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Ohio Auditor of State

UAN For Beginners

Presented by:
Angela Muller and Bob Walter

UAN Online Training

https://uanlink.ohioauditor.gov
*Prerequisite

*Proficiency

*Accounting

*Payroll

*Budget
*Year End

Access the portal:

https://www.ohioauditor.gov/fiscalintegrity/default.html
or
https://ohioauditor.gov (look under local government)

Questions or assistance
email: fiscalintegrityact@ohioauditor.gov




UAN Online Training

‘Transition’ is for newly appointed fiscal officers.
Transition — Phase 2 videos are essential!

Transition — Phase 2
Accounting Videos & Books

# UAMN Prerequisite Accounting 101 Chapter 1
UAN Prerequisite Accounting 101 Chapter 2

.

.

UAN Prerequisite Accounting 101 Chapter 3
UAN Prerequisite Accounting 101 Manual

.

UAN Prerequisite Accounting 102 Chapter 1
UAN Prerequisite Accounting 102 Chapter 2
UAN Prerequisite Accounting 102 Chapter 3
UAN Prerequisite Accounting 102 Chapter 4

.

* UAN Prerequisite Accounting 102 Manual

UAN Prerequisite Accounting 103 Chapter 1
UAN Prerequisite Accounting 103 Chapter 2
UAN Prerequisite Accounting 103 Chapter 3

= UAN Prerequisite Accounting 103 Manual

Budgeting Basics

See Transition — Phase 2 Accounting 102

* UAN Prerequisite Accounting 102 Chapter 1
* UAN Prerequisite Accounting 102 Chapter 2
* UAN Prerequisite Accounting 102 Chapter 3
e UAN Prerequisite Accounting 102 Chapter 4

= UAN Prerequisite Accounting 102 Manual

1/28/2019




2019 Budgeting

* Revenue and Appropriations rest on the
foundation of the AOS Uniform Chart of
Accounts. A firm understanding of the
accounts is essential for budgeting
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Review Chart of Accounts For
Changes or Additions

* Evaluate your entity’s chart of accounts
using the AOS Uniform Chart of

Accounts.
- * The accounts codes will direct the
— = entity’s revenue and expenditures to the

correct place on the 2019 Annual
Financial Reports so be careful to use the
- correct funds, revenue accounts and
- appropriation accounts.

M

Print Your Entity’s
Custom Chart of Accounts

Accounting

Transactions  Utilities Reports & Statements Maintenance

Appropriation Reports
(Appropriation Supplemental

Reverme Chant of Accounts

Accounting

Transactions  Utilities Reports & Statements Maintenancs

Chart of Accounts v




Review The Most Current
AOS Uniform Chart of Accounts

* UAN includes the latest in the Accounting &
General Manual Appendices.

Uniform Acceunting Nermark - Accsunring & General Masnal

ACCOUNTING APFENDICES

Tk socriomns in this part of the manual arv:
= Tomasbip Chart of Accosats
© Village Chart of Accosats
* Library Chart of Acceunts
° Glesary

10
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Review The Most Current
AOS Uniform Chart of Accounts

* Easily access the chart of accounts applicable to
your entity under the FAQs menu:

11

Chart of Accounts

* Read the Revenue code & Appropriation
Object code descriptions to see what
should be posted to each account.

« After a thorough review, if you are
unsure whether a fund or account is

\-—-/ e correct, then contact Local Government
Services at 1-800-345-2519.

* Add any new items in Accounting >
Maintenance > Funds, Revenue Accounts
or Appropriation Accounts by clicking the
add button.
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Current year budget

+ The current year operating budget is
made up of two separate components
o Official or Amended Certificate of
Estimated Resources.
o Board adopted Appropriations.

13

Certificate of Estimated Resources

* Your county auditor/budget commission issues this certificate.
o It establishes the maximum amount your board is permitted to
appropriate.
— The amount in the

) Total

Unencumbered Resources
Fund Types. Balance Other Available for
11/ Taxes Sources App

Fund Types

General $1509,791.56  $128,000. $58,500.4 $346,291.56
Special Revenue $106,027.74)  $375,000. $141,200.00 $622,227.74

$1,523.29

$100.00

$1,623.29)

Debt Service

14
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Tax Budget

1* Amended
Certificate

Resources Available

Official Certificate

Year End Balances
Certificate




Appropriations

* The board must adopt legislation setting appropriations to
authorize operations of the government entity; temporary or
permanent.

+ Temporary appropriations take effect January 1 until they are
replaced by permanent.

Temporary Appropriations

16
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Certificate of Estimated Resources

* Your governing board can only adopt appropriation legislation for
100% or less than the total resources available on the most
current Official Certificate / Amended Official Certificate.

s the ‘ceiling’ i.e. the
propriate by fund.

Appropriations

* Temporary appropriations are limited by the Official Certificate.
* Until the Amended Certificate is received.

15t Amended
Certificate

18
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Appropriations

« Temporary appropriations, by law expire March 31%
* Permanent appropriations replace temporary appropriations and are
for the full year.

o Ohio Revised Code and the format of the permanent appropriations sets
the legal level of control.

.’;}_ ::
90

Permanent Appropriations

e Y

19

A Note about the Year End Balances Certificate...

’ Tax Budget

1st Amended
Certificate

Official Certificate

Certificate
L
20
o

Year End Balances Certificate

* Instructions in Appendix 6 of the Year End Procedures.

 Budget > Transactions > Year End Balances Certificate.

* Print after closing the fiscal year to insure accuracy.

* UAN will include the estimated revenue if you have keyed in the

Revenue Budget.

21




Revenue & Appropriations

* Get the order right! Enter the Revenue Budget before
appropriations.

Accounting
Transactions  Utilities Reports & Statements Maintenance

mmb 0) .
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Revenue Budget

« This is not the total resources from the Official / Amended
Certificate.
* Revenue Budget total per fund = Taxes + Other Sources

ota
Unencumbered
Fund Types Balance Other X for
11/ Taxes Sources
Governmental Fund Types

General $159,791.56 5128,000.000 $58,500.00 1.5

Special Revenue 5106,027.74] $375,000.00 5141,200.00 $622,227.7.

Debt Service $1,523.29) $100.00 51,623.29

23

Purchase Orders

* Purchase Orders opened prior to adoption of Permanent Appropriations
were limited by the Temporary Appropriation amounts.

* Use the Duplicate button to add purchase orders to the same vendors
and/or purposes (when needed) for the remaining months not covered
by original purchase order.

o Itis not necessary to close the original POs if there is still an available
balance that will be of use.
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Reports

* How much do | have left on my PO
o PO Status
* What have | spent from a PO
o PO Charges
+ What if my PO isn’t enough i
o Appropriation Status
» If appropriations are insufficient:
+ Reallocate appropriations (pay attentien to Legal Level of Contred]
« Or board adopted supplemental appropriations
o Add new PO for new charges

e
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25
Cash
* Appropriations and Purchase Orders do not
provide the cash to make payments!
~
=
"‘\
.
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Cash

Carefully review your fund balances each
time you pay bills or post payroll. Will there
be enough cash in the fund to continue

Keep your governing board informed wher
the cash balance is running low so action
can be taken BEFORE a cash crisis occurs

-

with next payroll or bill payment? ¢ '

D
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Bank Reconciliation

* Post new items found on the bank statement in
UAN using the date from the statement.
o Bank fees
» PO required
= Post an electronic payment (backdate ta date on
the statement amount was withdrawn).
o Interest receipts
» Backdate to the deposit date on the statement.
* Using the date that appears on the statement will
allow you to clear these items on the bank
reconciliation form.

28

Reissue

* An accounting warrant is still outstanding on the bank
reconciliation after two months
o Contact the vendor to determine if they have received the payment
> If not go to Accounting — Utilities — Payment Utility, mark the payment
and click Reissue

» The Reissue process voids the original check but preserves the PO/BC
used and prints the payment on a new warrant number

* Discuss with the bank and your board to determine if the
original check should have a stop payment issued at the bank

* Positive Pay may reduce the need to stop payment if the void
check and new check information are uploaded to the bank

P A4

2

Bank Reconciliation

A

* Adjusting factor entries on bank
reconciliation should not be used to
push unresolved errors forward.

o Correct mistake using the correct date,
then clear the items.

o Refer to Housekeeping Accounting
videos
o Training — Accounting - Housekeeping

30
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Receipt Reminder

* Use a Standard receipt when there are no
fees to be distributed
* Use Memo receipt when there are fees

that have to be distributed ~

31

Payroll Best Practices

+ Prepare payroll as early as possible when
time cards are submitted
* Payday should be established by the
governing board and should allow at least
a week from the pay period end date to
payday.
» If you do not have a week before payday,
your board should establish payday at the
very least three business days after the end

of the pay period to allow you to do payroll
carefully.

32

Payroll Best Practices

* Use Batch Wage reports to verify
the accuracy of wages before
posting. Recommended report
Batch Wage Detail.

Direct deposits are posted for the
payday, but must be uploaded to
your bank at least two days prior to

‘ . \& payday.

33

11
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Retro Pay

34

- Leave Payout

- _ .
'.’: Pensnuble Payout?

35

Leave P_axgut

Systern Message

Have leave balsnce adjustments been posted for all GPERS
and OPEFPF employees whose payout is non-pensionable?

Leave payouts are typically not subject to OPERS or OP&FFF
and are paid with a non-retirement eaming type [S000-5293),
wihich will not reduce leave balances on emplayee pay stubs.
Therefare leave balance sdpustments must be posted BEFORE
paying any employees whose payouts sre non-pensionable.

Adjustments are made inc
Payrall = Utilities = Leave Balance Adjustment

To continise acding » payout after all necessary beave
balance adjustments have been posted, click [Fes].
o 1top and agjust leave balances instead, click No).

o]

36

12
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Leave Payout

Leave Payout Hotes

‘ ' <<< ! IMPORTANT - READ CAREFULLY ! 22>

Mates.
——— I

| The stosmasbion below appies o most leave and s pars.

{in the approgeiste Ouermde columns for sach wage

| » Earreect leve henes should be setis

‘Miscellanecun” iype withholdings should be setto $0.00

| » Federal and Ohio withhoidings must be manually calculated
s Chack e IS and

[Laiws and Bonus paycets can be posted ior the same dates
|32 reguiar wages, but sach ipe should be posted separately

37

Fenuonstle Py a
Leave and Boaus payouts jec wihibclding - Lo By 8@ nonpansaastie
et in P

- F¥this payout is being made to any employees who are OPERS or OPEFPF members, first contact the refirement
ageny (ot iy 3

¥iha payouli o

ald s

CPAFPF Mermbers - Ia hia panout permonable?
) ¥ow - GPAFPF must be wihbakd bom this paut
) b
) b -

OPERS Merbars - In this payeut persionable?
) Yon - DPERS must ba mthhald bom this pavgffl

38

Bonus Pay

Papout Notes

<<< | IMPORTANT - READ CAREFULLY | >>>
Hotos.

The information below apples 1o most leave and bonus pays.

In the spproprists Override columns for

= Eamed beave hows should be set 1o ¢

= ‘Miscellaneeus” ype wihholsngs should be set 3000

- Fecdrenl and Ohi wihholdings must ba manualy calculsted
‘and set io their supplemental pay rates. Check e IS and
Chuo Departmant of Tanaton websaes for e cument rates.

= Child support and gamishments may apply by court onder.

Leave and Bonus payouts can be posted for the same dabes.
3 regualin misges, but sach g sheould be posted separately.

39
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Final Pay

Firul Pay Noses

o | IMPORTANT - READ CAREFULLY | =
Hotes

The mbermatan belin spgnes 12 meathnal moge paments

" [ unsned e will e pred cust 10 e mpicyee. that shoukd
“ |be posted usng the Laswe Parcut wage e The Leses pay
oy e 12 inchude hosurs marmad on s frual mage (4 aey

i Bae appespriate Dverrids colusns for 2 nal wage
5 ahela vy

onFia schedude kor sach witholding For szamele heath
unare gremssms hat have been mibbeid m advance of
P oty et dale s et e s bl g

Final mage payments can be posted lor Bt sama dates 30
rogriae wages, b #ach lpe shovid be posted saparately

40

Retro Pay

Rewn Pay Motes

<<< | IMPORTANT - READ CAREFULLY ! >>=
Meotes

Barkoos posting & sersactive e, contact GPERS or OPAFPF
0

whech may afect the way fuat the payment should be made.

The spples par

I e acpriprists Cvarride cokumna for sach wage:
» Edrmad learve hours should be setto 0. -
= Mhscellaneous” pe wihoidings should be sei 1o 5000
= ol suppert b garrsshments may apply by cout sider

- o datns
3 eeguslae wagen, bt aach hipa shesdd ba posted naparately

el
.
Payroll Pay Period/Payday
Pay period Payday
The date range wages were The date the employees receive
earned. Used by state retirement, their paycheck; the post date of
(OPERS and OP&FPF) to grant the the wage. Used by all taxes and
proper amount of retirement withholdings that are not state
credit to an employee from the retirement to establish the
amount they earned during the liability date
reported month
{ 3
_— ==
2
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Payroll Pay Period/Payday

* Wage and Withholding reports can be printed
by Pay Period or Payday:
o Original Post Date = Payday (all taxes and
withholdings that are not state retirement)
o Pay Period End Date = Pay Period (OPERS and
OP&FPF)

43

Regular Withholdings

* Regul ithholding pay (taxes and
other withholdings that are not state
retirement): Liability is based on paycheck
date, not pay period!

o Wait one business day after payday before
adding and posting withholding payments. If
you are a monthly depositor wait until the end
of the month or the beginning of the next
month to make the monthly payment.

44

Regular Withholdings

* Do not post regular withholding payments (taxes
and other regular withholdings) that you do not
intend to make for a week or two later — only post
when ready to make the payments

* Online payments:

Post withholding electronic payment

Print accompanying tax report (school or local if

required)

Go to the website and make the online payment.

Always print the online payment confirmation;

staple to voucher

o o

o o

45
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State Retirement

 State Retirement reports and withholding
payments (only OPERS and OP&FPF)
Liability is based on pay period end date
o Wait one business day after the last wages
with the pay period end date in the report
month to prepare the monthly report

6

State Retirement

* Prepare UAN OPERS report, print internal
copy for file, create electronic file

* Upload report to OPERS website

* Make online payment and print payment
confirmation report. Check for employer
rounding difference

* Add UAN electronic payment, enter

employer rounding difference so UAN \ 7
voucher exactly matches the online | 11
A

payment. b
* Post and print voucher, staple to online -
payment confirmation report

a7

Reissue Warrant

* An payroll warrant (paycheck or withholding) is still outstanding
on the bank reconciliation after two months
o Contact the employee or vendor to determine if they have received
the payment
» If not go to Payroll — Utilities — Payroll Payment Utility, mark the payment
and click Reissue

» The Reissue process voids the original check but preserves the taxes and
retirement already reported from the original payment and prints the
payment on a new warrant number

* Discuss with the bank and your board to determine if the
original check should have a stop payment issued at the bank

* Positive Pay may reduce the need to stop payment if the void
check and new check information are uploaded to the bank

i

16
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Payroll Reports

* Suggested Wage Reports:
o Wage Detail
o Wage Withholding Summary/Detail
o Wage Base Summary/Detail
o Wage Earnings

* Suggested Withholding Reports:

o Withholding Summary/Detail
o Withholding Employee Detail - Unpaid

49

Questions

.Q
%

50

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

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

51
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r —m,/|
OHIO AUDITOR OF STATE;

KEITH FABER /
Ny

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

www.ohioauditor.gov
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