 $0.00 $5,500.00 9.091 $6.000.00 0.000 $6.000.00
1000-110-313-0000 - Uniform Accounting Network Fees $2,700.00 22333 $3,303.00 6.085 $3,504.00 0171 $3.510.00 0.000 $3,510.00
1000-110-314-0000 - Tax Collection Fees $1,689.94 10.259 $1,863.31 0.347 $1,869.78 12.313 $2,100.00 0.000 $2,100.00
1000-110-315-0000 - Election Expenses $0.00 $0.00 $0.00 $0.00 $0.00
1000-110-316-0000 - Engineering Services $0.00 $0.00 $2.485.00 101.207 $5,000.00 0.000 $5,000.00
1000-110-322-0000 - Garbage and Trash Removal $1,800.00 0.000 $1,800.00 0.000 $1,800.00 16.667 $2,100.00 0.000 $2,100.00
1000-110-330-0000 - Travel and Meeting Expense $125.00 323992 $529.99 14.963 $609.29 392.376 $3.000.00 0.000 $3.000.00
1000-110-341-0000 - Telephone $627.00 0.000 $627.00 0.000 $627.00 5263 $660.00 0.000 $660.00
1000-110-342-0000 - Postage $166.00 4217 $173.00 -15.607 $146.00 139.726 $350.00 0.000 $350.00
1000-110-345-0000 - Advertising $175.00 28571 $225.00 22222 $275.00 27273 $350.00 0.000 $350.00
1000-110-351-0000 - Electricity $2,420.09 20734 $2,.921.88 1.567 $2,967.66 17.938 $3,500.00 -5.000 $3.325.00
1000-110-352-0000 - Water and Sewage $570.00 0.000 $570.00 0.000 $570.00 5263 $600.00 -10.000 $540.00
1000-110-353-0000 - Natural Gas $2,153.82 29.243 $2,783.67 1171 $2,816.27 77.540 $5,000.00 -20.000 $4,000.00
1000-110-360-0000 - Contracted Services $50.00 -100.000 $0.00 $4,500.00 11111 $5,000.00 -25.000 $3,750.00
1000-110-370-0000 - Payment to Another Political Subdivision $2,467.97 -53.506 $1,147.46 1498 $1,164.65 114.657 $2,500.00 -30.000 $1,750.00
1000-110-382-0000 - Liability Insurance Premiums $7.500.00 -6.667 $7.000.00 0.000 $7.000.00 14.286 $8,000.00 0.000 $8,000.00
1000-110-383-0000 - Fidelity Bond Premiums $500.00 0.000 $500.00 0.000 $500.00 0.000 $500.00 0.000 $500.00
] Supplies and Materials $530.00 73.068 $917.26 49563 $1.371.88 428472 $7.250.00 -100.000 S0.00 —

A0NN0 490 A0 OO U o 1 fACO NN Fatatial =] fooC A0 4 44T 4 NCn 79 40 NoT 4 ACH NN 400 000 fJaWaTal
Unencumbered Undesignated 12/31 $1.101.475.29 13.677 $1.252,119.09 5268 $1.318.083.04 -46.890 $700.029.74 -21.135 $552.075.36
Fund Balance 12/31 $1.103.408.13 14.471 $1.263.086.78 6280 $1.342.404.27 -46.176 $72252974 -23591 $552.075.36




.
Demystifying Bank Reconciliations

Bank Statements THE TRUTH IS OUT THERE

Primary - Receipts

Primary - Payments

Primary - Adjustments

Secondanes & Investments

Balance Compansons

Other Adjusting Factors

@ Reconciliation & Post
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Where to start, when the bank rec doesn’t balance

Bank S Bark Balances UAN Balance
Entered bank balances: $2,054,000.00 Prior UAN balance: 6 $2, 467,395 &0
Primary - Receipis Deposts in transit: - $1,306,454.83 Receipts - $603,119.11
Ouastanding payments: = $678,200.69 Payments = $347,562.07
Primary - Payments Outstanding adjusiments - §.00 Adjustments: - $39.39
* Deflating bank emrors: + .00 -
Primary - Adjustments e Cument UANbalance: g8 $2,722,992 .63
* inflating bank emors - 5.00
e * Receipts not in UAN: + .00
A * Pre-converson payments:
Secondanes § Imvestments P it * Payments not in UAN: = %.00
Ezlance Comparisons
Adusted bank balSices: $2,722,254.14 Adpusted UAN balance: $2,722,992.63
Other Adjusting Factors Reconciiation.
> 1 | Adusted bank balances: $2,732,254.24
19 Reconciliation & Post ; -
Differonceii I -§738.43 | Post/Pirt
* Bulleted tems ars Other Adpsting Factors used for reconcliation calculations only. They will not comect inaccurate account balances in LIAN

Close

Which balance is higher the bank or UAN?
Bank recs should not have aged transactions, remove them.
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Bank Rec - Statements

Bank Statements
Enter bank balances from the month end bank statements.
F‘rl rnﬂr!"' . F{E{:EI ﬂtﬂ Enter ending balances below for ALL checking accounts and investments from the comesponding bank statements for the selected "As of " date.
For any accounts that did not produce a statement for this date, use the ending balance and posted transaction list from the previous statement.
Type Name Number Description Bank Balance
Primary - Payments Checking PRIMARY 0123456 Primary Checking Account 1290217.15
Checking Secondary 123412341235 Secondary Checking Account £8.490.00
Investment BF20250630 G0542 Buckeye Festival Trust CD $0.00
- - Investment BF 20260630 9579 Buckeye Festival Trust CD £13.000.00
FPrimary - Adjustments
r!"' J Investment BMT2026320 788012 Buckeye Monument CD $3.500.00
Investment STARCHIO 101371973 StarChio Account $1.368.653.63
Secondaries & Investments
Balance Comparnsons
Other Adjusting Factors
@ H.E[:'DI'I[:I | |-ﬂ1'.|ﬂ|'| & Pﬂst Entered bank balances: $2,683,860.78
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Bank Rec Primary - Receipts

Bank Statements . :
Cleared receipts should match your monthly bank deposits
I . Checkmark the transactions below that are listed {cleared) on the primary checking account bank statement for the selected "As of ' date.
_Flrl Mary - H.'E'L':El pts Prior year tems can be marked "Void" here # fund balance adjustments have been posted for them in the Fund Balance Adjustment Uility.
.............................................................................. Type ﬁc;l;elﬂ ot DME.I bost Date voud
Primary - Payments Standard 51- Treasurer of State $73.423 20
Inv Transfer CLOSE INVESTMENT: BF ... %13,000.00
Interest 54- PRIMARY $65.36
. . Interest 65 BF 20250630 $25.01
Primary - Adjustments Interest 665- BMT2026320 $1.01
Standard 178 43- Meighbor Township %8.500.00
Standard 1738 45- Mextdoor Township $8.500.00
Standard 178 52- County Auditor $7.112.19
Standard 178 53 Patty Cake %£150.00
_ 178 Total for Deposit Tick.. $32.762.19
Balance Companisons
Other Adjusting Factors
g ige e # Cleared: 10 Cleared receipts: $119,276.77 Deposits in transit: $.00
g Reconciliation & Post
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Bank Rec Primary - Payments

Bank Statements Cleared payments should match your monthly bank withdrawals
. . Checkmark the transactions below that are listed (cleared) on the primary checking account bank statement for the selected "As of” date.
F'rl ITIﬂr!"' - H_E{:El FltE Prior year tems can be marked "Void" here if fund balance adjustments have been posted for them in the Fund Balance Adjustment Liility.
Type | goi s POTEM 41 post Date Vendor / Payee Amount Void
F'rin‘ar‘,’ i F'E'}"IT'IEI'I'I:E ImrTran%fer Roll Over Investment BF20250630 T... $13,000.00
Electronic 165- Buy A Lot $440.55
Electronic 166-, S Treasury $3.33650
. ; Electronic 167- Chio Department of Taxation §792.24
Primary - Adjustments Electronic 168- Humanna $120.00
Electronic 169- Ohio Public Employees Deferred Co... $100.00
Electronic 170- Thio School District Income Tax $197.10
-S‘andﬂnﬁs & | WEE’[HI-EFI’[E Electrnn?c 171- Buf:keye.‘u"illage. Irmnme.Tax Depart... 22178
Electronic 172- Ohic Police & Fire Pension Fund $5.320.78
Electronic 173~ Chio Public Employees Retirement 5. %$3.786.55
Electronic 174-, Great Insurance Company $11.87413
Balance Compansons Electronic 175- Good Teeth Dental Insurance $340.10
Electronic 183- Office Supply World $219.56
Warrant 5877 Jerry Jones $164.65
L Warrant 5313 Art Part $44 25
Other Adjusting Factors Warrant 6035 Jerry Jones $179.10
Warrant 6038 Brutus Buckeye $1.712.75
H# Cleared: 54 Cleared payments: £227,306.87 Outstanding payments: $_00

gg Reconcilialion & Posk

Efficient . Effective . Transparent



Bank Rec Primary - Adjustments

Bank Statements . : :
Any transaction adjustments will post here, clear them
F'ri mary - F{E{:E| I]‘tﬁ Checkmark the transactions below to clear against the primary checking account for the selected “As of " date.
All tems below must be cleared on or before the year-end bank reconciliation.
Type tem # Pest Date Source / Vendor / Payee Amount
Primary - Pavments Fund Bal Adj -$1.000.00
y-ray Fund Bal Adj $1.000.00
Payment Adj 118 Great Insurance Company %£0.05
] il Receipt Adj 49- Mextdoor Township %55.00
Primary - Adjustments Fund Bal Adj 5877 Jerry Jones $164.65
Secondaries & Investments
Balance Comparnisons
Other Adjusting Factors
"h-':' == 3
m HEWFE' | |ﬂ1'.|ﬂ|'| '& Pﬂﬂt # Cleared: & | Cleared adjustments: £2159_70 Outstanding adjustments: £_00
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Bank Rec Secondaries & Investiments

’ ] ]
Bank Statements You’ll have interest receipts and transfers post here
: . Checkmark the transactions below that are listed (cleared) on the secondary and investment bank statements for the selected "As of” date.
F‘n rnar!'r - H.E{:'El Fl'tﬂ Priar year tems can be marked "Void" here if fund balance adjustments have been posted for them in the Fund Balance Adjustment Litility.
]| Account & Type kem # & g;i FiY Source / Vendor / Payee Amount Void
F.iri mary - Pﬂ}"lTl'EntE BF20250630 Inv Transfer CLOSE INVESTMENT: BF202506... $13.000.00
BF20260630 Inv Transfer Roll Over Investment BF20250630 ... $13.000.00
(J STAROHIO  Interest 55 STAROHIO 54.83958
Primary - Adjustments
Secondaries & [nvestments
Balance Comparisons
Other Adjusting Factors
@ Reconciliation & Post Deposits in transit: $4 839_58 Outstanding payments: $_00 Outstanding adj: & _00
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Bank Rec Balance Comparisons

Bank Statements Compares what statement balance was entered last month vs this month
Click the + to see activity

Pri Tary - F'I.E'E:'H F'tﬂ Compare the UAN calculated account balances below to the account balances from your bank statements to locate discepancies (if any).
Some of the individual balances below may not reconcile if Other Adjusting Factors exist, as OAFs are not applied to particular accounts.
Prior Bank Entered Bank Calculated Bank
. Type Name Number Balance Balance Balance
Primary - Payments
t- Checking PRIMARY 0123456 51.290.218.15 51.290.217.15 $1.182.188.05
Checking Secondary 123412341235 $8.490.00 $8.490.00 $8.490.00
. . = Investment BF20250630 99542 $13.000.00 $0.00 50.00
Primary - Adjustments
Type Number Prct Nata A Source / Payee Amount Status A
Inv Transfer e CLOSE INVESTMENT: BF20250630 FUND: S...  $13.000.00 Cleared
: Prior Bank Entered Bank Calculated Bank
Secondaries & Investments Type Name Number Balance Balance Balance
t- Inwvestment BF20260630 99579 50.00 5$13.000.00 513.000.00
] Investment BMT2026320 789012 5$3.500.00 53.500.00 5$3.500.00
Balance Comparnsons # Investment ~ STAROHIO  101371-973 $1.368.653 63 $1.368.653.63 $1.368.653.63
Other Adjusting Factors
"\-: - 3
Q Reconciliation & Post
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Bank Rec Other Adjusting Factors

Bank Statements :
" = Don’t carry over OAF’s month to month, OAF’s don’t resolve an issue

F'ri mary - H.E'DE.'!I Dtﬂ Cther Adjusting Factors entered below will be used for reconciliation calculations onby. They will not comect inaccurate account balances in LIAN.
Any booklkeeping issues that have created QAFs forthis bank reconciliation should be resolved before posting the nest bank reconciliation.

LIAMN Balance Adjustments

Primary - Payments Hotes:
Receipts not in LIAN: £.00
Total of receipts cleared at the bank but not yet posted in UAN
Primary - Adjustments Payments not in LIAN: 500
Total of payments cleared at the bank but not yet posted in LIAN
Secondanes & Investments Bank Balance Adjustments
Motes:
Deflating bank emaors: <. 00
BEI'EI'I-DE E-DI'I"II}EIFiEﬂI'I:E Total discrepancy of under-posted receipts and overposted payments
Inflating bank emors: s.00

Total discrepancy of overposted receipts and underposted payments

Pre-conversion payments: .00

Total of outstanding payments issued prior to joining LLAN

@ Reconciliation & Post
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Other Adjusting Factors

Do not plug in an Other Adjusting Factor for illegitimate reasons

. UAN Balance Adjustments
Legitimate Uses

* Correctable Bank Error, such as cashing a check

for too much or not enough. The bank has RNV TN TR bt
agreed to correct it in the following month. lotal of receipts cleared at the bank but not yet posted in UAN
* Posting a payment with a date beyond the Payments not in UAN: $.00
current bank reconciliation. (Wages posted for Total of payments cleared at the bank but not yet posted in
next month hit the bank early for EFT
employees) Bank Balance Adjustments
* Pre-conversion Payments
Deflating bank emors: $.00
”legltlmate Uses Total discrepancy of underposted receipts and overposted payments
* OPERS rounding differences inflating bank erors: ==
* Unknown, long-standing reconciliation issues Fohl i o oo skl it sl el et e
. Un(_:orrectable Bank Errors. Checks cashed for Pre-conversion payments: e
an incorrect amount, usually under a dollar. ) | .
e “Just to balance” otal of outstanding payments issued prior to joining UAN
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Bank Recs After Dark
UAN LINK > TRAINING> ACCOUNTING - BANK RECONCILIATION

4| A =] C D E F G H
Print the following items:

[EB Cash Journal for the manth you are reconciling Accounting —» Reports & Statements —> Cash Reports —» Cash Journal
Last posted bank reconciliation Accounting —> Reports & Statements —> Bank Reconciliation Report
e B - o . e - .- L . . . - . —_

UNIFORM
ACCOUNTING SOFTWARE ~  HARDWARE ~  TRAINING ~

NETWORK

Bank Reconciliation

This course includes the following training sessions:
* Simple Bank Reconciliation- A demonstration on how to add and post/print a bank reconciliation within UAN.

» Complicated Bank Reconciliation- A step-by-step diagnostic procedure to conduct when reconciliation issues are

encountered.

* Bank Reconciliation Worksheet(Revised 03/2014) - Used in conjunction with the Complicated Bank Reconciliation

tutaorial.
3. Add Line 1to Line 2
4_ Cleared Receipts gi BankReconciliationWorksheet (1).xlsx
cconciiztontormy ] Open file
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Cleaning Up Prior Year Ouvutstanding qurcm’rs

B Post Fund Balance Adjustment et
To void a prior year warrant go to Fund: | 1000 | Ceneral
Accounting>Utilities>Fund Balance Adjustment Adustment Type

D Prior year warrant adjustment
i) Prigr year receipt adjustment

() Audit adjustment

Select Prior year warrant Adjustment @t e e
Warmrant / Receipt
MNumber: 5877 - @
Select the Warrant number from the drop down Post Date: | 10/11/2024

Amount:  S1&4 &5

Yendor: Jerry Jones

Add the cash back to the fund in the adjustment box

Details
Adjustment (+/-): $164 .65 Adjusted Year: 2024
Date: w
Add the current date or date in your most recent Feman:  Void loss check, will seisme in
Open bank reC’ and Comments Rocounting=Transactions>Payments

Issue a new Accounting Payment if needed

Post Close
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To Reprint or not to Reprint...Reissue?

Warmant / Payment

O i Type Vendor / Payee Invoice # Original Total = Status
(] 6205 Warrant Buckeye Gas %$265.78 Outstan...
(] 6206 Warrant Buckeye Village Water & Sewer $190.00 Outstan...
) 6207 Warrant Corner Gas Mart %1.908.63 Outstan...
(] s208 Warrant Garbage Services %£375.00 Outstan...
(] 6208 Warrant Ring Telephone Co. %$261.25 OQutstan...
(] 6210 Warrant Schmaley Matural Gas Co. 570478 Outstan...
(] 211 Warrant Sparkly Electric %$653.20 Outstan...
] 6213 Warrant Parts Supply £1,289.61 OQutstan...
O 10- Electron. .. Treasurer of State $876.00 Cleared
O 11- Electron... Treasurer of State $5,500.00 Cleared
O 21- Electron. .. Good Teeth Dental Insurance $305.00 Cleared
O 22- Electron... Great Insurance Comparny %11.230.29 Cleared
O 56- Electron. .. Good Teeth Dental Insurance $521.00 Cleared
O 57- Electron... Great Insurance Comparny %11,755.29 Cleared
O h8- Electron. .. Great Insurance Company %604.27 Cleared
O G- Electron... Buy A Lot %$212.22 Cleared
O 71- Electron. .. First Buckeye Bank %5,100.00 Cleared
O T2- Electron... Completely Covered Insurance Co... %800.00 Cleared
O 8- Electron. .. Good Teeth Dental Insurance $521.00 Cleared
1 - — = f e e s -
Reallocate Woid Display Close
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To Reprint or not to Reprint...Reissue?

Reprint use this to reprint an [)  Wamant fPayment | 1ype | Post Date Vendor / Payee Invoice # | Original Total | Status
e|ECtrOnIC VOUCher [l s205 Warrant Buckeye Gas $265.78 Outstan...
E' G206 Warrant Buckeye Village Water & Sewer $190.00 Outstan...
You Can not reprint a Warrant. |:| 62':"? WEFFEﬂt EDFH&F GES MEI’t 51,9'["853 Gutstan
- - Ll G208 Warrant Garbage Serices $375.00 Outstan...
Reprlnt IS gOOd fOF EFT pay Stu bS (] 200 Warrant Ring Telephone Co. %261.25 Qutstan...
E' 6210 Warrant Schmaley Matural Gas Co. 704 .78 Outstan...
Reissue use th|s to produce a hew |:| 6211 Warrant Sparkly Electric $653.20 Qutstan...
L] 6213 Warrant Partz Supply $1.389.61 Qutstan...
warra nt O 10- Electron... Treasurer of State $876.00 Cleared
o O 11- Electron... Treaszurer of State $5.500.00 Cleared
ThIS IS helprI for d IOSt ChECk, By O 21- Electron... Good Teeth Dental Insurance $305.00 Cleared
I. k R . ,” t O 22 Electron... Great Insurance Company $11.230.29 Cleared
clic Ing eissue you ge d popup E' 5G- Electron... Good Teeth Dental Insurance $521.00 Cleared
Sta‘“ng th|s W|” V0|d the Old Check |:| 57- Electron... Great Insurance Company $11.755.29 Cleared
] 5a3- Electron... Great Insurance Company 5604.27 Cleared
and produce a new warrant for you O 5o Electron... Buy A Lot $212.22 Cleared
|:| 71- Electron... First Buckeye Bank $5,100.00 Cleared
If you pOStEd an EFT Wage you nEEd O 72 Electron... Completely Covered Insurance Co... $800.00 Cleared
O a87- Electron... Good Teeth Dental Insurance $521.00 Cleared
to Change to warrant — - _ e . .

Adjust Reallocate Reprint Reissue Woid Display Close
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To Adjust or Reallocate... that is the question

O Warrant pr Type Post Date Vendor / Payee Invoice # | Original Total = Status
— (] 6205 Warrant Buckeye Gas $265.78 Outstan...
(] 6206 Warrant Buckeye Village Water & Sewer $190.00 Outstan...
) 6207 Warrant Corner Gas Mart %1.908.63 Outstan...
(] s208 Warrant Garbage Services %£375.00 Outstan...
(] 6208 Warrant Ring Telephone Co. %$261.25 OQutstan...
(] 6210 Warrant Schmaley Matural Gas Co. 570478 Outstan...
(] 211 Warrant Sparkly Electric %$653.20 Outstan...
) 621 Warrant Parts Supply £1,289.61 OQutstan...
O 10 Electron. .. Treasurer of State $876.00 Cleared
O 11 Electron... Treasurer of State $5,500.00 Cleared
O 21 Electron. .. Good Teeth Dental Insurance $305.00 Cleared
O 22 Electron... Great Insurance Comparny %11.230.29 Cleared
O 56 Electron. .. Good Teeth Dental Insurance $521.00 Cleared
O 57 Electron... Great Insurance Comparny %11,755.29 Cleared
O 58 Electron. .. Great Insurance Company %604.27 Cleared
O 59 Electron... Buy A Lot %$212.22 Cleared
O Fat Electron. .. First Buckeye Bank %5,100.00 Cleared
O T2 Electron... Completely Covered Insurance Co... %800.00 Cleared
O 87 Electron. .. Good Teeth Dental Insurance $521.00 Cleared
1 - — — - = e e s -
Adjust Reallocate Reprirt Feissue Display Close

Efficient .
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.
Payment Adjustment - Changes Amount

Examples when to do a payment adjustment

Refund issued for prior payment, common with credit cards
(when between years, you have to add a receipt for the refund)

Adjust down to SO instead of void, for a cleared payment

To change the payment amount due to a typo or bank error
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Payment Adjustment - Changes Amount

&
Vendor Dates Payment
Vendor: Parts Supply Post: Type: Warrant
Address: 101 Cuttastate Circle Mumber: €033
Original Total: $1,245_44
Farfaraway WI 8382831 - Adjusted: £_00
Cument Total: $1,245 44
Import Purchase Order
Adjustments Additional |
Purpose: Partial refund 5495 _44 Date: v Adjustments: -545_44
Mote: Transaction adjustments dated afterthe  Revised Total: $1,200_00
"As of" date of a bank reconciliation will not be
applied to, nor listed on, the bank reconciliation.
Digtribution:  <<< ! Adjustments to existing lines must be entered directly on the existing lines ! >>>
Type PO/ BC # Account Code Account Name Cumrent Amount Adjustment Fhvﬂisedl
BC 26 21971-220-420-0000 Operating Supplies $1,249.44 -545.44 $1,200.00

{ ) ) ) ) ) ) ()
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Payment Reallocation - Changes Account

B Reallocate Payment = O X
Vendor Dates Payment
Wendor: Gravel Pit Post: Type: Warrant
Address: 1 Sandy Lane Mumber: 5331
Original Total; $1,200.00
Buckeye OH 44444 - Adjusted: s _00
Cumrent Total: $1,200.00
Import Purchase Order
Adjustments Additional |
Purpose: Date: e Adjustmenrts: -%1,200_.00
Revised Tatal: %.00
Distibution:  <<< | Adjustments to existing lines must be entered directly on the existing lines ! >>>
Type PO /BC # Account Code Account Name Cumrent Amount Adjustment Fhvﬂisadl
PO 65 2021-330-420-0000 Operating Supplies £1.200.00 -$1,200.00 5.00
(ec (as- )(1000-110-420-0000  )(0perating Supplies )( soo)(  1.200o00]( 5.00)
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.
Receipt Adjustments

Examples when to do a receipt adjustment

Produce a refund warrant from a receipt, not appropriations
NSF / Returned check that you’ve deposited as a receipt
Adjust down to SO instead of a void for a cleared receipt

To change the receipt amount due to a typo or bank error

Efficient . Effective . Transparent 35



Receipt Adjustiment / Refund Warrant

B Adjust Receipt = O e
Source Dates Receipt
Source: Neighbor Township Receipt: Type: Standard
Purpose: Fire Contract Deposit: MNumber: 43-
Post: Original Total: $8,500.00
Cleared: Adjusted: %_00
Deposit Ticket: 172 Curmrent Total: $8,500.00

Adjustments Refund ‘warrant |

Purpose: Produce a refund checkj from this receipt Date: ~ Adjustments: -58,500.00
Print a refund wamant (Refund Wamrant tab) Revised Total: $.00

] Reverse a refund wamant:

Feceipt Distibution:  <<< ! Adjustments to existing lines must be entered directly on the existing lines | >>>
Account Code Account Name Cument Amount Adjustment Revised Amount

2191-201-0000 Contracts for Fire Services $8,500.00 -5%8.500.00 $.00

( I J( ) I J(2)
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Refunds on Payments

Is your goal to put the money back into an appropriations account or
just to add the cash back to the funds total?

Receipts have different (Revenue) account codes than your payments
(Appropriations) so you can’t receipt money directly into an
appropriations account.

CASH BALANCE APPR@PRI&T[@NS

"ﬂ'}
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Refunds on Payments

If the payment was made in the current year you’ll adjust the original payment down
by the amount of the refund. This will act as a receipt, in the sense it increases your
cash balance by reducing a prior expenditure. This process will put the money right
back in the appropriations account it came from. It only works if the payment and
refund were made in the same year.

Accounting
Transactions Utilities Reports & Statements Maintenance

0RO

Est. Pimary; $1,548 695.59

Rank Reconciliation Utility Payment ity |X|
Checking Transier Utikty Trpe Al Post Tear Search: 2
und Balance Adjustment Litility St Al Mok cheared or voided in & prior yea For D) #3

nierfund Advance Ltility Warant / Paymert

nterfund Transfer Utiity “ Towm ) ost Date R Eawee EE | T S

nvestment Transfer Utility S92 Warrant Carner Gas Mart §3570.94 Cloared
ayment Utility 922 Warrant Garbage Senvices 5$375.00 Cleared
; 5823 Warrant Licn, Chestum & Billum 57.000.00 Clearad

Related Screens 5824 Warran i Ohio Fire Chief's Association S600.00 Cleared
oy 00 ACCoL 025 Warrant Ohio Township Assaciabon £500.00 Clearad
‘T .-u:_.‘.v ::H ) 5926 Warrant Ring Telephone Co 5261.25 Cloared
e _J 5827 Warrani Schmaley Mahral Gas Co. 5588.60 Clearad
ot Sona o se2e Warrant Sparkly Electric $658.07 Cleared
:]‘Fﬁ.ﬂu 0™ ss20 Warrant Treasurer of State $6.000,00 Cleared
FAQs z 5930 Warrant Tric EMS Dustrict $12.500.00 Cleared
P avmert Uty Screencast Tulonal 5831 Warrani Grawel Pit 51.200.00 Clearad
__ R 5632 Warsan Parts Supply £1,444 73 Claarad
o T Faplocate A Paane % S833 Warrant United States Postal Service $73.00 Cloared

I At 1| Restocate Repaini Revssue Wead Diaplay Coae
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Refunds on Payments

If the payment was made in a prior year than the refund issued you’ll have to add a receipt.
That would go into a revenue account in the same fund the payment was made from,
adding to the fund’s cash balance. This would not impact your appropriations by itself.

The increased cash in the fund would allow you to add supplemental appropriations
because it would raise the total resources, if you wish to do so.

YEAR | YEAR | YEAR | YEAR | YEAR | YEAR ‘ = i
2020 | 2021 | 2022 | 2023 | 2024 | 2025 Receipts | X

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

| Ad | Tw
PR NETE Y B Standard

uuuuuuuuuu

yyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyyy

...........................
szszszszsz

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee

Interest

.....................................................................................
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Interfund Advances vs Transfers

Systemn Message

Interfund advances are tempaorary loans between funds that
will ultimately be repaid- typically before the fiscal year ends.
Advances do not increase revenue or appropriation budgets,

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

If an advance cannot be repaid by the end of the fiscal year,
the governing board should consider passing a resolution to
appropriate for posting a permanent interfund transfer and
then void the original advance, before closing the year.

QK

Systern Message

Interfund transfers are used to permanently reallocate
money from one fund to another, as authorized by
Chio Revised Code Sections 5705.14 through 5705.16.

Money may be transferred from the General fund to any
other 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 allowed by Ohio Revised Code,

Since an interfund transfer will permanently change total
fund appropriations, an amended certificate of estimated
resources should also be obtained from the county auditor.

QK
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Interfund Advance Repayment

Accounting HEEIS

Transactions  Utilities Reports & Statements Maintenance

Bank Reconciliation

Crrrm e B¥ Post Interfund Advance = >
Interfund Advance Advance Type
Interfund Transfer () Initial Advance
Investment Transfer © Repaymert of Advance: | 3s v
Payments i) Repayment of Advance Mot Posted in System ﬂ
Positive Pay Detale
SUTEIEEE SO Amount: 35, 500 .00 |Post Date: -
Receipts Approval Approval Date: e
Requisitions Reason: Repayment
Reserve Balance Designation
From
Fund: 2021 Gasoline Tax

Account: | 2021-%20-920-0000 -- | (Appropriation)

To

Related Screens
Fund: 1000 General

Bevenue Accounts
Approprigtion Accounts Bl 00-541-0000

Interfund Advance Liility Accourt: M TR el

Interfund Advance Reports

Cash Reports

Fund Reports

Bevenue Repors

Appropriation Reports Post Close

FAQs
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Questions
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OHIO AUDITOR OF STATE
KEITH FABER

UAN Update - Payroll
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Ohio Police & Fire Pension Fund

New file requirements will be released

In version 2026.3 later this year.




Earnirys, Overtime, Leaves

Payroll
Transactions  Utilitie eports & Statements Maintenance
Addtional Informatic | Eamings and Leave. < |GG
Earnings and Leave Add l W
EFT Prenotes Status: Active v
EFT Setup
I Name Type
Email Editor _
Employees |:| Salary 1000 - Salary
Frequencies |:| Hn:rurl.'_l.r Wages 2000 - Hl:rurl.z.-' Wages
_ _ [l Overtime Wages 3000 - Overtime Wages
Skip Calendars Editor [] Emergency Call Overtime 3001 - Overtime Wages
W“hhoﬂi"gs ] Zoning Board Meetings 4000 - Per tem Wages
Withholdings Editor ] compTime 5000 - Leave and Comp Time
[ Heliday Leave 5001 - Leave and Comp Time
. [J Personal Leave 5002 - Leave and Comp Time
These are ]ust [ Sick Leave 5003 - Leave and Comp Time
] Vacation Leave 5004 - Leave and Comp Time
cX ample S ’ fOllOW yO ur [] Bereavement Leave 5005 - Leave and Comp Time
] Taxltem 7000 - Other Taxable ltems
entities POliCieS/needS |;| Non-Tax termn 8000 - Non-Taxable ltems
Il Vacation Payout Mon-Pens 5000 - Nen-Retirement ltems
for e ar nings E' Sick Leave Payout-Mon-Pens. G001 - NDn—H&t?rem ent ltems
|| Personal Leave Payout Mon-Pensz 002 - Mon-Retirement tems
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Earnings, Overtime, Leaves

Payroll

Transactions  Utilities Reports & Statements Maintenance

Additional Informatior | Eamings and Leave. || [

Earnings and Leave Add Type: All v
EFT Prenotes Status: Active w
EFT Setup _
_ _ I MHame Type
Email Editor -
Employees |:| Salary 1000 - Salary
. I | Houorle Wanes 2000 - Howrke Wanes
Frequencies _ _
) " Il Overtime Wages 3000 - Overtime Wages
Shilp Cah?"dars Editor [ Emergency Call Overtime 3001 - Overtime Wages
Wﬂhho”'"gs | Zoning Board Meetings 4000 - Per ltem Wages
Withholdings Editor Ll CompTime 5000 - Leave and Comp Time
] Holiday Leave 5007 - Leave and Comp Time
. [J Personal Leave 5002 - Leave and Comp Time
TheSC are ]USt [J Ssick Leave 5003 - Leave and Comp Time
] Vacation Leave 5004 - Leave and Comp Time
cX amples ’ fO]_lO W your [J Bereavement Leave 5005 - Leave and Comp Time
[ Tax ltem 7000 - Other Taxable ltems
[ ) (] [ ) (] —
entltles pollcles/needs ) MWen-Tax ltem 8000 - Non-Taxable ltems
I Vacation Payout Nen-Pens 2000 - Mon-Retirement ltems
fOr ear nings |;| Sick Leave Payout-Non-Pens. 5001 - NDn—H&tirem ent ltems
|| Perzonal Leave Payout Mon-Penz 3002 - Mon-Retirement ltems
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Earnings, Overtime, Leaves

B Edit Eamning or Leave = O
Eaming or Leave Withholdings Applied
MName: Tax Item tive Description
Type: 7000 Other Taxable Items B cCafeteria Plan
Process Group: | 100 Taxsble Earnings B Deferred Compensation (Mon-Roth)
OP&FPF Type: > B Federal Income Tax
- B Ohio Income Tax
B Local Tax
B School Tax

B rederal Supplemental Withholding
B OChic Supplemental Withholding
B Miscellaneous Withholding

® OPERS

B OPaFPF

B Medicare

B Social Security

These are just
examples, follow your
entities policies/needs
Edit Activate Deactivate Remove Display Cloze

for earnings
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Earnings, Overtime, Leaves

Transactions

Payroll
Utilities

These are just
examples, follow your
entities policies/needs

for earnings

0O ID Last Name First Name | Dveo T8% [ed T8¢ | tired 4 EFT | Time g2
@ eoltz Boltz Rusty A. 0 - 05/23/2025 HOH  Neo  Full  Active
O Buckeye B Buckeye Brutus 3 3 081712012 Married Yes Full Active
O Build Build Robert 2 2 02/071/2013 Married Yes Full Active
0 cCeased Ceased Barry D. 1] 0 02162007 Single fes Full Active
O Day S Day Sonny ] ] 061472072 Single fes Full Active
O Friendly S Friendly Steve 2 2 091412010 Married Yes Full Active
() HamerH Hamer Harry 1 1 070172074 Marred Mo Full Active
) HeroH Hero Henry, Jr 3 3 02152010 Married Yes Full Active
[ HeroHsr Hero Henry, Sr 2 2 092212001 Married ‘Yes Full Active
[ Jones.J Jones Jerry 1 1 08/24/2008 Single fes Part Active
[ Lands Lands Harold 1 1 02/01/2073 Single fes Full Active
O Parta Part Art 1 1 10M11/2012 Single Yes Part  Active
[ PermitP Permit Perry 1 1 06/07I2008 Married Yes Full Active
) smithJ Smith John 1 1 08/08/12077 Single fes Part Active
O Trusty C Trusty Carey 2 2 010120010 Married Yes Full Active
O Trusty L Trusty Larry 2 2 01/01/2012 Married Yes Full Active
O Trusty S Trusty Sherry 1 1 01/071/2070 Single fes Full Active
Edit Activat
Guided —’ g Deactivate Remaove Display Close
Arhranrad
;-
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Earnings, Overtime, Leaves

B Edit Employee = O >
Employee Pay Status s )
Mame: Busty Rllen Boltz Boltz ?'&’Dtiv_e | i |

First Middle Last Suffic D (U Inactive "
Information | EFT/Additional Info Earnings | Overtimes | Mon-Cash |  Leaves | \ithholdings |
Add Active w "Edited" items (i any ) have changed since their last use on a wage.
[] | Type Description Frequency Position Pay Rate Account Status Edited
m 2000 Hourly Wages Bi-Weekly Maintenance $14.70 2021-330-190-0000 Active Mo

2171-610-190-0000

These are just Edit Activate Deactivate Remave Display
examples, follow your

entities policies/needs [ 4 el b Save Close

for earnings
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Earnings, Overtime, Leaves

Payroll

Transactions  Utilities Reports & Statements Maintenance

EFT [ xl] waoes [/ |
wages e A -

Withholding Payments Batch: (notposteq) TEL: All w
(] | Wage # Type Employee ID Last Name
B Add Wages = O >

Wage Type: Warrant / EFT Regular Wages Posting Year: 2026

Departments Frequencies Pay period advance method is set in: Payroll > Maintenance » Freguencies
I:I Department ] Frequency Type Start Date End Date -+
[l Administration B Bi-Weekly Bi-Weekly 03M4/2026 032712026 - +
(] Fire & EMS

B Maintenance

Employee Eamings Eamings on batch wages ( saved but not posted ) will not appear below.

] Employee ID Employee Name Position Department Eaming Description Account Code

] Boltz Boltz. Rusty Allen

These are just

+- [

Maintenance Maintenance Hourly Wages
examples, follow your

entities policies/needs
for earnings
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Earnings, Overtime, Leaves

B Edit Employee = O >
Employee Pay Status s )
Mame: Busty Rllen Boltz Boltz ?'&’Dtiv_e | i |

First Middle Last Suffic D (U Inactive "
Information | EFT/Additional Info | Earnings | Overtimes | Mon-Cash |  Leaves | \ithholdings |
Add Status: Active w "Edited" items (i any ) have changed since their last use on a wage.
[] | Type Description Frequency Position Pay Rate Account Status Edited
m 2000 Hourly Wages Bi-Weekly Maintenance $14.70 2021-330-190-0000 Active Mo

2171-610-190-0000

These are just Edit Activate Deactivate Remave Display
examples, follow your

entities policies/needs [ 4 el b Save Close

for earnings
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Earnings, Overtime, Leaves

Before Adding a New Earning

Do you know the basics? Position Name, Department, Earning
Type, Frequency, Pay Rate

Does this employee/earning qualify for overtime?

Does this employee/earning get any non-cash benefits?

What leaves apply to this employee/earning?

What withholdings should be added to this earning?

What account codes will this earning use?

If yes to any of the above, are these items already created and
added to the employee record?
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Earnings, Overtime, Leaves

E Edit Employee - D
Employee Pay Status 2 ~
Name: Rusty Zllen Boltez Boltz Qﬁmivg ‘ ' |

First Middle Last Suffic 1D O Inactive "
Information | EFT/Additional Info |  Earnings Overtimes Mon-Cash |  leaves | Withholdings |
Add Status: Active e "Edited" tems (if any ) have changed since their last use on a wage.
(] | Type Description Ovwvertime Base Rate OT Rate Account Status Edited
M 3000 Overtime Wages Cwertime Wages 51470 150 2021-330-190-0000 Active MNo

- 2171-610-190-0000

These are just
Edit Activate Deactivate Remave Display

examples, follow your

entities policies/needs
for earnings

4 4 1 of1 | F Save Close
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Earnings, Overtime, Leaves

B® Edit Employee Overtime — O
Employee Cwvertime Status '3 ~
Name: Rusty Allen Boltz Boltz QMWF | @ |

First Middle Last Sufix 1D Olnactive e
Cvertime Pay
Civertime: Overtime Wages g Base Rate: s14_70 | perhour O/T Pay: 522 _05
Type: 2000 Overtime Wages D: Typical Hours: _po | per pay period
Description:  Overtime Wages z I overtime varies each pay. enter 0 typical hours.

Details Earmings ‘withholdings | Appropnation Accounts |
Select one houry or salary employee eaming below that, when paid, may include this employee overtime - To deselect, double click the selected row
Type Description Frequency Position Pay Rate Account Status
Existing Ear ning © 2000 Hourly Wages Bi-Weekly Maintenance $14.70 Multiple Active

These are just
|L Go to the Edit Employee form to add or edit employee eamings.

examples, follow your
entities policies/needs {4 Tofl v v Save Close

for earnings
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Earnings, Overtime, Leaves

B Edit Employee = O
Employee Pay Status a )
Mame: Busty Rllen Boltz Boltz Qmw_e | i |
First Middle Last S () Inactive -
Information | EFT/Additional Info |  Earnings | Overimes |  Non-Cash Lesves Withholdings |
Add Status: Active v "Edited” tems (i any ) have changed since their last use on a wage.
] | Type Description Leave Maximum Pay Rate Account Status Edited
) 5000 CompTime Comp Time 25.00 $14.70 2021-330-190-0000 Active MNo
- 2171-610-190-0000
' 5001 Holiday Leave Holiday Leave $14.70 2021-330-190-0000 Active MNo
- 2171-610-190-0000
' 5002 Perscnal Leave Perzonal Leave $1470 2021-330-190-0000 Active Mo
- 2171-610-190-0000
M 5003 Sick Leave Sick Leave 500.00 $14.70 2021-330-190-0000 Active Mo
- 2171-610-190-0000
' 5004 Vacation Leave Yacation Leave $14.70 2021-330-190-0000 Active Mo
- 2171-610-190-0000
These are just Edit Activate Deactivate Remove Display
examples, follow your
entities policies/needs H 4 101 ¥ W Save Close
for leaves
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Earnings, Overtime, Leaves

B EditEm ployes

= O *
Employee Pay Status ‘a '\
Mame: Busty Allen Boltz Boltz ?Mi\‘r_e | i |
First Middle Last Suffix 1D () Inactive "
Information | EFT/Additional Info |  Earnings | Overtimes | | Leaves | withholdings |
Add Status: Active e "Edited" items {if any ) have changed since their last use on a wage.
]| Type Description Non-Cash Benefit Pay Rate Attached ID Status Edited
() 9800 Mon-Cash Benefit MNon-Cash Benefit $100.00 1 Active Mo
These are just Edit Activate Deactivate Remave Digplay
examples, follow your
entities policies/needs 4 4 1ef1 b b Save Close
for earnings
Efficient . Effective . Transparent
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Earnings, Overtime, Leaves

| B Edit Employee = O >
Employee Pay Status 3 )
Mame: Busty Allen Boltz Bolts gﬂctiv.e | i |
First Middle Last Suffix 1D (Jlnactive -—_
Information | EFT/Additional Info | Eamings | Ovetimes | MNon-Cash |  Leaves
i Add Status: Active R "Edited” items (if any } have changed since their last use on a wage.
| (]| Type Description Withholding Skips Value Employer / Finge Status Edited
| EO0 thio Income Tax Ohio Income Tax Mo Table Active Mo
DOoo ederal Income Tax Federal Income Tax Mo Table Active Mo
[ poz flledicare Medicare *R Mo Go  aooo-ao-2 13- Active Mo
O Poo JIPERS-Gowt OPERS-Govt*R Mo . % ooomoo-2T1T-kxxx Active MNo
H20 iupp. State Withholding Supp. State Withhol... MNo $10.00 Active Mo
H10 iupp. Federal Withhalding Supp. Federal Withh... No Mo
— ‘XZ b
] Goo Vest School Income Tax West School Incom... Mo hat are these X S?? Mo
[ Boo leferred Compensation M... Deferred Compensa... No 20 [0 Active Ma
O koo Jental Insurance Dental Insurance Mo %3750 Active Mo
O koo lealth Insurance Health Insurance Mo $3750 Active Mo
These are iUSt * R = Regular, SR = Salary Reduction, FB = Fringe Benefit, MX = Misture Edit Activate Deactivate Remove Display
examples, follow your
entities policies/needs AR Save Close

for withholdings
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Earnings, Overtime, Leaves

B Edit Emp oyee Withhelding = (]
Employee Withholding ‘a )
Name: Rusty Rllen Boltz Boltz gMi“'F ‘ % |

First Middle Last Suffix 1D (U Inactive Al
Withholding
: —_— = = << MOTE == Most withholdings are not calculated on total gross eamings.
N JFERS ‘ﬁ For example, local, school, and other taxes are reduced by cafeteria plans.
Type: P00 OPERS
Many factors can affect withholding calculations, so UAN may appear not g

Description: QPERS-Govt to withhold exactly the percentages entered below. For details, click here:

Appropriation Accounts (Employer Share) | Appropriation Accounts (Fringe Benefif) | Skip Deductions |

Details | Earnings
Account Split Method ﬁ The employer share of this withholding (i any ) is paid from the appropriation accounts below
(3 No Spit {one only) Appropriation Account Account Mame

() Percentage

O Object: | 211 -~

When "Object"” is selected,
the employer share will be
proportionally allocated to
account codes formed by
substituting the object code
selected above into each
account code used to pay the
attached employes eamings.

The accounts charged and
the amounts allocated wil
be generated automatically

on each particular wage.
Examples using the attached UAN Support cannot suggest which fund or account to use for a particular purpose.

These are ]uSt eamings will appear at right.
examples, follow your

entities policies/needs {4 Tofl bl Save Close

for withholdings
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.
Earnings, Overtime, Leaves

B Edit Emplayes Earning = O Lt
Employee Eaming Status r 3
Name: Rusty Rllen Boltz Boltz g’f"dive $

First Middle Last Suffix 1D (L Inactive )
Position Pay
Name: Maintenance - Select existing Eaming: Hourly Wages 9
Type: Other w arenterne. Type: 2000 Hourly Wages
Departtment : Maintenance

Classification: W h i .f w D-
B Unemployment Eligi q d o I d o I our 1
° y hay period
Dot | G | WoniCas there isn’'t an
Select employee overtimes below tha

- option to attach =
overtime?

These are just
examples, follow your

.L Go to the Edit Employee form to add ar edit employee overtimes.

entities policies/needs H 4 10f1 b v Save Close

for earnings
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Earnings, Overtime, Leaves

E Edit Employee - D
Employee Pay Status 2 ~
Name: Rusty Zllen Boltez Boltz Qﬁmivg ‘ ' |

First Middle Last Suffic 1D O Inactive "
Information | EFT/Additional Info |  Earnings Overtimes Mon-Cash |  leaves | Withholdings |
Add Status: Active e "Edited" tems (if any ) have changed since their last use on a wage.
(] | Type Description Ovwvertime Base Rate OT Rate Account Status Edited
M 3000 Overtime Wages Cwertime Wages 51470 150 2021-330-190-0000 Active MNo

- 2171-610-190-0000

These are just
Edit Activate Deactivate Remave Display

examples, follow your

entities policies/needs
for earnings

4 4 1 of1 | F Save Close
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.
Earnings, Overtime, Leaves

B Edit Employee Earning = O >
Employee Eaming Status s ™
Mame: Busty RZllen Bolts Boltz g.ﬂc’tiv.e | $ |

First Middle Last Suffix 1D ® s S
Position Pay
Mame: Maintenance w Select existing Eaming: Hourly Wages ‘ﬂ
Type: Other ¥ oreniernEn. Type: 2000 Hourly Wages
Department: Maintenance " Description: Hourly Wages
Classification: Appointed Blected Hire:d Frequency: Bi-Weekly e D-
B8 Unemployment Eligble  { Reportable to ODJFS ) Pay Rate: 514 _70  perhour [
Typical Hours: 20_00  Perpay perod
Details | Overtime | Leaves | withholdings | Accounts |
Select employee nonw__.. __ .. that may be included when paying this employee eaming
B  Type Description Mon-Cash Benefit Attached ID | Pay Rate MNen-Cash 1D Status
® 9200 Non-Cash Benefit Mon-Cash Benefit 1 $100.00 8 Active

These are just
examples, follow your

|L Go to the Edit Employee form to add or edit employee non-cash benefits.

entities policies/needs [H 4 1ef1 b b Save Close
for earnings

Efficient . Effective . Transparent 61



Earnings, Overtime, Leaves

B Edit Employee Eaming = O >
Employee Eaming Status ‘a )
Mame: Busty Allen Bolts Bolts ?mw_e | $ |

First Middle Last Suffic D () Inactive )
Position Pay
Mame: Maintenance " Select existing Eaming: Hourly Wages ﬂ
or enter new.

Type: Other - Type: 2000 Hourly Wages
Department: Maintenance o Description: Hourly Wages
Classffication: Appoirted Blected Hired Frequency: Bi-Weekly v -

@ Unemployment Higible | Reportable to ODJFS ) Pay Rate: £14_70  perhour 1

Typical Hours: 20.00 | perpay period

Details | Overtimes | Mon-Cas | |

i| Withholdings | Accounts |

Select employee leaves below that ey we werwew w0 used/paid when paying this employee eaming

B | Type Description Leave WH Eaming Pay Rate Account Status
B sooo Comp Time Comp Time 1 51470 Multiple Active
B s Holiday Leave Holiday Leave 1 $14.70 Multiple Active
B 5002 Personal Leave Personal Leave 1 $14.70 Multiple Active
B 5003 Sick Leave Sick Leave 1 $1470 Multiple Active
B 5004 Vacation Leave Vacation Leave 1 51470 Multiple Active
These are just
Il, Go to the Edit Employee form to add or edit employee leaves.

examples, follow your

entities policies/needs 4 4 1of1 » B Save Close
for earnings
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Earnings, Overtime, Leaves

B Edit Emp oyee Earning _ O
Employee Eaming Status s
Mame: RBusty Rllen Boltz Boltz ?Aﬂtiv_ﬂ | $ |
First Middle Last Suffix 1D ® s .
Position Pay
Mame: Maintenance s Select existing Eaming: Hourly Wages @
Type: Other v Srefernen. Type: 2000 Hourly Wages
Department : Maintenance I Description: Hourly Wages
Classification: Appointed Elected Hired Frequency: Bi-Weekly v -
B Unemployment Higible | Reportable to ODJFS ) Pay Rate: $14_70 | perhour |
Typical Hours: g0_o0 | perpay period
Details | Overtimes | Non-Cash | Leaves = Withholdings | Accounts |
Select employee withholdings below to deduct from this employee eaming
B  Type Description Withholding Skips Value Employer / Fringe Status
EO0  Ohio Income Tax Ohio Income Tax No Table Active
D00  Federal Income Tax Federal Income Tax No Table Active
B P02 Medicare Medicare No 1.450%  xxwx-mxx-213-x0xx Active
@ Po0 OPERS-Gowt OPERS-Gowt Mo 10.000%  xoox-xoxx-217-0mx Active
H20  Supp. State Withholding Supp. State Withholding No $10.00 Active
H10  Supp. Federal Withholding  Supp. Federal Withholding MNo $20.00 Active
GO0  West School Income Tax West School Income Tax No 0.500% Active
B B00 Deferred Compensation No... Deferred Compensation Mo... No $25.00 Active
B koo Dental Insurance Dental Insurance No $3750 Active
B KOD Health Insurance Health Insurance No $37.50 Active
These are just
examples, fOHOW your |L Go to the Edit Employee form to add or edit employee withholdings.
entities policies/needs {4 1okl v vl Save Close

for earnings
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Earnings, Overtime, Leaves

B Edit Employee Eamning System Message = O
Employee ] Status s ~
Mame: Rusty Ma Split :zre | $ |

First » The earning will be paid from 1 appropriation account. [ e
Position
Manual =
M : i
e Haiavenance » The earning will be paid from multiple appropriation ﬁ
Type: Other accounts, but their distribution will be entered when
Department: | Maintenance paying wages. If this setting is selected for an Hourly
S (23000 or Per ltem (4o earning, Typical Hours / ltems
. is disabled and set to 0,00 “ D
B Unemployment B 1
Percentage
. = | e » The earning will be paid from multiple appropriation
Details | Over ~ g accounts, distributed according to the percentages
Account Split Methe | @ n entered. Percentages entered for the selected accounts
) Mo Split fone o ) must total 100, Amounts can still be modified as needed Hours
. when paying wages.
() Manual 60.00 x
() Percent
— TEreEage Hours o . . L 2000 x
© Hours » The earning will be paid from multiple appropriation
accounts, distributed according to the hours entered.
If this setting is selected, Typical Hours is disabled and
set to the total of the hours entered for the selected
appropriation accounts, Hours can still be modified as
needed when paying wages. This option is available
only for Hourly (2:00 and Overtime (300 earnings.
o Although the Manual, Percentage, and Howurs split methods
do not force the selection of multiple appropriation accounts, —_— ]
| the Mo Split option provides the most flexibility of setup for l
These are ]'ust ' paying from 1 account. 2o 000
examples, follow your
entities policies/needs H 4 [1efl » #l oK - Close

for earnings
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Earnings, Overtime, Leaves
Budget | mventory | Generat |

Transactions  Utilities Maintenance

Reports & Statements

Type

Salary

Hourly Wages

Cwvertime Wages
Emergency Call Overtime
Zoning Board Meetings
Comp Time

Holiday Leave

Personal Leave

Sick Leave

Vacation Leave
Bereavement Leave

Tax Itemn

Mon-Tax ltem

‘Yacation Payout Mon-Pens

Sick Leave Payout-Mon-Pens.

O000000000000000) O

Personal Leave Payout Non-Pens

1000 - Salary

2000 - Hourly Wages

3000 - Overtime Wages

3001 - Overtime Wages

4000 - Per tem Wages

5000 - Leave and Comp Time
5007 - Leave and Comp Time
5002 - Leave and Comp Time
5003 - Leave and Comp Time
5004 - Leave and Comp Time
5005 - Leave and Comp Time
7000 - Other Taxable ltems
2000 - Mon-Taxable ltems
8000 - Non-Retirement [tems
G007 - Mon-Retirement ltems
8002 - Non-Retirement ltems
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These are just

examples, follow your
entities policies/needs
for earnings

Earnings, Overtime, Leaves

Transactions

Utilities

Reports & Statements

Add Employee

Maintenance

Pay Status: | Active

‘ Last Name
Bolz
Buckeye
Buile
Cea: B¥ Edit Employes - a X
Day
Eriel Employee Pay St.atus
Ham Name:  Rusty Allen Boltz Boltz gm"’_e
ctive
Herg === e == e =
Herd Information | EFT/Additional Info |  Eamings | Overtimes | Non-Cash Leaves | ‘withholdings |
Jone  aggress Uhio |1-8 Form
Lang line 1: 2 Wallaby Way Exemptions: () Exempt g
F'art| Line 2: Additional §: perwage
Peg City: Buck: State: oH ZIP: 44444
Smit ,— -l e Federal W-4 Fom
Trusi B Seijlest W-4 Version: ()2019 or Prior €2020 or Later
T”“{ W-4 Rate: (") Single or Filing Sep. (SIMFS)
Trusi (_)Married Filing Jointly (MFJ)
Other Phone © Head of Household (HOH)
S5N: Home: ({ ) -
Hired: | 05/2372025 ~ Cell: ( ) - B Muttiple Jobs
Birth: Emergency: { ) - Adjustments: [ Exempt 'ﬁ'
Contact: Description | Amount | =
Sex: O Male O Female [ — Dependents § $0.00
. Other Income: $0.00
Status: @ Full Time () Part Time OPERS Member Date: | 0s/24/2025 .
Track Deductions $0.00
Hrs By: © Pay Period () Day OP&FPF Member Date: I Additional per wage $20.00
OPRFPF Hours Base (7] v
S et Sve | Come

Efficient .
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Earnings, Overtime, Leaves

Transactions  Utilities Reports & Statements Maintenance

Enn'm@

Add Employee Py Status: |Ac1ive w |
O ‘ D ‘ Last Name
8 eoiz Boltz
O Buckeye B Buckeye
O Buid Bui
0 Ceased Ce: B Edit Employes Eaming — [m] X
O Day 5 Day
O Friendys Frieg  Employee Eaming Status
) HamerH Han  Name: Busty Allen Boltz Boltz oAI:‘hV.E
O HeoH o First Viddle Last Suffix 1D Onactive
[J HeroHSr Her Posttion Fay )
[ Jonesd Jong  Mame: | Maintenance ~ | — Select existing Eaming: | Hourly Wages | ﬁ
or enter new.
O Lands Lamnt  Type: | Other v | Type: 2000 Hourly Wages
Part Department: | Maintenance ~ | Description: Hourly Wages
Perr Classification: Appointed Elected Hired Frequency: | EBi-Weekly v | D
Smi
T'"' @ Unemployment Bigible  ( Reportasle to ODJFS ) Pay Rate: s14.70 perhour 1
rus —
Tre Typical Hours: s0.00  Perpay perod
2 Details | Overtimes | Non-Cash | Leaves | Withholdings | Accounts |
T
Pay Changes QOP&FPF
Last Raise: Pick-up: For code assistance contact OP&FPF
Resalution: Frequency: | ~
Dates Leave of Absence

Probation End: w Date: w
Teminated: w Hours: _00

These are just

examples, follow your

entities policies/needs (W4 e e o Save Close

for earnings
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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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Earnings, Overtime, Leaves

Transactions  Utilities Reports & Statements Maintenance

Employees lz‘
Add Employee ~ Pay Status: | Active ~ |
] D Last Name
O Buckeye B Buckeye
O Build Buile
0 Ceased Cea: B¥ Edit Employes - a X
O Day 5 Day
O Friendly Frief  Empioyes e
) HamerH Ham Name:  Rusty Allen Boltz Boltz o.ﬂc‘hve
- Lo = Midde Lot Suffe 1D O Inactive
O HeroHSr Herd Information | EFT/Additional Info | ~ Eomings | Overtimes | MNonCash ' * N !
O JonesJ Jone Address Ohio |T-4 Form
O Lands Lang line 1: 42 Wallaby Way Exemptions: £ [ Exempt @
O Parta Part L L
Line 2: Additional §: per wage
U permitp e City: Buck: State: oH ZIP: 44444
O smithJ Smit S L Nt i Faderal W-4 Form
O TrusyC o | EE Send Test W-4 Version: (2019 or Prior €)2020 or Later
O TrustyL Trusf SRt e e S )
(] Trusty 8 Trus (_)Married Filing Jointly (MFJ)
L Phone © Head of Household (HOH)
S5N: Home: ({ ) -
Hired: | 05/2372025 ~ Cell: ( ) - B Muttiple Jobs
Birth: Emergency: { ) - Adjustments: [ Exempt g
Contact: Description | Amount | =
Dependents 0.00
Sex: O Male () Female State Retirement pel 5 8
Other Income: $0.00
Status: @PFull Time ()PartTime  OPERS Member Date: -
Track : ) Deductions $0.00
Hrs By: © Pay Period () Day OP&FPF Member Date: Additional per wage $20.00
OPA&FPF Hours Base: - L
W et Swe | Gl
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T4
Rev. 5/07

ion Certificate
0 's Wi ding Exempti
Department f Employee’s Withholding

Ta)(aﬁon cnrial Security numbel' 

Ohio

I
Information | EFT/Additional Info | Earmings |  Overtimes |  MonCash |  Lleaves | Withholdings |
Add Status: Active o "Edited” tems ( if any ) have changed since their last use on a wage.
[] Type Description Withholding Skips Value Employer / Finge Status Edited
EO0  Ohio Income Tax Chio Income Tax MNo Table Active Mo
D00  Federal Income Tax Federal Income Tax Mo Table Active No
[1 P02 Medicare Medicare *R Mo 1.450% 1000-170-213-0000 Active Mo
[1 P01  oOP& i P R Lt MO
< H20  Supp. State Withholding Supp. State Withhol... Mo 55.00 Active Mo
——tll0 Supp. Federal Withholding  Supp. Federal Withh... Mo 57500 Active M
[] FOO  Income Tax-West Jenerson —THeoT - Tar=rres et e Active Mo
[] Go0 Jefferson LSD Jefferson L3D MNo 1.000% Active Mo
[l A00 Dental Insurance Dental Insurance Mo $10.86 Active Mo —
[ AD0  Health Insurance Health Insurance MNo $61.63 Active MNo
[ ao0  vision Insurance Vision Insurance MNo $2.45 Active MNo |
[] BOO Deferred Com pensation Deferred Compensa... Mo $50.00 Active [
[l KOO Colonial-After Tax Colonial-After Tax Mo $10.84 Active Mo
[] Koo Life Insurance Life Insurance No $0.47 Active Mo |
* R = Regular, SR = Salary Reduction, FB = Fringe Benefit, MX = Mixture Edit Activate Deactivate Remaove Diisplay B
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Bonus Pay or Leave Payouts

It’s a multi-step process!

" Important questions to answer

ahead of time:

1. Isit pensionable?

2. Do the higher Federal & Ohio
tax rates apply?
(22%0 Fed, 2.75% Ohio)

UAN Support cannot answer either of these
questions!

Efficient

Effective

Transparent

71



Bonus Pay or Leave Payouts

waces [x| [N
Type: All |

Add
Warrant/ EFT  » Regular Wages i
Manual > Leave Payout
Conversion Bonus

Final Pay

Retro Pay
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B Add Wages

= O >
Wage Type: Warrant / EFT Leave Payout Posting Year: z0z2e Employees missing in the grid below? Click here: ﬂ
Departments Frequencies Pay period advance method is set in: Fayroll = Maintenance > Frequencies
] Department .} Frequency Type Start Date End Date - |+
(] Administration e Bi-Weekly Bi-Weekly 212812026 0313120 - |+
(] Cemetery
B Fire&EMS
(] Maintenance

Employee Eamings gtch wages ( gave ed ) will not appear below.
] Employee ID Employee Name iti Department Account Code

/] Hero H Hero, Henry, Jr. Fire & EMS 2191-220-190-0000

It Non-Pensionable, then you must use an Earning Type:
‘Non-Retirement Item’ (range 9000-9299)

ﬁ B ‘pply supplemental-pay tax rates: Fed 22.0 % Ohio 2.8 %
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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
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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 errofts.

Systern Message

Femember to verify the pay period dates for the new wages.
These dates are critical for withholding rates and reporting.

If desired, this Pay Period Eeminder may be disabled at:

General > Maintenance > User Preferences (Wages tab)

OE
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Post Date vs Pay Period End Date

Post Date — The pay day established by the board; the day the
wage 1s 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.

Efficient . Effective . Transparent 76



Post Date vs Pay Period End Date

State Retirement

Uses the
Pay Period

Uses the

Post Date

to establish
liability

End Date
to establish
liability
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Pay Period Adjustment

* Incorrect pay
periods have no
effect on taxes.

* If you use the ski
deductions calendar, Payroll > Utility > Pay Period Adjustment
you may need to
review pay periods.

* Incorrect pay
periods always
atfect State
Retirement.
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Pay Period Adjustment

B Post Pay Period Adjustment

= | X

Wage Status Mamow Selection By Select Recorded Pay Period Change Pay Perod To
0O Posted Post Date: Bi1l - () By Start: | 12/20/2025 |- Start:

Batch Frequency: B1l e O By End: 01/02/2026 - End:
Wages
CALUTION : Select carefully. Some wages below may have been recorded comectly, possibly during an earier payroll cycle.
[ ] | Payment # Post Date Start Date End Date Employee 1D Last Name RHrst Name
O 6234 1162026  12/20i2025 01/02/2026 Boltz Boltz Rusty A
O 10-2026 162026 1222002025 01/02/2026 Ceased Ceased Barry D.
O 11-2026 1162026 1272012025 01/02/2026 Day S Day Sonny
O 12-2026 162026 1222002025 01/02/2026 Friendly S Friendly Steve
O 13-2026 1162026 1272012025 01/02/2026 HeroH Hero Henry, Jr.
O 14-2026 162026 1222002025 01/02/2026 Hero H Sr Hero Henry, Sr.
O 6235 1162026 1272012025 01/02/2026 PartA Part Art
O 15-2026 162026 1222002025 01/02/2026 Permit P Permit Perry
] 6236 J2002026 122002025 01/02/2026 Boltz Boltz Rusty A
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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

Transactions eports & Statements Maintenance

h: (notpos Regular - Warrant
Ll B:  wegmrTITeTTITOR

Regular - Electronic

State Retirement - Warrant
T

State Retirement - Electronic

Efficient . Effective . Transparent
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Unpaid Withholdings

Mote: At least one state retirement withholding is still unpaid
{in Payroll) from a pay period end date older than 2 months.

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

Refer to the LAM Manual or contact UAN Support for help.

O
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Unpaid Withholdings

Accou“ti“g Payro" Bndnat Trramémer

Transactions™ ™ CUNaes™ | Reports & Statements | Maintenance

Withholding Summany v

Original Post Date e

O Month: [ | O Selected Period: (85x11)
O O[] st © Lo

5% 14)
0 e o

Orientation
() Portrait
(Tally

Paper | Filters | Sorting | Options | Departments |

L=,
LA

o LH‘IdSCﬂ)& UAN

(Wide)

Withholding Name

COhic Income Tax

Federal Income Tax
Medicare

Social Security
OPERS-Gowt

OP&FPF-Fire

Supp. State Withholding
Supp. Federal Withhaolding
Buckeye Village Income Tax
Little Village Income Tax
East School Income Tax
West School Income Tax
Deferred Compensation Mon-Roth

Dental Insurance

Health Insurance

0000000000000 0oOo0|o

Life Ingurance




Unpaid Withholdings

Withholding Summary - Unpaid

Prior Year

Withholding Descripton

Federal Income Tax

Medicars

Medicare Employer Share

Socisl Security

Socisl Securnty Employer Share .

OPERS-Govt Regular . 1,101.75
OPER5S-Govt Employer Shars . 1,542 45
OPEFPF-Fire Regular . 1,773.33
OPE&FFF-Fire Employer Share . 347438
Supp. State Withholding . 125.00
Supp. Federal Withholding . 28500
Buckeye Village Income Tax . 30073
Little Village Income Tax . 38.30
East School Income Tax . 24824
West School Income Tax . 16.57
Deferred Compensation Non-Roth . 15:0. 00
Dentsl Insurance . 305.05
Heslth Insurancs . 1,381,977
Life Insurancs . 140. 00

5158, 723,32
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OPERS Rounding Explained

Semi-Monthly UAN adds OPERS
Calculation 2 Semi-Monthly Calculates
Monthly

Gross Salary $1,000.25

Employer Share 14% e
Rate .§5esC

Employer Share §140.04 -

$ 85



OPERS Rounding in UAN

OH||43215 |-

() Year

&
romer Account. | Empil Acco | Additional |
Post Date: - Type: [State Retirement - Electromic Mumber: l:l Total: $2,922.60 E unt mp wer untE Itlﬂrﬂ
Payee Pay Period End Date Range
Payee: Ohio Dublic Employees Retirement System v Year: v Selected Period may cross years ' I P I Dd E
Location: WH Payment Rddress ~ ﬂnm E a
Payment |m:t:n: Payments & Compliance | ® Month: | January w O Sal== L
History
|2.TT E. Town Street | O Quarter: s ouart: v 'I
|C01umbus |E215|- O Year End: -
Wages | Credits | Employee ADDDL4 “ Employer A ditional | 1
Payment # Employee Name Post Date Start Date End Date Withholding
25 Ceased, Barry D 011720 12/21/20 01/03/20 $297.60
26- Crank, Carl 011720 12/21/20 01/03/20 $273.60
28 Friendly, Steve 011720 12/21/20 01/03/20 $369.60
31- Permit, Perry 011720 12/21/20 01/03/20 $356.04
33 Ceased, Barry D 01/31/20 01/04/20 0117120 $307.20
34- Crank, Carl 01/31/20 01/04/20 0117120 $320.16
36- Friendly, Steve 01/31/20 01/04/20 0117120 $379.20
39 Permit, Perry 01/31/20 01/04/20 0117120 $340.80
41- Crank, Carl 03/07/20 01/04/20 0117120 $278.40
Employer share amounts can be adjusted to comect rounding variances on the Employer Accounts tab. 9 Withholdings: £2,822 €0
[] Remember Dates Save Close

urtil form closes.
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OPERS Rounding in UAN

| Credits | Employee Accounts =  Employer Accounts | Additional |

it Code Account Name Amount Adjustment Revised

-211-0000 Ohio Public Emplovees Retirement System - Townhalls, M. $98.63 $0.00 $958.63
211-0000 OChio Public Employees Retirement System - Zoning - Gen... $44.03 %$0.00 $44.03
-211-0000 Ohio Public Employees Retirement System - Highways - G... $880.46 $0.00 %$880.46
211-0000 Chio Public Employees Retirement System - Cemeteries - . $462.00 %0.00 $462.00
-211-0000 Ohio Public Employvees Retirement System - Parks and Re... $219.73 %0.00 $219.73
hould only be entered to comect rounding varances. Adjustments: &_00 Employer: $1,704 .85

[ ] Remember Dates

until form closes. Save Close
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OPERS Rounding in UAN

| Credits | Employee Accounts  Employer Accounts | Additional |

t Code Account Name Amount Adjustment Revised

-211-0000 Chio Public Employees Retirement System - Townhalls, M... %9863 $0.00 $98.63
-211-0000 Ohio Public Employees Retirement System - Zoning - Gen... $44.03 %$0.00 $44.03
-211-0000 Chio Public Employees 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 Chio Public Employees Retirement System - Parks and Re... $219.73 %0.00 $219.73
1ould only be entered to comect rounding varances. Adjustments: -5 _01 Employer: $1,704_85

[ ] Remember Dates

until form closes. Save Close
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Solution Demo Available Online
(8 Minutes)

®Y Uniform Accounting Network X +

& C {3 @& uanlinkohicauditor.gov

UNIFORM
ACCOUNTING SOFTWARE +~ HARDWARE ~  TRAINING ~ RESOURCES ~
NETWORK

Housekeeping

* Whatis the Difference Between the Post Date andM
e Apply OPERS Credits for Rounding Variances

¢ Correct the Pay Period on Batch or Posted Wages

¢ Manage Outstanding Wage or Withholding Payments (current and prior year)

¢ Evaluate Unpaid Withholdings

¢ Proper Use of the Unpaid Withholding Clear Utility
¢ Managing Withholding Overpayment Credits

Payroll Electronic Funds Transfer (EFT)

¢ Payroll EFT Handbook
e Plav All EFT Videos
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Elected Pay Rate

* Compare your 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!

f

- a9 -

i
i \ :

-

™

* 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.
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FRAUD ALERT

e UAN continues to see cases of EFT Fraud
e What is EFT Fraud?

* The fiscal officer recetves 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 recetve 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

AUDITS LOCAL GOVERNMENT OPEN GOVERNML 1T TRAININGS RESC JRCES CONTACT US ABOUT NEWSROOM Q Search Audits ’ eservices Login
LOCAL GOVERNMENT  New Fiscal Officers Reference Materials Fi List of Traininas Fiscal Distress UAN Hinkle System Financial Reportfing Trainings

.

P Training rormal

Fiscal Integrity Act (FIA)

The Fiscal Integrity Act (FIA), enacted March 23, 2015, raises the bar of
accountabillity for fiscal officers across the state. The law helps deter
accounting errors and fraud with increased training requirements and a
new removal process for fiscal officers.

Training Portal Demo Training Portal Login

Register to view the Fiscal Integrity Act Training Portal Demo Sign into the AOS Training portal to add your Fiscal Integrity Act Continuing
Avdilable On Demand only 20 minutes Education hours.

Register Now » @ Training Portal
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OHIO AUDITOR OF STATE
KEITH FABER

Uniform Accounting Network
65 E. State St., 14t Floor
Columbus, Ohio 43215
UAN phone: (800) 833-8261

UAN Support emai

: UAN_Support@ohioauditor.gov

UAN Tech emai

: UAN Tech@ohioauditor.gov

UAN website:  www.UANLink.OhioAuditor.gov
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