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UAN Newly Elected Fiscal Officer
Orientation

Presented by Alex Komorowski and Bob Walter

UAN phone: (800) 833-8260
UAN email: UAN_Support@ohioauditor.gov
UAN website: https://uanlink.ohioauditor.gov/
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2025 Replacement
Computer & Printer

Scheduled for the 15 Quarter 2025.
Expect instructions in December this year.

2024 is a good fime to clean up duplicate
or unnecessary files on your current PC
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UAN Re-write Work In Progress!

»NOT ready this year
»1n a few years

» Programing, testing, and
developing new training

- y matetials

> Rest assured, web-based UAN

is on it way in a few years!
.
{ &/
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Is UAN Updated to the Latest Version?

User Login X

New user [ new fiscal officer?

User Name: || I

Password: (O}
UNIFORM
ACCOUNTING
aNETWORK

= Ve S Look for it here! It should be on
: Version 2024.2!

4/3/2024

UAN Version 2024.2 Install

2024.2 To install, Download or use a Disc

e

Necessory for 15t Quorfer 941

Includes Federctl Tax Table Update
(Just in case previous Fiscal Officer

missed it in January!)

UAN Update

Call or send us an email for
instructions how to

download 2024.2




UAN Version Update 2024.2

Ollow Install InsTrucTions!
Most calls are answered
IN THE INSTRUCTIONS

What is the UAN Installer
Password “FiscalOfficer”

What if the install does
not start automatically
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File Explorer

What if install does not start
automatically

Eficient +  Eflecive +  Transporent 8

|
File Explorer — DVD disc

v s Quick access. ~ Devices and drives (2)

n Desktop Windows (C:)
+ Downlosds "

VD RW Drive (D)

Documents

Mame

Install
Double-Click Setup.exe

% SEtLIFI.EKE to start the install
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Resource Overview
Class handbook
Training Mode

NEW FISCAL OFFICERS

* Screencasts

* UAN manuals

* AOS Chart of Accounts

* UAN website prerequisite training
* AOS / LGS Resources

Refer to the course handbook for details.

Locate and Review Key Documents &
Reports

NEW FISCAL OFFICERS * Minutes
By W * Most recent audit statements
* Bank & Fund balances
* Revenue & Appropriation Accounts

* Most recent bank reconciliation

Refer to the course handbook for details.

Bank Accounts

All Entity Bank Accounts Should be in UAN.

Confirm UAN bank accounts correspond to the bank

+ Checking Account Detail Report

* Investment Detail Report

Elficient +  Eflective + Transparent
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Fund Cash Balances

Fund: a sclf-contained, sclf-balancing accounting component used to track
revenue and expenditur

Know your funds and their cash balances

* Fund Status Report
+ Fund Activity Report shows the cash flow by fund

4/3/2024
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Fund Cash Balances - Investments

Most Investments are Pooled Cash

Fund Status separates Non-Pooled from Pooled

* When an investment is Non-pooled, one fund ‘owns’ the investment and
the balance restricts the spending to only the funds pooled balance.

Do any of your funds have a Non-pooled balance?
* If yes, review the Investment Detail report to identify all investments of
this type.

Efficient +  Eflectve + Transparent
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Fund Cash Balances - Investments

Pooled vs Non-Pooled:
What if you are uncertain whether it should be pooled/non-pooled?

An investment may be Non-Pooled if:

1. Only a single fund will be invested.
2. That fund is legally permitted to receive its own interest (sce the chart of
accounts).

* In UAN, you must mark that fund to reccive its own interest.

Further analysis is beyond the scope of this class

* UAN Transition ‘Phase 2 UAN Prerequisite Training’ includes a thorough
explanation on this topic in the ‘UAN Prerequisite Accounting 102 Manual,
Chapter 3’ and corresponding video,

Elficient +  Eflective + Transparent
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Questions
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The Budget Lifecycle & Related Reports

Summarized in Simple Terms

Presented by:
Bob Walter
UAN Project Accountant

17

Budgeting

Resources Available For Apg ~priations
(Amended Certificate

Permanent Appropriations

(Board-Adopted)

18
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~
/ 2024 RESOURCES AVAILABLE FOR APPROPRIATIONS

Budget lifecycle to the 1t Amended Certificate of Estimated Resources

JANUARY - MAY 2023*
FEBRUARY 2024

Prepare & adopt
| Apprapriations

2024 Temporary : JuLY 2023*
i

4 budget

SEPTEMBER 2023

Receive 2024 Official Certificate of Estimated Resources 19

19

2
/ 2024 RESOURCES AVAILABLE FOR APPROPRIATIONS

Budget lifecycle to the 1t Amended Certificate of Estimated Resources

JANUARY -
FEBRUARY 2024

Year End Balances
3

MAY 2023*
Begin 2

24 budget

County Audj
3

Amended

Certificate well before April.
Some entities may have additional

Amended Certificates b

15 (or latest) 2024
Amended Certificate of Estimated Resources

RESOURCES AVAILABLE

21



Compare

1t Amended
Certificate “ I

BUCKEYE | OWNSHIF, FRANKLIN COUNTY

Accounting
Reports & Statements | Maintenance |

Eficient + FEffectve +  Transporent 2
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Verify The Totals Estimated
Revenue
B s [ $274,055.00
Resources Available for Appropriation
Year: 2024 v || System Year $461,125.00
Date $10,790.00
C:,‘ Month $11D,59500
O Quarter
@ Yexr $61,095.00
$320,595.00
$4.00
1000 General
2021 Gasoline Tax $54.00
2031 Road and Bridgt ————————————
2041 Cemetery $1,228,313.00
Hicnt + foctve + Tonsporent fl—————"— 2
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Check the Details

Accounting — Reports & Statements —
Revenue Reports

Revenue Reports E
Revenue Status v
Report Name
Revenue Chart of Accounts
Revenue Cost Centers
Revenue Budget
Revenue Receipt Register
Revenue Ledger
Revenue Export

Elficient +  Eflective + Transparent 2
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e ]
Correct If Necessary

Acccunﬁn

Transactions  Utilities Reports & Statements | Maintenance

Select Fund
& click

2191 Fire REMS Levy
9751 Buckeye Monument Trust
9752  Buckeye Cemetery Festival Trust

opooo®oono
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[
Budgeting

2024 Operating Budget

Resources Available For Appropriations
(Amended Certificate)

Permanent Appropriations
(Board-Adopted)

Eficient +  Eflecive +  Transporent 2

|
Compare:
Legislation to UAN Reports

Print Comparison of Budget and Appropriated
Budgetary Reports (%]

1000 General
2021 Gasoline Tax

2031 Road and Bridge

2041 Cometery.

2171 Park Lawy.

2191 Fire 8 EMS Lewy

9751 Buckeye Monument Trust
9752 Buckeye Cemetery Festial Trust

oooooooo &=

Efficient + Eflecive +  Transporent 27
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Verify Appropriations

Must match board adopted

appropriations by fund

Total

Estimated Final
$1,204,702.52 $903,580.26 $301,122.26
$823,824.62 $538,175.00 $285,649.62
$26,470.92 $18,050.00 $8,420.92
$284,233.93 $203,132.84 $81,101.09
$236,445.95 $133,455.00 $102,990.95
$415,740.31 $312,138.43 $103,601.88
$200.94 $0.00 $200.94
$2,617.11 $0.00 $2,817.11
$2,994,236.30 $2,108,531.53 $885,704.77

4/3/2024
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Verify Variance

Resources still available to appropriate

Total

Estimated Final
$1,204,702.52 $903,580.26 $301,122.26
$823,824.62 $538,175.00 $285,649.62
$26,470.92 $18,050.00| $8,420.92
$284,233.93 $203,132.84 $81,101.09
$236,445.95 $133,455.00 $102,990.95
$415,740.31 $312,138.43 $103,601.88
$200.94 $0.00 $200.94
$2,617.11 $0.00 $2617.11
$2,094,236.30 $2,108,531.53 $885,704.77

Effcient

Effective +  Transparent

Check Appropriation Details

Appropriation Reports

Accounting — Reports & Statements —
Appropriation Reports

Appropriation Status

Report Name

Appropriation Chart of Accounts
Appropriation Cost Centers

Appropriation Budget

Appropriation Open Purchase Order Register
Appropriation Payment Register
Appropriation Ledger

Appropriation Expart

— Appropriation Status

Elficient +  Eflective + Transparent
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|
Appropriation Status

Appropriation stus

Py s
TowCan e Bnenen

4/3/2024

Add Permanent Appropriations into UAN
ing | Payrol | Budge | T

Reports & Statements  Maintenance

Eficient +  Eflecive +  Transporent 2
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|
Permanent Appropriations (if missing)

Temporary Appropristion

Permanent Appropriation

1000 General

O

[0 2021  Gasoline Tax
[0 2031  Road and Bridge

[0 2041  Cemetery

O 2171 ParklLew

[0 2191  Fire &EMS Lewy

[0 9751  Buckeye Monument Trust

[0 9752  Buckeye Cemetery Festival Trust

Efficient + Eflecive +  Transporent 33

33

11



4/3/2024

[
Or, Correct If Necessary
Accounting [SPayroll Invento

Transactions Reports & Statements =~ Maintenance

Select Fund
& click

Buckeye Monument Trust
9752  Buckeye Cemetery Festival Trust

oooomooooo
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Review Budget Assessment Handout

Includes flowcharts to help assess the state of
Table of Content: your budgets & to correct when necessary.
Budget Overview
Assessing The State of Your 2024 Budget .
Current Year Operating Budget.
Resources Available for Appropriation Venfication
Revenue Corrections Or Changes (When Necessary’
Adding A Revenue Budget When One is Missing. —==

3 v

[ Resources A

ble Flowchart ]

sTErn
Locaicthe Amendod Certfice

A

Appropriation Corrections Or Changes (When Necessary).......
Adding Permanent Appropriation Budgets (When Necessary) .
Reallocation of Appropriation Budgets (When Necessary) .......
Legal Level of Control To Reallocate Appropriations.
Annual Appropriation Resolution Class Example.
Appropriation Worksheet Class Example .......

N et Repets

Accormsimg — Repees & Sty — Bndiry
Repeats Resources Available for Appropeistion

& Somenns = Reveme

Avcovmsing — Regors
‘ Repents, et Revmer Budge o e s

Eficient +  Eflecive +  Transporent 35
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===,
Assessing Your Current Situation

Legal Documents & Reports Mid-Year Changes

* AOS Uniform Chart of Accounts * New Fund
« Complete descriptions of all codes available + Adding revenue and appropriations
* Access in UAN Accounting & General Manual + Revenue Budget

Appendices

+ Supplemental Increase or Decrease
* Amended Official Certificate

« Appropriations
UAN Reports: + Supplemental Inerease or Deerease

* Resources Available for Appropriations * Intrafund — Reallocating within a fund
* Revenue Budget

* Appropriation Legislation
UAN Reports:
* Comparison of Budget & Appropriations
« Appropriation Budget
« Appropriation Supplemental

Elficient +  Eflective + Transparent
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Add New Items - Accounting

Reports & Statements  Maintenance

Efficient - Effective - Transparent

4/3/2024

Township Chart of Accounts

Jse the Township Chart of Accounts to select the
CCURATE appropriation account codes.

* Go to Accounting — Maintenance — Appropriation
Accounts to a rt of Accounts under FAQ:

Efficient +  Eflecive +  Transparent 38

Funds

Revenue Account Codes

ol Acening etk - Acounig& G sl

T T S— | [TOWNSHIP REVENUE CODES

Property and Other Local Taxes
Financial Report Caption Tile: Property and Other Local Taxes

Revenue: Revenue Name Description

= ode
- 101 | General Property Tax - Real Estate | Semi-annual tax settlement from county. auditor,
[om———r— i
102 | Tangible Personal Property Tax | Semi-annual tax settlement from county auditor,
105 | Permissive Sales Tax ‘An excise tax on transactions in which lodging by a
b hotel hed
) 104 | Permissive Motor Vehicle License | Distrbution of township levied permissive motor
2 er g (MVL) Tax - Township Levied | vehicle license tax from county auditor.
m—) 199 ‘ ‘Other - Local Taxes Receipt of any other taxes not described in revenue
T H codes 101-104.
i
o i
o
iyt Y
Efficient - Effective - Transparent 3

39

13



TOWNSHIP APPROPRIATION PROGRAM CODES TOWNSIHIP APPROPRIATION OBJECT CODES
General Government
Financial Report Caption Titke: General Government
Defined Salarics or wages paid 10 all persons employed
By User by the township.  Summary obiect code for
Salares 110-190.
10| Administrative 10 s - Defined | Yes | Sub-summary object code for Solaries
120 | Tommbale Mesporal Bulfngs od Crounds Trustces’ Office | By User Trustees” Office, Comprises detil object codes
130 | Zoning | TIT | Salares ~Trusees | Defined | Yes | Sulaies or wages paid o rsices. Ohio Revised
180 Selfinsurance By User Code (ORC) Section 505.24.
19 | Other ] 112 Salaries Defined | Yes | Salarics or wages paid to ustces’ stafl
By User
Public Safety i Defined | Yes | All other salarics or wages paid fo the irusices”
Financial Report Caption Title: Public Safety By User. i luded in codes 111:112.
120 Defined | Yes | Sub-summary object code -
PrigraE) PrograNeE ! By User Township Fiscal Officer's Office. Comprises
& er's Of detail object codes 121-129.
& o 121 | Solary —Township | Defined | Yes | Salaries or wages paid to the township fiscal
el sl Fiscal Officer By User officer. ORC Section 507.09.
220 Fire Protection 122 Solaries Defined | Yer | Solaries or wages paid to township fiscal
230 | Emergency Medical Services | Township Fiscal | By User officer’s staff.
240 Civil Defense Officer's Staff
290 | Other | 125 Other — Salaries — | Defined | Yes | All other salaries or wages paid to e township
Township Fiscal | By User fiscal officer’s office not included in object
Officer's Office codes 121-122.
130 fes — Defined | Yes | S object code
“Administrator’s | By User A < Office. Com
Ofice codes 131-139.
Efficient - Effective - Transparent a0
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Add New Items - Vendor

BUCKEYE TOWNSHIP, FRANKLIN COUNTY

Transactions  Utilities  Reports & Statements | Maintenance | |

Efficient - Effective . Transparent

41

1
Adding 2024 Budgets

* Make sure you have numbers organized before entering

* Revenue and Appropriation Budgets should have been added before
you took office April 1%t, but some new fiscal officers will come into
the position without this completed ahead of time.

* It can be a long process if you have many different Funds. All the
Funds do not need to be entered at the same time.

Efficient - Effective - Transparent
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Verify Revenue Budgets

BUCKEYE TOWNSHIP, FRANKLIN COUNTY

)

Transactions _ Utities | Reports & Statements | Maintenance |

4/3/2024

>arent

Verify Revenue Budgets

Resources Available for Aopropriation ~  Paper || Filters | 'Sorting | Options | Depsriments |

ear 2024 || | System Year Sze . Orertaton

Date . . i

e I Total resources available in UAN ~ © ™™ @
5 ot [ must match your Amended Rl

@ | Certificate total resources available.

=) Fund Number

& 1000 Genesal

= 2021 Gasoline Tax

&4 2031 Road and Bridge

= 2041 Cemetery

2171 ParkLewy

& 2191 Fire 8 EMS Lew

£ 9751 Buckeye Monument Trust

& 9752 Buckeye Cemetery Festival Trust
Efficient - Effective - Transparent

Permanent Appropriations

Required to be adopted before Apri

% BUCKEYE TOWNSHIP, FRANKLIN COUNTY

Accounting

Transactions _ Utiities Reports & Statements _ Maintenance

Efficient - Effective - Transparent
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Permanent Appropriations

[ Appropdiation bucgets ] [

Temp/Pem: Al

Temporary Appropriation

Permanent Appropriation

1000  General

]

[0 2021 Gasoline Tax
[J 2031 Roadand Bridge

[J 2041 Cemetery

[0 2171 ParkLew

[0 2191 Fire & EMS Lewy

[0 9751  Buckeye Monument Trust

[J 9752 Buckeye Cemetery Festival Trust

4/3/2024

Efficient - Effective -

Transparent
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Verify Appropriation Budgets

Print Comparison of Budget and Appropriated

ey e <

Comparison of Budget and Appropriated

Report Name
Resources Available for Appropriation

[

Comparison of Budget and Appropriated

Casn Repors

Checking Account Reports.

Fund Balance Adjusiment
Reports

Fund Repors.

Interfund Transfer Reports.

‘Ine'ﬂ_l-lhpms

>arent

Verify Appropriation Budgets

Must match board adopted appropriations by fund.

Total
Estimated Final
lesources Variance
§1.357,74773] $121190538 $14584235
$798,34269) $798,342569 $0.00
$20,40081 $20,40081 $0.00
§311,10826 $310,866.75 §24151
$256,832.96 §256,74150 $91.36
$476,83120) §476,83120 $0.00
50.00 $0.00 $0.00
$65,000.00 $65,000.00 $0.00
$138.06 $100.00 538.06
$1,00083 $1,00000 $9.83
$3,287 41144 $3,141,18833 $146,223.11
Efficient - Effective - Transparent
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Variance
Resources still available to appropriate.
Total
Estimated Final
Resources i Variance
$1357.74773 $1211,90538 §145,84235
§798,34269 §798,34269 $0.00
$20,40081 $20,40081 $0.00
$311,108.26 $310,866.75 $24151
$256,832.86 §256,74150 $9136
$476,83120 $476.83120 §0.00
s$0.00 $0.00 §0.00
$65,000.00 $65,00000 $0.00
$13806 $10000 $38.06
$1,00083 $1,00000 $9.83
53,287411.44 $3.141,18833 1462231
Efficient - Effective . Transparent

Revenue Budgets

@MKEVETOWNSHP,FRMKLNM

Accounting

Transactions  Utilities  Reports & Statements

Efficient - Effective . Transparent

Revenue Budgets
| Reverue Budgets [f
mzx _ Click
EE Fund Name C il et
System Message 3
o Note: Revenue budgets can be entered only once per fun.
Al by
Efficient - Effective - Transparent
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Revenue Budgets

 davevenveBudget - o %
Ford | 203 snsctine 7en
Qe voar Budot Ancurt | Rovieed OY Pt | Rovisod Bt
Revonue Accnurs | Pocours Nome | QTP YO | e pance | Budoet s Feacr =

20215370000 5000000 533000000

90000 sa0000

Date of Official or Amended
Official Certificate

4/3/2024

Efficient - Effective - Transparent
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Temporary Appropriations
Your board should have adopted

Permanent appropriations by March 31

v v §
V4

- 4 (3= (
~9°

(

- P |

l Tempora:yrupproprlaﬂonrs

Efficient - Effective . Transparent
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Appropriations Budgets

UCKEYE TOWNSHIP, FRANKLIN COUNTY

Transactions  Utilities  Reports & Statements

‘Appropriation Accounts
Appropriation Budgets
Checking Accounts
Cost Centers

Funds

Investments

Positive Pay Setup
Reserve Balance Accounts,
Revenue Accounts.
Revenue Budgets

Efficient - Effective - Transparent
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Permanent Appropriations

Click Add, select Permanent
Appropriations

Temp./Pem: | All

Temporary Appropriation

Permanent Appropriation

4/3/2024

Efficient - Effective - Transparent
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Permanent Appropriations

Temporary Appropriation

Permanent Appropriation

1000  General

2021 Gasoline Tax

2031  Road and Bridge

2041 Cemetery

2171 Park Lewy

2191 Fire & EMS Lewy

9751  Buckeye Monument Trust

9752  Buckeye Cemetery Festival Trust

ooooooono

Eficient +  Eflecive +  Transporent

Permanent Appropriations

Read System message and click OK

System Message x

Note: Temporary appropriations can be saved only ONCE PER.
FUND. Future adjustments must be made by reallocations
(zero net changes) or supplementals (increases or decreases),

Per ORC 5705.38(4), temporary appropriations apply ONLY to
the 1t quarter of the fiscal year. Permanent appropriations
for the full year must be adopted by the end of that quarter.

Refer ta the Resources Available for Appropriation report in:

Accounting » Reports & Statements > Budgetary Reports

Efficient - Effective - Transparent
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Permanent Appropriations

B Add Permancnt A

00000 51000000

7090,200.00]  Dorot il sy oy socnbance n sl curet e ot
R e ot ey by oo s
@ e

e e s cod o o e Tt srombrncss
e e ke 1 o oo

Freavedoe = Enter the date
board adopted

Efficient - Effective - Iransparent

e | ome
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Correct Revenue If Necessary

Transactions s Reports & Statements

Select Fund
& click

2191 Fire & EMS Lew
9751  Buckeye Monument Trust
9752 Buckeye Cemetery Festival Trust

0oooo@oon

Eficient + Effecive + Transparent 59 59
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TRANSACTIONS

* Authority to Commit Money for Spending
NEW FISCAL OFFICERS O G

* Receiving Money
* Receipts
* Invoices for Payments Due
* Payments
* Positive Pay (when applicable)

20



Purchase Orders

iform Accounting Metwork

rm Accoun

| Accounting |

Transactions.

Efficient - Effective - Transparent
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B Oupicate Purchase Ordes - o x
D up T e e han Aottty vt 120 oo o P i
O PO Regular ® Both o ~
® B¢ e Otem e =
O & swer O 0o Centes E
Tor P e
O Wt | ouue | eeeDae | B | Accourt Code Aecoumt Hame Oxigina Amourt
B 1203 Cowd  0101/2023 03/31/2023 1000110410000 Ofcm Smsiber 200
£ 22003 Cosd  0MO1/2023 03/31/2023 1000130410000 Ofce Supsies o
3 32023 Closea  0V/01/2023 03/31/2023 20414104 1040000 Offce Supphes. 7500
4203 Comwa QG202 OSI200 3104100000 Oce Supsien s
D 5203 Comd  ouonens ouaness 1000-T104Z00000 Opmaing Soskes 100000
£ 62023 Cosd  0y01/2073 03/31/2073 1000124200000 Opersing 15000
D 72003 Cowd  01/01/2023 03/31/2023 1000134200000 Opersing Supshes s1000
E] 82003 Cosws  OUOI/Z023 0331/2023 2021 3304204000 Opersios Supsies 5100000
O 9203 coms  OVOUZ2 U023 rians:000 Opening Spnien o
B tom om SO o o S
5 112023 Closed 01/01/2023 03/31/2023 2171104200000 Operaiing samso0
@ 122023 Comd ooy 0yaY23 2R )
B 132023 Cosed  01/01/2023 03/31/2023 1000110330000 Trowel ard Mesti Experse sto0000
O 152023 Cosd  04/01/2023 06/30/2023 1000-110410-000D Offce Supsies 25000
O 202023 Cosss  04/01/2023 06/30/2023 1000:130410000D OFice Sppies s
O 212023 Cloued 04012023 06/30/2023 2041410410000 Offcn Sumpbes o,
=i =
Efficient . Effective - Transparent
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B Duplicate Purchase Order - o %
DU ey | e . Rproal Sl sl b i o s uschss i
s ik B bbbl ey
o 5
o = o

Satus. oo Dle WVendor Original Amourt
01/01/2023 Treasurer of State $673.00
01/01/2023 Untad St Pt Sercn s1ac0
011012023 Bunsot Nevapape Comans s1000
01/01/2023 A Bl w000
o1/01/2023 Buskev can S50
01/01/2023 O TomnsipAssccision ss0000
o1/01/2023 P 72000
01/01/2023 ioFus o ss0000
GU/01/7073 Tam € aret s ]

ST o Cheton B TEw
01/01/2023 Buchee viage W S ss00
ooy st
51/01/2025 GoodToah Cenrrrines Destalin Emeirt shae o500
01/01/2025 Qrestlomsance Corpany ErplpsshareHosk sons

S0l /207s o Teiis o Tesshom S T
01/01/2023 Schmsey Nonrs G . Mot Gan s
03/01/2023 Sty e Poavisry soam
51/01/2023 T ey Sownc |

= Lo

63
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Edit and Post

« Duplicate is a starting point

* Once items are in the batch they can be edited to more precise new
year requirements

* Post/print after careful review

4/3/2024

Efficient - Effective - Transparent

Print Cash Summary by Fund

UCKEYE TOWNSHIP, FRANKLIN COUNTY

Accounting
Transactions _ Utilties & Statements _ aintenance
Appropration Reports &
o Saperens ————
Report
Reports v
Budgetary Reports Date
‘Cash Reports
Checking Account Reports
Fund Baiance Adusiment O Seloced Felodt
) o | 01/01/2024 [0
Fund Reports
O Year End: | 01/31/2024 [
Intertuna Transer Reports o
Investment Reports o
Management Reports o
Efficient - Effective . Transparent
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Receipt Types

Standard
* Most common, used for revenue receipts

Memo
* Used for receipts that have fees associated
+ Allows you to enter the gross amount of the receipt, apply any fees, and track the net deposit

Interest
* Used at month end to enter interest on checking and investment accounts

Efficient - Effective - Transparent
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Payments

Warrants

* AKA.: Checks

« Only to print warrants from the primary checking account

Electronic
+ Used to print vouchers for payments not involving a primary checking account warrant.

« Examples:
+ Online payments
+ Phone-in payments
+ Bank service fee automatic withdrawals
+ Post records in UAN of warrants written from secondary checking checkbooks (in addition to a checking transfer).
Manual
« Used to enter information after the fact from handwritten warrants.
* Only use in unusual situations
Rare Examples
+ An extended electrical outage in your region
« As part of a detailed conversion from another accounting system when joining UAN

4/3/2024

Efficient - Effective - Transparent
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Positive Pay

* A fraud detection tool offered by many banks

* You can use UAN to create Positive Pay files for
bank systems

* Requires bank setup & UAN setup
* Banks usually charge for the service.
* No additional UAN fee.

Efficient - Effective . Transparent
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Finalize the Month
* Reports to review before posting a bank reconciliation

Investment Activity
View the Investment Detail list — You may not need to print
Compare: Current Value column to the current bank statement balance of the investment
If amounts do not match, continue.
Print the Investment Activity report if needed to verify:
No interest receipt omissions
Accuracy of interest receipts, including receipt date.

Revenue Ledger
Identify any revenue posting to the wrong account code
Verify that the budget balance is on track for the time of year

Appropriation Ledger
Identify any expenses posting to the wrong appropriation code
Identify any payments posting to the wrong purchase order
Correct using Payment Utility, Reallocate button
Verify that the unencumbered balance is on track for the time of year If no, consider your budget options

Efficient - Effective - Transparent

69
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Compare Official Documents to UAN Reports

COMPARE ﬁ
w >

Efficient - Effective . Transparent

4/3/2024
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Finalize the Month

Post the Bank Reconciliation
* Edit & Post to edit the bank reconciliation in
batch

* Clear any transactions or adjustments posted
after reviewing reports

* Reconciliation & Post tab, Post / Print

Efficient - Effective . Transparent

71

Prepare for Board Meetings

Suggested Reports

* Fund Summary

* Revenue Summary

* Appropriation Summary

* Payment Listing or Payment Register Detail
* Bank Reconciliation Summary

* Wage Withholding Detail (Payroll)

Efficient - Effective - Transparent

72

24



Questions

73

UAN’s 3 Types of Receipts

Y

Common receipts

o from any source

Interest

Only for $ earned
from bank
accounts

9
b

When charges are
deducted before
you receive $

@

74

* Common receipts
from any source

* Interest

* Only for § earned
from bank
accounts

UAN’s 3 Types of Receipts

%
P

* When charges are
deducted before
you receive $

+ Efective + Tansparent

75
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Standard Receipt Examples

From Accounting Refresher
(2022 Recording)

4/3/2024
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OHIO AUDITOR OF ST‘A-TEJ

KEITH FABER J

Memo Receipt Example

From Accounting Refresher
(2022 Recording)

77
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Interest Receipt Example

From Accounting Refresher
(2022 Recording)

78
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Purchase Order Example

From Accounting Refresher
(2022 Recording)

4/3/2024
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OHIO AUDITOR OF ST‘A-TEJ
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Warrant Payment Example

From Accounting Refresher
(2022 Recording)
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Payroll Structure

Payroll — Maintenance

81
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Earning & Leave Structure

Payroll — Maintenance — Earnings & Leave

4/3/2024

EVIG

Transactions  Utilities

Additional Information
Earnings and Leave
EFT Prenotes

EFT Setup

Email Editor

Employees
Frequencies

Skip Calendars Editor
Withholdings
Withholdings Editor

Reports & Statements Maintenance

Earning & Leave Structure

N Default

o] — -

[ salary 1000 - Salary

O Hourly Wages 2000 - Hourly Wages

O Overtime Wages 3000 - Overtime Wages

O Perltem Wages 4000 - Per hem Wages.

O comp Time 5000 - Leave and Comp Time

O Holiday Leave 5001 - Leave and Comp Time:

O Personal Leave 5002 - Leave and Comp Time

O sickLeave 5003 - Leave and Comp Time

O vacation Leave 5004 - Leave and Comp Time

O OtherLeave 5005 - Leave and Comp Time

O Taxitem 7000 - Other Taxable tems

O Non-Tax hem 8000 - Non-Taxable hems

[ Non-Retirement 9000 - Non-Retirement ltems

O Healthcare Reimbursement 9300 - Non-Retirement Healthcare R
[0 Non-Taxable Non-Retirement 9400 - Non-Taxable Non-Retirement
O Non-Cash Benefit 9800 - Non-Cash Benefit

Earning & Leave Structure

Example Township Customized

Name

Salary

Hourly Wages

Overtime Wages

Zoning Board Meetings
Comp Time

Holiday Leave

Personal Leave

Sick Leave

Vacation Leave
Bereavement Leave

Tax lem

Non-Tax tem

Vacation Payout Non-Pens
Sick Leave Payout-Non-Pens.
Healtheare Reimbursement
Non-Taxable Non-Retirement
Non-Cash Benefit

OO000000000o00oooooO)o

Type

1000 - Salary

2000 - Hourly Wages.

3000 - Overtime Wages

4000 - Per liem Wages

5000 - Leave and Comp Time
5001 - 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
8000 - Non-Taxable hems
9000 - Non-Retirement llems
8001 - Non-Retirement ltems
9300 - Non-Retirement Healthe.
8400 - Non-Taxable Non-Retire..
8800 - Non-Cash Benefit 84

84
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Earning & Leave Structure
UAN Default Example Township Customized
E (m] Name. Type
[ O sslary 1000 - Sslary
O Hourly Wages O Hourly Wages 2000 - Hourly Wages
[ OverimeWages O Overtime Wages 3000 - Overtime Wages
O O 2oning Board Meetings 4000 - Per Item Wages
O compTime 5000 - Leave and Comp Time
O como Time O HolidayLe 5001 - Le d Comp Ti
kst oliday Leave - Leave and Comp Time
Bl Pt O PersonalLesve 5002 - Leave and Comp Time
O S":t"“ e O sickLeave 5003 - Leave and Comp Time
O vacation Leave 5004 - Leave and Comp Time
5 ick Leave o
a Aty Laas O Bereavement Leave 5005 - Leave and Comp Time
Ot Leava) O Taxhem 7000 - Other Taxable tems
O Tax em [J Non-Tax tem 8000 - Non-Taxable hems.
D) Non-Tax ftem O vacation Payout Non-Pens 9000 - Non-Retirement liems
[0 Non-Retirement O sickL 9001 Items
O Health i m] Healthe
O 0O w R 400 - N R
lon-Casl ] Non-Cash Benefit 9800 - Non-Cash Benefit
[0 Non-Cash Benefit (] L
85

85

Withholding Structure

Payroll — Maintenance — Withholdings

Payroll

Transactions Utilities Reports & Statements Maintenance

Additional Information
Earnings and Leave
EFT Prenotes

EFT Setup

Email Editor

Employees

Frequencies

Skip Calendars Editor

Withholdings

Withholdings Editor 86

86

Withholding Structure
AN Default
] ——— -
O ohiolncome Tax E00 - Ohio Income Tax Stats Tax Payee
O Federalincome Tax D00 - Federal Income Tax Federal Tax Payee
O Medicare P02 - Medicare Federal Tax Payee
O Sociat Security P03 - Social Security Federal Tax Payee
O opeRs-Gon POD- OPERS Ohio Public Empioyees Retrement Sysiem
O opeRs-Law POD-OPERS Ohio Public Employees Retrement System
O oparpr-Fie PO1-OPSFPF Ohio Police & Fire Pension Fund
O oparpF-Police PO1-OP&FPE Ohio Police & Fire Pension Fund
o Supp. State Withholding H20 - Ohio Supplemental Withholding State Tax Payee
[ Supp. Federal Withholding H10- Federal Supplemental Withholding  Federal Tax Payee:
O oors 00 ODJFS Ohio Departmentof Job & Family Senices
Eficient + Efectve + Tansporent o7

87
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Withholding Structure

Process Grow Fayee.
00 - Ofio Income Tax Ohio Depanment of Taxaton
000 - Federal incorne Tax US Treasury
PO2 - Medicars US Tressury
PO3 - Social Securiy US Treasuny
P00 - OPERS Ohio Public Empioyees Retrement Syt
P00 - OPERS Ohio Public Empioyees Retrement Syst
PO1 - OPEFPF Ohia Police & Fire Pension Fund
PO1 - OPAFPF Ohio Poice & Fire Pension Fund
H20 - Ohio Supplemental Wihhoiding Ohio Depanment of Taxation

O Supp. Federal Wishholding H10- Federal Supplemental Withhoiding  US Treasury

Ohio Departmani of Job & Family Sevvices
Buckeye Vilage Income Tax Deparment
Ragonal Income Tax Agency

@00 - Schoo! Ta: ‘Ohvo Schoo! Distrct income Tax
00- Sehoot Tax O School Dsictincome Tax
D] Cancer Dastiy A0O - Caloeca Plan Greatinsursce Company
] 800 Ohio Public Employees Deferred Comp
Dortalnmueance K00- Miscelaneous Withoiding Good Teoth entl insurance
Empiopes Witnoidngs K00- Miscalanacus Witholding Pety Cout Collectons
Health lnaurance 00 Mincelanecus Wibhoking o s G
S — K00- Miscelansous Witihoiding Humanaa o

4/3/2024
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Withholding Structure
UAN Default Example Township Customized
{m] (m] Name Process Group Payee
[0 Ohio Income Tax O onisincome Tax E00 - Ohio Income Tax Ohio Department of Taxaten
T e e Tar O Federal Income Tax D00 - Federal Income Tax US Treasury
O Medicare O Medicare P02 - Medicars US Treasury
O social Securiy P03 - Social Security US Treasury
O social Securiy O OPERSGot P00 -OPERS Ohio Public Emplayees Retirement Syst
O opers-Gon O oPeRs-Law P00 -OPERS Ohio Public Employees Retirement Syst
O oPERs-Law O oPaFPF-Fire POY - OPBFRF Ohie Police & Fire Pension Fund
i O oparpf-Poie P01 -OPAFPF Ohia Police & Fire Pension Fund
O oparpr-Police O Supp. State Withholding H20 - Ohio Supplemental Withholding Oia Department of Taxabon
[ Supp. State Withholding | ) Supe. Federal Withholding H10- Federal Supplemental Wihholding  US Treasury
[0 Supe. Federal Withholding O oors 500 - ODJFS Ohio Department of Job & Family Services
O obwrs O Buckeye Vilage Income Tax FOO - Local Tax Buckeye Village Income Tax Depariment
O Lime Viltage Income Tax FOO - Local Tax Regional Income Tax Agency
' East School Income Tax 600 - School Tax Ohio School Districtincome Tax
[ west School Income Tax GO0 - School Tax Ohio School District income Tax
O Cancer & Disability 00 - Cafeteria Flan Great Insurance Company
' Deferred Compensation Non-cth 800 -Deferred (Nen-Rot) O o
O Dental insurance. KDO - Miscellanecus Withholding Good Teeth Dentsl Insurance
O Empioyee Withholdings KOO - Miscellanecus Withhalding Peny Count Collectons
[ Health Insurance KDO - Miscellaneous Withholding Great Insurance Company

89
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UAN Introduction Training

Editing Employees
Trina Martin
(2016 Recording)

Efficient + Eflecive +  Transporent
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To Edit Employees

Payroll — Maintenance — Employees, Edit - Advanced

EVIG

Transactions  Utilities Reports & Statements Maintenance

Additional Information
Earnings and Leave
EFT Prenotes

EFT Setup

Email Editor

Employees

Frequencies

Skip Calendars Editor
Withholdings
Withholdings Editor

4/3/2024

To Edit Employees

Payroll — Maintenance — Employees, Edit - Advanced

[ Empicyecs (! N

Add Employee  Pay Status: | Active

D
Buckeye B Buckeye
Build Build
Ceased Ceased
Crank C Crank

Day
Friendly

Eficient  +  Effective

Transparent

92

Edit Employee Example: Hourly, OT, Leave Benefits

Mone: [sreve Feseatty eseaiys]  @kme
o M s S D Oinacive
Whormason | EFT) Adtonalinke. Eorns | Ovetmm | MonCmb | Lewes | Withodess |
a8 P T T T —————————.
[O7me | Descroton Poston Edted
[ 2000 iou inoes Bestl  Maenance o
|o
e Aovae | [ Doacivts | [ Pamare | | Dot
Meshed. 7220240 140 P by umn 3
L ofl Crosted 1/1/2013 o 555 AM by Bt Swe Cose.
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. .
dit Employee Example: Hourly, OT, Leave Benefits
Erployee EaigSms
e |fucwea Friacily Teiwoiiy 3]  @kdve
= == = [ = (B
o .
e : W e @
s TR | e [ T
[ Unergloymant Bioble  ( Resotabie 1o 00UF5 Py Rate: #1925 perhow 1
e R e
Deests | Oversmen | MonCash | Leaves | Widbholdings | Accourts |
.
B al o
e Pt
i :
= i
i sl ;
s o= =
W o "

94

Edit Employee Example: Hourly, OT, Leave Benefits

Enploes
Name: [sEeve reieey Fetedty 8
- i e S D

Poatin Pay

Hame: [Ty S T Hosciy Mazes

Tpe utar = . Tipe 2000 [Houriy Wages

Deptnct: | Kaiomanance <] Desobor  [Bourly Mages

Clmsbcnion & o

Detstn
ot
e

@

12472521 858 M by B 95
o e Cawed. 1112013 1012 AM B = o=

95

Edit Employee Example: Hourly, OT, Leave Benefits

Eroioee
Mame: [meve Teieatty Teiwary 3| @me
- = e & D Oaacive
Puaten Pay
Name: [y Z Eareg Wiy Verer ]
Trpe ouar = S Toe 2000 [mouriy wages
[ee— < Desotor  [Bourly Mages

2428230 858 A iy Brtin 9%

S | Crasted 17172013 1012 MMy s S O

96
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. .
Edit Employee Example: Hourly, OT, Leave Benefits
Erployee.
= e v S
Mde ™3 S D
s .
Mame: [rr— 5 Eaig. Bourly Seyes [7)
TR | e [ =
[ Unergloymant Bioble  ( Resetabie 1 Py Rate: 419,38 parhor
e ] s
Detsls | Overtmen | MonCash | Lemves ikbeicngs]| decocets |
i i o i e
I Description Wahholdng Sips Vol | Enployer / Finge | Stanm |~
T e e =5
e e Pz
B ro2 Medcare. Mo 1450%  oocpoe21 3w Adve
El P oPERSGow OPERS-Got o 10000%  moomer2] o Adve
H20  Supp Stale Wittholding Supp State Withhoidng No. $1000 Acie
ki el i i s
1 #00  Buckeye Village Income Tax Buckeye Vilage Income Tax Ne 1000% et
EJ 800 Beferred Compensation M. Delerrod Campensaton N tia $5000 A |,
[ ]
Mostied 1/24/202: 3. = 97
I Groes L Vim0 Aty b Sm_ || om

97

Edit Employee Example: No Split

Dt | Hainsensncn 2
Cmebeston pe———
I R Pk o0eE [ 1in.3s b
Trpest Heurs: 2 perpaypenad
Outsts | Oversmas | WanCash | Loms | Wititings sz |
doonsn S Mahos @) T eamig pd o B preniin scsrs eiow

© NSt e i Aoprupntion Acceurt Aecourt Name

) Mol
Pocartage

1000121600000 Oher- Salanes x

Mosted 124726238 58 A by s 8
AN 0120y s = =

98

Edit Employee Example: Manual

[y Z Eareg
Trpe ouar - Troe
Depstnct | Maiomecance < Desoiton
Clsstcation Joorted  Bocted  Heod Frocrey
23 Unerployoent Bghle | Fepotitie 1 00JF5 P Rate
TrpsetHours:

Oucals | Overimes | MenCash | Lomas | Wibkdiogs <o |
Aot S Vbt g Tt o o pton st bk

O e'soh ore i [y — Acoourt Name
e 0001201500000 Oher- Salaren x
O Pocertage
5 2013301500000 Other- Salaves x
O boun
2014101000000 Other- Salaves %
2716101500000 Other- Salaries x

( )[4 O

v §58AM by s 99
Cused. 1120138 101230y e Sove Qe

R

99
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Edit Employee Example: Hours

4/3/2024

Erployee.
™3 S D
.
Earing Houriy Mages (7]
Freany, | aa-Meariy M p
o i :
S e e
Detnls | Overtmen | MonCash | Lemves | Wibektings | iccouets |
e T G el R S T
) Mo Sp fore Appropiation Account Accourt Name Hours
G Marnl 1000-120-190-0000 Othver - Salares. 1000 x
T r— P
( C
W o o
Edit Employee Example:
Detsls | Oversmas | MenCash | Lewes | wenbutangs  sccrn |
R S G SR S s
O Mool fore ari Appropration Account. Accourt Name Percent
L 1000-120-160-0000 Othver - Salarses. 0000 x
( )¢ @
H oY s s Lol

Edit Employee Example: Overtime

Employee
ercioee oy
Mame:  [gteve Feimadly @acme
5 Olnacive

e I = T

s - it ¢ s e e s 3m e
IFE Descaptson. Overtms. Bose Rate | 0T Rate Sae | Edted
[ 5000 Oueri inoos Ovima Vinoss s 150 1001201900000 Adve Mo

o
|

G Aeve || Comtte | Rerore || Oier
Mottt 3202024 32 PM o n 102

S el [y Crocted. 1172013 of 556 AMby Butia. £ Ooss

102
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Edit Employee Example: OT Detail
o es = S = (@)
103

Edit Employee Example: Leave Benefits
Erployee.
- =
Whomaton | EFT/adsuccaliclo | Eawiogs | Ovesmems | MonCash
- T
[O7Tpe | Doscrgtion Leare Masseum | Pay R Edted
o 204
T —— .
=
=]
R —— "
=
s
204 14 10-190-0000
By
[ Actvate Deactvate Flemcve Declsy.
R
S ol o Created. 1172013 o 5.55 AMby Bubs. Sere Ocee.

. .
Edit Employee Example: Leave Benefits
2 =
Mame:  Sueve Primndly Teiendly 8 @icme

L z = o]
= .
[ Tacasion Lasve [7) Lemes (@) Pad wh cond
e , Ry s
3 G e T
Demis | Eaniegs | Wishodings | Acprepriaton Accourts |
A .
i e
© Lot balance to: b Aeoued B 71,30 boun
e
T or i
mE - T
S
£ Unng th leave accrues o prorted leaves

35
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Edit Employee Example: Leave Benefits

7 tn Employes Leave x

R

., . o
Edit Employee Example: Leave Benefits
S
®icine
Omscive
e Descrgion Wibbeidng Sipe | Voo | Enployer /Frge | Stonm
E00 Ohio ncome Tax Ohieincome Tax Mo Tatke Actvn
E9 D00 Federalincome Tax. Federal Income Tax o Tasle: seve.
G Po2  Madea Madicare Mo 1480 o Ackn
Ed Poo o 10000% o2 Toox Ackve
E] H20  Supp SusieWibholding  Supo. Sake Wibholdmg  No $1000 et
E] HID  Supp Federal Wiholding  Supp. Federal Withholding o 52000 Ackve
[ 700 Buckee Vitage incomn Tax  Buckeye Vilage incoma Tax Mo 1000% Ll
£ s Delerred Compensaton Ko 55000 Actve
] k00 Darslimurance Oaran inrance "o sz81 Bevm
E] KO0 Health Insussnce. Health lnsurance o 53750 et
W
e = o L7

107

Edit Employee Example: Leave Benefits

T
iy ®= %
L= = fe= J
L7}
Toe (4] taar sna comp ime
B s
| e i fopon o
[ sosmoumin ecee et ome ==
200000 Omer Sares uoo x
B0 Omar saares noo x
2P Omer Saren noe x
..... s | o
108
Il e || oo

108
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Edit Employee Example: Employee/Employer Share

a
8

o Febu Wbotda Sovm Pt O o
O] FO0  Buckere Village Income Tax Buckeye Village lnc. No.
O 600 Deterd N Detered -
O k00 Dertal nsurance Doctal lsurance  Yos
O K00 oot nrance Heatbmsacs Yo
R R, S Sl R, 8 e Bl M Mo B[ Ao ] [ Dot | [ e ] [ iy
- — P ——— 109
ELSEIE e oot 1 55ty e S Oom

4/3/2024
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Edit Employee Example: Employee/Employer Share

Feiandly Teiendly 8 sctive
5 D s

@ LTE Motwthoon e chbtnd o i o e

P s v s G oy s

Byl con st ek clabsons 2 Uy et
o exacy e pcerioges ered b For s S e

1 | SeipDetcscrs |

(PORTANT Erployoe shar dton regulr /g /mdicin |

SR  Octted by 31 OPERS o OPUFPY areaert -1t by facel e
t0.%00) % ¥y e iy cotans which e sescn e sxcipee.
Sty Rchcton 00| % | ol meyershars me et cortos OFERS ar PRI f oot Corsi waes e wots
Sea oo rte * Papod > Marterance > WIRROnGs Wi ncorecty st ed eremert wl e sonécart e
f e Mo 12712720228 328 P by Year Lo
(S ol 1] [ v Cawied. 11172013 556 by s = o=
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Edit Employee Example: Employee/Employer Share

Hns: [oreme reieatiy T remavs] @ OF |
(= s o ) Omcive  L130)
@ Mt we ot bt it g e
Fi e ke e a0t s ek £y o s
Morylctrscon et wéoldng colatons. 35 Ul mey eppser
o exacy e ceriooes ered b For S S e
| I | ScpScicions |
Iy Description Frequency " poation Poy Rate. Account St
E1 2000 Houty Wages. Bieeiy Mariensnce 51925 Musgle Rt
W 1
A Mesthed. 1271272022 329 FM by Yo End m
JEC R Croted 172013 o 556 by o i
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Warbeideg

&= %

Feieotiy

S& D

=
@ <CNOTE 25 Mot wifiiogs e s ckcuated ot s s
Forerancie, oca. schec and e L aw e ced by S ers plare

Moy con st ki cldons 2 Uy mar ot
10wkl exacty he pecertsges rtared o For ek, Sk e

I e

oot Name.
1000120210000 Ohio Publc Emplorees Retiemant Sysiem
2001302110000 Ohio Puble Emplopees Retramant Systar

2041410210000 Ohio Public Employees Retrement Systern
Syater

2

Mo 12/12/2002.8 329 PM by Yoo End
SR e Cnated. WA 56 by B S o

4/3/2024
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Edit Employee Example: Fringe Benefit
,
ety e o [T
oy e ) Omave (0]
e R
.
Wbl | o0wns (7] For exaecin. . s, s G e o £y Gt s
DeE Rl
g
| Siptadtena |
e
T
2
ot Crosted. 1/1/2013 ot 5.55 AMby Brbia. Sere Ocee.
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UAN Infroduction Training

Add Employee Wizard
Trina Martin
(2016 Recording)

Efficient + Eflecive +  Transporent
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Add Employee Wizard

Payroll — Maintenance — Employees, Add Employee

Payroll

Utilities Reports & Statements Maintenance

[FadErpes] Pov i | fcive

O D

O Buckeye B Buckeye
O suild Build
O ceased Ceased

4/3/2024

115

Add Employee Wizard

Payroll — Maintenance — Employees, Add Employee

¥ Add Employee Wizard

r)\‘ Ve, v
2 159 J Toskipany i diick the [Next >] bu .
IMPORTANT: After completing or sipping any step. you can mever revisit that step within this employee wizard.
(4 i i yroll > Maintenance > Employees
- 1t any tim d to quit the items you h i To begin. dlick (Next >] below.
e Step 1- Add Employee Information Step 4 - Add Emplayee Overtimes
Step 2 - 4dd Employee Withholdings Step 5 - Add Employee Non-Cash Benefts

Step 3 - Add Employee Earnings Step 6 - Add Employee Leaves

Please Notes Click [Next »] below to continue. The pragress icons above are NOT elikable. Prior steps eannot be revisited.

116
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S

UAN Infroduction Training

Wages Part 1
Trina Martin
(2016 Recording)

Efficient + Eflecive +  Transporent
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Add Wages

Payroll

Transactions  Utilities Reports & Statements Maintenance

EET
Wages

Withholding Payments Warrant / EFT  » " Regular Wages

4/3/2024

Manual » Leave Payout
Conversion Bonus
- —zwu-vrana :
1 Final Pay
Retro Pay
Eicen! + FEfectve + Tansporent 18

Simple Salary Wage Example

2 tawae
o (TN Papmert iy T [Razamn
|1 czonzom voawanas Montw
[ e e 0: [paciere 8
Posen pamazsmearian riacas orsicer
Eonegn | imdeidngs | Losve Baimens | Days s 004 |
Exren /Greeres ot ian
[re—— 4] 70| opropiation Accourt | Hours { Bom | P Toa
™ 1 wormieio Smm s
Eamed s D Lowve ) ) v
Desceution Eomod | Oversde | Rute | Tod | Used | Desed | Mo P
ot o
o w00
e e
tencom o
et s
> Mo 4208 5SFMEy B
LY ] Created. 4272024 8 $53PMby Buin S Oowe
1y

119

| —
o

OHIO AUDITOR OF STATE/
KEITH FABER /

Iu
S

UAN Infroduction Training

Wages Part 2

Trina Martin
(2016 Recording)

Efficient + Eflecive +  Transporent

120

40



i e

Wage Example: Hourly, OT, Leave Benefits

[s) [rew— 2 Freqrer Tyoe | St Due | EndOme | - -
[mpes— = ity 2042024 ~ | C2AT2034] - | «
O renams
El
D | Ewvlope 1D | Enplores Name Postien Depatmert Eaming Descriton | Acoourt Code |~
O comc Crank,Car
=] Macionsnce  Macssaseis Housy Vinges Mapis
B Frendys Friendy, Steve:
& Mamansncs  Maintanance Houy Wages Masioie
0 Atochod tom Descrition
2 Ouedia Wages Overtene Wiages
3 Scklewe SickLowe
4 Vacatentems acaton Lee
5 HoidayLesw Holdoy Lee
6 GompTi CornpTien
7 PononsiLow PecsonsiLowvs
O enesd r—— Cometery Werker Mairssasnze HoutWages 2041410-190-0000
O Pas Pat it Martenance ores HouhrWoges 2041410190000

Sove Gore

4/3/2024

3] Paymert Hatoy Tipe: [Wazean

10: [retenaiy 5

Wage Example: Hourly, OT, Leave Benefits

1 02042024 021772024 BeWeokly

Eacgs | ibbokdogs | LoaveBoancen | Doy ikt |
vt o o it/ o \nren
Descrption ‘5] PP | Appropeiation Aocours | ours 1 hema | Fate Twa |
[rema— 1 Houn Solt (o st w0 s $1500
Othr- Solariea- Toanhali, Memorial Bukings and Grourds -General Furd 1000-120-10:0000 1000 s
Other - Salaries - Highways - Gasoline Tax Fund 2021-330-160-0000 4000 $770.00
Gver - Snares- Camateriea-Cematery Fund 2041-410-1900000 2m suss.00
Other - Salaries - Parks and Recreation - Park Levy Fund 2171-610-190-0000 1000 $192.50
= Ouertme Wapes 1 Manual Spit [+]1o edit 300 2888 sas64
Otvr - Solarien- Tomnhall, Mermonal Buklnga and Grourds -General Furd 1000-120-190.0000 100 smse
s - Saanea- Highways -Gasolne Tk Find 2021:3301900000 200 s
Ot - Sares- Camateries-Camatery Fund 2014701500000 TR so0
b - Slacien Pk e Recrsston Bok Ly Frsd 2171610190000 000 000
Hicent + Eflectve + Tonsporent 122

S Vacabion Leawe Paid

Wage Example: Hourly, OT, Leave Benefits

1 PercantSplt 110 sdit 1000 s1925 s10251

Other - Salaries - Highways - Gasoline Tax Fund 2021-330-190-0000  [NERE 56545}

Other - Salaries - Cemetzries - Cometery Fund 2041-410-190-0000 EET) 56253

Cther - Sslaries - Parks and Recrestion - Park Lew Fund 2171.610-190-0000 330 56353
Eicent + Eflectve + Transporent 123

123

41



Wage Example: Hourly, OT, Leave Benefits

Eamed / Used / Denied Leaves

4/3/2024

Description Eamed | Ovenide Rate Total Used Denied
Comp Time 0.00 150 0.00 0.00
Holiday Leave. 0.00 1.00 0.00 0.00
Personal Leave 0.00 1.00 0.00 0.00
Sick Leave 310 100 310 000
Vacation Leave 310 100 310 0.00

Eficient + FEffectve +  Transporent
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Wage Example: Hourly, OT, Leave Benefits

PPt ¢ -
[ s e
1 Q2042004 0270 Beibely

Name:  [Brave Feionaly
Postin Hasnzenamce

L R ey |

e tae pr— —— =
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CompTime 500 o 0 o Y icie
Mo Lave s001 oo it o Yer i
[—— s002 000 o0 a s s
SckLowe wn e 0 Ho Yea i
Vacatn Lewe 4 5145 730 o ver s
W Modfad 422004 348 Py B — s

Covted 422004 2 348 PH by Bt

Wage Example: Hourly, OT, Leave Benefits

e
[PP] s

e
1 03042024 02172034 ety
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4 Il i G 422024 348 Pl by B
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P —
Multiple Earnings Example From Video

4/3/2024

Eicient -+ Eflectve

Transparent

Mo 127772020 o 8.3 4 b Yo End
Crmed. L3200 8 1137 Al by B

[ e
i
emason | T rdcssosvs | funcys | Ownmm | nencan | lemes | vesasen |
ot e (acve o Eatar tom (1 e chspd s ot e e

[O]we Doscrption Postion Pay Rate Accourt St | Edted.

2000 BuckapaSewion. Bi¥ienkty Faean 0I5 1191220100000 Aove Mo

2000 L By Framun 1928 21912201900000 ve Mo

2000 Tomratip Safon  Biookly Freman 925 2191220100000 Acbe Mo
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4/3/2024

130

131

o
OHIO AUDITOR OF STATE/
KEITH FABER /

UAN Infroduction Training

Withholding Payments
Trina Martin
(2016 Recording)
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UAN Menu: Pawwoll — Trapsactions — Withholing Payments, chek Add,

then Regular - Electronic and the Add Withholding Payment form wil open.

@ —— | Empioyee Secnues | Empioge tccarm | icbnons
; 0 iore e o O |t Ot |t e
(8 waeicmism mowmn mowmn gmaw  smar
(S awn G nan mn
|0 omtiomsm o gwmn wnw  smw
|0 st ity e oo e cavam 509
[ 252021 s Hewn i mosen  eezen  emwaan B
|0 20 M e 8 oo Gen GmAw B
IS oo G G wn
12 023 tsere e Gnzn  Guan  camamn sz
IER T o o cazma e
12 st v i —ee e
S [—
Q=@ -
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OHIO AUDITOR OF STATE/
KEITH FABER /

S

UAN Infroduction Training

OPERS
Reporting & Payments
Trina Martin
(2016 Recording)

Eficient +  Eflecive +  Transporent
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OPERS Contributions Report

Payroll — Reports & Statements — External Forms — OPERS
Contributions Payroll e

Transactions  Utilities  Reports & Statements

atch Reports - Wages
Batch Reports - Withholdings
FT Report
mployee Reports
PEntity Reports
«External Forms Employee Reports |

941 Federal Quarterly
944 Federal Annual
'ODJFS New Hire

'OP&FPF Contributions.
‘OP&FPF Remittance
'OPERS Contributions

135
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4/3/2024

OPERS Reporting & Payments
Order & Timing is Different Than Taxes!

Wait to prepare the OPERS
| Contributions Report ...
3

Wait until you post all wages with the
Pay Period End Date for the reporting month

136

OPERS Rounding Explained
Qare®
S w\i\ o o
MO
Gross Salary $1,000.25
Employer Share 14% «
Rate Q'Lﬁ“"eﬂ
ot
Employer Share $140 04
3 a7

137

Solution Demo Available Online
(8 Minutes)

Housekeeping

o Apply OPERS Credisfor Rounding Vaisnces ‘________——---_-

Payroll Electronic Funds Transfer (EFT)

Eficient +  Effecive +  Transporent 138
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4/3/2024

[
OHIO AUDITOR OF STATEJ
KEITH FABER

~erf

OP&FPF

Maintenance Setting that flow into
the OP&FPF Contributions Report

Eficient + FEffectve +  Transporent
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OP&FPF Contributions Report
Payroll — Reports & Statements — External Forms — OP&FPF
Contributions

Payroll

Transactions  Utilities Reports & Statements

patch Reports - Wages
Batch Reports - Withholdings
FT Report

mployee Reports
pEnlity Reports
xExternal Forms

941 Federal Quarterly
944 Federal Annual
ODJFS New Hire
ODJFS Wage Detail
OP&FPF Contributions.

140

OP&FPF Contributions Report

Payroll — Reports & Statements — External Forms
— OP&FPF Contributions

F e%*“‘ e L-2521 + Colimtus, GH 43260-2521

molay ¥ requency AGIemETICog8 Exam
t. 1FE1

REPORT OF RETIREME

moiore

lBUCKE
[PrrPercasegnmg ey
lozz22021 03202
e Lump Sum
ocal
Name Eaming| Eamings | Earmings .
outy (Last First MI) Type | Begn Dote | EndDate |HOUSEaSE) Hours Pu

Pick.Up Type B Members

Day, Sonny [ 160.00| 160
Hero, Henry, Jr 0 160.00| 160
IHero, Henry, Sr 0 160 00} 160
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OP&FPF Frequency Setting

Payroll — Maintenance — Frequencies, Edit

EVIG

Transactions  Utilities Reports & Statements Maintenance

Additional Information
Earnings and Leave
EFT Prenotes

EFT Setup

Email Editor

Employees

Frequencies

Skip Calendars Editor

Withholdings

Withholdings Editor 142
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OP&FPF Agreement Number

7 Eafremency - X

N Bitetir @cive Ovacive
vy P 7 Curen Poes 5ot | 572021

Caec Doy | 34000 et Pessd Bt | GBS0
Vokbom  ao.000 RPN =

® Manahy stvnce

Modied 112002 2
e 112002 3
Lt
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OP&FPF Earnings & Leave Settings

Payroll — Maintenance — Earnings & Leave, Edit

Payroll

Transactions  Utilities Reports & Statements Maintenance

Additional Information
EFT Prenotes

EFT Setup

Email Editor

Employees

Frequencies

Skip Calendars Editor

Withholdings

Withholdings Editor 144
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OP&FPF

Eomng o e Wirpoisess fosisd
Hare ouriy Hages @sewe Oteacis Devcron
Tioe: 2000 | [msuriy ages

ProcemGop: 100 [Tazable Eazminge
GRUFFE Te

Cateteria Plan
Deteried Compensation (Nea-Rom
Federalincome Tax

O Income Tox

Local Tax

School Tax

Federsl Supplemental Withholding
O Suppiemertal Wiioise
Misceloncous Vithhaiding
opeRs

oPaFPF

Medicare

Sccn Securty

[difc ol fafafwfifo] i)

e by Year End

S5
ML T = o
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OP&FPF Hours Base

OP&FPF Employee Settings

Payroll — Maintenance — Employees, Edit - Advanced

Payroll

Transactions  Utilities Reports & Statements Maintenance

Additional Information
Earnings and Leave
EFT Prenotes

EFT Setup

Email Editor
Employees
Frequencies

Skip Calendars Editor
Withholdings
Withholdings Editor

ce

vioerabon || T Akdocatia | Emicws | Ovaims | HooGonh |
=

ey —

[ —

e

| —

-

bt sz

Mo 127720204 833 M by Yo End
bt Cnt. <2z 1153 ey ean Sme G
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148

Employees, Edit — Advanced, Earning tab. Check
mark and click Edit

2 Edt Employee

o
Bl

Nome:  [fancy ez

o G
ormicn | EFTisagbcralivls e | Ovemm | Mencan |
et s seove

O e = Frocy Potion

] 700 Buckeys Suton Biwesky Fremans

O 2000 Lo Saton Buockly Freman,
| O 2000 Tomnshpmion  Ervieety Freman

822 219120100000 hewe

W e W
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149

R

ot 432003 14T

Ay Bin
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OP&FPF Pickup Type
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OP&FPF Setup

REPORT OF RETIREME

=

—

0212212021 o3z
—— Tump Sum
oca
Eaming| Eamings | Eamings
Reouty (Last First M) Type | Begn Date | End Dare |FiOWSBESE | Hours Pa
Piek-Up Type 8 Members
Day, Sonny [ 6000 160
Hero, Henry, Jr 0 w000 180
Hero, Henry, St o 6000 160
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Transactions

ch Reports
EFT Report

«External Forms

ODJFS New Hire

Renarts - Olhar

152

941 Quarterly

e s o st e e 10n s e comgenaen.

941 Federal Quartery
4 Federal Annual

ODJFS Wage Detail

Zontributions

Eficient + Effecive + Transpd eports - Federal

e | P | s | Uiy |
e [ Coatend | v
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Payroll

941 Fe deral Quarterly Batch Reports - Withholding:

Reports & Statements
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4/3/2024

941 Quarterl
MName: 541 Fizet Cuastes Quater [Fiza: | wehhokdnga by wage cost date
o e
Tases e I " BT
e
a Payee. Paymert 8 Type Totad
a 319-2023 Electronic. $201077
u} man Etecronic. 8424402
a 20 Eloctronic 5294001
a a0 Electronic 5101504
=} 184-2023 Electronic $3,15672
g —— e —
=} 131.2020 Electionic $238850
=) 1012023 Eectronic 431037
=
% 452023 02022023 Payroll Elecronic. 8208807
0O US Treasury 18-2023 01032023 Payrcll Elecronic 5208149
Owposts Ovemse.  Prcx Ovemayments:
e e L T T it b -
PR T, ;
e
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941 Quarterly
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941 Quarterly

Ouster: [rizen | Foderal wabbokdnga by wae post dste

Pay period dales are irelevant

@

Sameweebly Schedie Dapossors. and atiach o Form 541

[ s Fometn

Mot
Mocth 1

| vomz
Ve

Total sy o cuace. Tl st el ine 12
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seos07 20007 @
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941 Schedule B

Payroll

Transactions  Utilities  Reports & Statements  Maintenance

‘Winnoldings

Dooooooooogo
F

Bt |Lissoravas v

4/3/2024

OD]JFS Wage Detail
Quarterly

Eficient +  Effectve  +

Acc 3| Payroll ) I
Transactions  Utilities Reports & Statements
Baich Reporis - Wage

Balch Reporis - Withholdin

EFT Report
Employee Reports
»Entity Reports
«External Forms

941 Federal Quarterly

944 Federal Annual

ODJFS New Hire

ODJFS Wage Detall

OP&FPF Contributions
OP&FPF Remiltance
OPERS Contributions
OPERS Non-Contributing
OPERS Renittan

W-2 & W-3 Forms

1095 & 1094 Forms
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ODJFS 1t Quarter Example
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4/3/2024

ODJFS 4th Quarter Example
Hame Cuaner [Foursa Adgsmert Pl & Wogms by woge post dace.
ca nceroc emplopees o Tatable Wagos lesa than Tolad Wages? Cick here: (6
2 Last Frst CREY] SN w ‘w": Woska | i | Blanth | Mosth | Mersh
B B Flobert 57000 sT00 i a a =]
B Coased By 3608175 3000 4 1=} a =]
A Craek Caa $4200.00 5000 1" =]
B ow Senmy $2280.00 5000 N =] a =
B Fomdy Sorve $7.33500 o0 2B 8 @
B Hamer Hamy $70.00 7000 " %] ]
[= Heoey 59508 52 5000 " =] =]
B bHeo Henny. $13081 50 3000 4 1=} =]
B s Hareis $2000 ST00 " a =]
Pavry. $5.760.00 5900 i 2 a
Shaery 5282051 $51147 i [~} =]
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Toate: i) Eplopoes s 1 an Parl T defoudl
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Ohio, School, & Local Tax Reports

Payroll [J8 o
Transactions  Utilities  Reports & Statements  Maintenance

ings

ODUFS New Hire

1=}
= | 2] Ohio incomms Tax Sups. Siale Witbholdng

Ohio, School, & Local Tax Reports

» Select date range per your reporting schedule
» All have ‘Include Payment Detail’ under Options tab

[ 7ox Repors -oner [ [

Ohio Tax Report v~ Paper | Filtes | Sorting Umons(:‘,:‘
Year: 2023 || | Original Post Date

Date

O Morth: | O Selected Period: [ Include payment detai

® Quater: CIEYINN - | Stet: |01/01/2023 v

O Year End: |03/31/2023 |v

=]
[4] Ohio Income Tax / Supp. State Withholding
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4/3/2024

Ohio, School, & Local Tax Reports

» Use UAN report as guide to prepare online report filing

BUCKEYE TOWNSHIP, FRANKLIN COUNTY
Ohio Tax Report
First Quarter 2023

Withholding Name: ~ Ohio Income Tax / Supp. State Withholding

Wages Not Subject  Total Wages Subject
Payment Period Grass Wages NonCashWages _Total Gross Wages Yo Tax To Tax Tax Withheld
January 2263567 $0.00 52363567 $100.00 52353567 554056
February 3181880 000 1868 100,00 371880 58
March 436022 080 4360223 150.00 4345223 107272
151 Quarter Total 590,056 59 .00 $00.056 50 35000 $98.106 50 236920
Eficient + FEffectve +  Transporent
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Support Call Recent Samples

164

»Employee/Trustee wants an additional
percentage withheld for Federal or
Ohio taxes. Where is that entered in
UAN?

»You cannot and should not!

»1IRS and the Ohio do not permit it on their
forms

» So, its not an option in UAN
»You are not the employee’s personal
accountant!

Efficient + Eflecive +  Transporent
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R 507

. cenificate
o | Degartment of Employes's Wihhlding ExemFHet -
Ohio | Taxation i Socurty S

Iormaion | EFT/AdStonsilelo | Esiege | Overtmer | NooCash | Lesves vishholdings ||

4/3/2024

v “Edted” tems (f any | have changed snce ther last use on a wage.
‘Withholding Skips Volue | Employer/Fiinge | Status | Edted
OhiolcomeTan  No Tatle Adve  No
Federal Income Tax  No Table Active Ne
Medicare "R Ne 1450% 1000-110-213-0000 Active Ne
Lo Ho,
I Supp. State Withhokding  Supp. State Wilbhol No ss00 Adve  No
Supp Fe hoiding  Supp Fede No s7s00 Active N
o Income TaxIE - v No
O 600 JeiersonLSD Jefferson LSD No 1.000% Adve N
O a0 Denealinsurance: Denalinsurance  No $1086 Aive N —
O 00 Heaiminsurance. HealthInsurance  No 56163 Active  No
O 400 Visioninsurance Visionlosursnce Mo 245 Atve  No o
[J 800 Defewed Compensation  Deferred Compensa... No $5000 Adive  No
O Koo Colonial-aher Tax Colonial-Afier Tax ~ No $1084 Aive N
O Koo Life Insurance Life Insurance Ne 5047 Active Ne
“Ri= Requier, SR = Seltey Redauction, FB = Firge Benett, MX = Miisre. Ex Activate Desctvate | | Remowe Display. —
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Bonus Pay or Leave Payouts

Bonus Pay or Leave Payouts

> Up to 5-6 Steps for either
»2 Important questions to answer
ahead of time:

1. Call OPERS or OP&FPF to
confirm whether it is
pensionable.

2. Confirm whether Federal &
Ohio taxes apply using the flat
%

(22% Fed, 3.5% Ohio)
» UAN Support cannot answer either
of these questions!
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Bonus Pay or Leave Payouts

| waces (] I
e

P % éfﬂ‘ﬁ')
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o o x

[ 75| o e[ e 1] o ey gt bk . @

Depamerts = Pay pasod sdvance mathod s s m: Papch » Msrtennce » Frecusnsen

a Depatment =] Frequency Type ‘Stant Date End Dat
[ras— £ mewasiay Biesky ouosz024  ouie0ae

O Fios EMS

| &) Maintsnance

If Non-Pensionable, then you must use an Earning Type:

‘Non-Retirement Item’ (range 9000-9299)

a Apply supplemental-pay tax rates: Fed 22.0% Ohio 3.5%

e s I

msporent
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Bonus Pay or Leave Payouts

Read FAQ
#4 Leave Payouts
#5 Bonus Payouts

Click the FAQs, FAQs
To Open
Earnings & Leave FAQs
in the Payroll Manual
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OHIO AUDITOR OF STATE|
KEITH FABER

Uniform Accounting Network
88 E. Broad St., 5% 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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OHIO AUDITOR OF STATE|

KEITH FABER J

S

Uniform Accounting Network
UAN phone: (800) 833-8260
UAN email: UAN_Support@ohioauditor.gov

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