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Ohio Checkbook Submission Instructions

Through a partnership between the Ohio Treasurer and the Auditor of State, local governments
using UAN can choose to have UAN transmit their checkbook-level transactions to
OhioCheckbook.gov in a quick, easy and convenient process. When authorized by the fiscal
officer, UAN will use the Annual Financial Report (AFR) data submitted to the Auditor of State
(through UAN online or by disc) to submit the data to Ohio Checkbook on your behalf.

This is not a UAN requirement; those entities that choose to submit financial information to the
Ohio Treasurer can take advantage of this convenient option.

Please note:
e You can authorize a fiscal year through UAN only after the closing the fiscal year,
submitting the AFR data to UAN, and confirming the submission is successful by
reviewing the filing status on the Auditor of State's Customer eServices website.

e If you have already submitted AFR data through UAN for a previous fiscal year, you do
not need to resubmit the AFR for that year to begin using Ohio Checkbook authorization.

e UAN will not submit any data to Ohio Checkbook without your specific authorization for
each fiscal year (previous fiscal years may also be authorized).

e If you have already completed a non-UAN process to submit data for previous fiscal years
directly to Ohio Checkbook, you do not need to resubmit those years again through UAN.

e There will be an opportunity to easily edit or redact any information that your entity deems

necessary before it posts to Ohio Checkbook. After authorizing UAN to submit the data,
the Treasurer of State’s office will contact you with instructions for editing and redacting.
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The following steps will authorize UAN to transmit to Ohio Checkbook, on your behalf, the
Annual Financial Report (AFR) data that your entity submitted to the Auditor of State
through UAN.

Step 1: Open the UAN website home page by clicking the following link or typing it into your
web browser: https://uanlink.ohioauditor.gov

Step 2: Select “Profile Login’.

Step 3: Enter the username, password and then click “Login’.
The 4-digit UAN entity ID assigned to your entity is your username. The 5-character
customer number assigned by the Auditor of State’s office, which appears on all AOS
invoices sent to the entity, is your password.

Please login to the UAN User Management System

username:
password:

Login

Step 4: Select ‘Ohio Checkbook Settings’.

Update Entity Information
» Software Patches

Upload your Year End File
View Entity Contact List

Ohio Checkbook Settings _

Step 5: Select the blue ‘Authorize’ button next to the fiscal year that you would like UAN to post
financial information to Ohio Checkbook.
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https://uanlink.ohioauditor.gov/

Ohio Checkbook Settings

Please follow the below steps to authorize UAN to submit your entity's financial data on your behalf to
OhioCheckbook.com:

AUTHORIZE: Click the Authorize button below for each corresponding year. For each year selected, a
confirmation page will be shown asking you to verify your selection.

CONFIRM: Upon completing the confirmation for the year selected an e-mail containing an entity specific link
from UAN Support will be sent to each e-mail address that UAN currently has on record for the entity. The
entity specific link must be clicked in one of the e-mails for the data to be sent to the Ohio Checkbook. The
data will be transmitted to the Ohio Checkbook in approximately 6 — 10 business days after the entity specific
link is clicked. UAN Support will send an e-mail to your entity confirming transmission of the data to the Ohio
Checkbook.

REVIEW: After your data has been transmitted to the Ohio Checkbook, you will be contacted by the Chio
Treasurer's office with detailed instructions on the final steps required to review and post your data.

Financial Year  Authorization History Confirmation History

This year was authorized on 4/10/2015 This year was confirmed on 4/14/2015

2013

This year was authorized on 4/10/2015 This year was confirmed on 4/14/2015

2014

This year was authorized on 1/30/2016 This year was confirmed on 1/30/2016

2015

This year was authorized on 2/5/2017 This year was confirmed on 2f7/2017

2016

This year was authorized on 2/1/2018 This year was confirmed on 2/1/2018

2017

This year was authorized on 1/28/2019 This year was confirmed on 2/2/2019

2018

2019 |2 d—
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Step 6: After selecting ‘Authorize’, a confirmation message will open. Read the message
carefully. If you choose to continue with the authorization, then click the green ‘Yes’
button.

Authorize?

Are you sure thal you woulkd kke fo authorize UAN to send tha Ohio Checkbook your yearl financal data? By selacting “Yes' you are authonizing LIAN to submit data from your entity 1o the Ohio Treasurer of State Ohio ChackBook on your
behalf extractad from the latest year end submission prowded to UAN. UAN has not revewesd, edited of redacted any data contained n your submission. Your entity accepis the responsibilty fo review and redact sensitve data n
coordmaton with the Ohso Treasurer of State pror 1o it baing postad to the Ohio Checkbook

I

*Continue to the next page*
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Step 7: The internet browser will return to the Ohio Checkbook Settings window. The year and
the date of the authorization will list under the *Authorization History’ column in the row

of the fiscal year you selected to authorize in Step 5.

Ohio Checkbook Settings

Please follow the below steps to authorize UAN to submit your entity’s financial data on your behalf to
OhioCheckbook.com:

AUTHORIZE: Click the Authorize button below for each corresponding year. For each year selected, a
confirmation page will be shown asking you to verify your selection.

CONFIRM: Upon completing the confirmation for the year selected an e-mail containing an entity specific link
from UAN Support will be sent to each e-mail address that UAN currently has on record for the entity. The
entity specific link must be clicked in one of the e-mails for the data to be sent to the Ohio Checkbook. The
data will be transmitted to the Ohio Checkbook in approximately 6 — 10 business days after the entity specific
link is clicked. UAN Support will send an e-mail to your entity confirming transmission of the data to the Ohio
Checkbook.

REVIEW: After your data has been transmitted to the Ohio Checkbook, you will be contacted by the Ohio
Treasurer's office with detailed instructions on the final steps required to review and post your data.

Financial Year  Authorization History Confirmation History

This year was authorized on 4/10/2015 This year was confirmed on 4/14/2015
2013

This year was authorized on 4/10/20156 | This year was confirmed on 4/14/2015
2014

This year was authorized on 1/30/2016 This year was confirmed on 1/30/2016
2015

This year was authorized on 2/5/2017 This year was confirmed on 2/7/2017
2016

This year was authorized on 2/1/2018 This year was confirmed on 2/1/2018
2017

This year was authorized on 1/28/2019 This year was confirmed on 2/2/2019
2018

— .

This year was authorized on 2/4/2020 )

2019
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Step 8: UAN Support will send a confirmation message to the entity email address (or addresses)
we have on file. The subject line will be ‘UAN - Ohio Checkbook Confirmation’.
If you do not see the message in your email inbox, please check the ‘junk’ or ‘spam’ folder
of your email service.

Step 9: You must respond to the confirmation email before UAN can send the financial data to
Ohio Checkbook. Read the message carefully before you decide to respond. There is an
internet hyperlink within the email message description. One of the recipients of the
confirmation email must click the link and follow the instructions on the window that
opens to confirm the submission.

Please Note: It does not cause any problem if more than one recipient of the message
confirms the submission or if you would like to repeat the confirmation steps for any

reason. Repeating the steps will not void the first confirmation or cause any harm.

Example confirmation email:

UAN Yearly Financial Data Confirmation for the Ohio Checkbook Data

UAN Custormer Number:
Customer Name:

UAN has received a reguest from your entity through the UaNIlink Profile Login to submit your financial data for 2013 to the Ohio Checkbook. This emnail has been sent to all current email addresses
provided to UAN by your entity. Before UAN can send your financial data, one of the email recipients must confirm this action by clicking on the link below.

devsecure/uanprofiles/Portal/ConfirmAuthorization?uid=63017DC19550466 19B0301C767A5324F

By clicking on the link you acknowledge, understand, and agree that when transferring the file from the UAN system to the Treasurer of State, the Auditor of State will not redact any information or
itemn from the file being transferred. Further, I hereby waive, release and forever discharge any claim against the Auditor of State related to the inappropriate release of unredacted material as a result
of its transfer to the Treasurer of State from the UAN systern.

Once your data has been submitted to the Ohio Checkbook each email address will receive another email confirming the submission. If you feel like this is an error, please contact UAN Support at
(800)833-8261.

Support Line 800-833-8261
E-mail UAN Support@chiosuditor.gov
Fax Number 877-727-0088 or 614-728-8027

Step 10: Upon clicking the link in the email, a window will open ‘Final Ohio Checkbook Data
Confirmation’. Read the message carefully. To consent, click the green *Yes, | consent’
button.
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Final Ohio Checkbook Data Confirmation

Authornzaton for 2019
Authonzed on 20472020 1:14:51 PM

LAM has received a request Trom your entity 1o submit your iinanceal data fo the Oho Chackbook. To

Your dala will be transmitted in approxmalaly 6 - 10 days.

Yas, | consent

Mo, | do not consant.

Support Line B00-833-8261
E-mail UAN_Support @ohicauditor.gov
Fax Number 877-727-0088 or 614-T28-8027

consent 1o have your entity's data transmitted 1o the Ohie Checkbook, please saled Yas, | consant below.

Step 11: After selecting “Yes, | consent’, a message will explain that you will receive an email
from UAN Support after the data has been received by Ohio Checkbook. This email

should arrive within a few business days.
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Final Ohio Checkbook Data Confirmation

Authorization for 2019

Authonzed on 2/6/2020 3:12:40 PM

UAM Supporl will sand an a-mail lo your entity confirming the completion ol the lranamesson

After your data has been transmitled lo the Dhio Chedidbook you will be receiing an e-mail from the
Ohiio Treasurer's offica with delailed instructions on the fnal steps required to confirm and post your
data

Support Line 800-833-8251
E-mail UAN_Support@ohicauditor.gov
Fax Number 877-727-0088 or 614-726-8027

Example email:

UNIFORM
\ ACCOUNTING
NETWORK

UAMN Yearly Financial Data for the Ohio Checkbook Data

This fislbcrwane) o el S o o SuBNYRESRHN 00 vl Ofw) Chaschtaoesk:

Year Sabus
S1G Setedibd

I o Pl 'y’ Ui SCaaTl, Pbiichd CONLECT ILIAN Suppon

Suppoet Ly BOO-B3F-E201
E-riasd M 3 AL ot i O Oy
Fax Mumber  B77-73 7-008E or 614-738-803 7

Please Note: To submit an additional prior year to the Ohio Checkbook, please repeat steps 1
through 10.
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