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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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Scheduled for the 1st Quarter 2025.  
Expect instructions in December this year.

2024 is a good time to clean up duplicate 
or unnecessary files on your current PC
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NOT ready this year 
In a few years
Programing, testing, and 

developing new training 
materials
Rest assured, web-based UAN 

is on it way in a few years!
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Version 2024.1         Date 4/4/2024             Backup: 30 Days Left

Is UAN Updated to the Latest Version?Is UAN Updated to the Latest Version?

Look for it here!  It should be on 

Version 2024.2!
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2024.2 To install, Download or use a Disc

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

missed it in January!)

Necessary for 1st Quarter 941

UAN Version 2024.2 InstallUAN Version 2024.2 Install
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UAN Update

If you have sufficient internet bandwidth
you can download the update via 

OneDrive

Call or send us an email for 
instructions how to 
download 2024.2
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UAN Version Update 2024.2

What is the UAN Installer 
Password “FiscalOfficer”

Most calls are answered 
IN THE INSTRUCTIONS

What if the install does 
not start automatically

Follow install instructions!
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File Explorer
What if install does not start 
automatically
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File Explorer – DVD disc

Double Click 
DVD Drive

Click This PC

Double‐Click Setup.exe 
to start the install
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NEW FISCAL OFFICERS

Resource Overview
• Class handbook
• Training Mode
• Screencasts
• UAN manuals
• AOS Chart of  Accounts
• UAN website prerequisite training
• AOS / LGS Resources

Refer to the course handbook for details.

RESOURCES

NEW FISCAL OFFICERS

Locate and Review Key Documents & 
Reports
• Minutes
• Most recent audit statements
• Bank & Fund balances
• Revenue & Appropriation Accounts
• Most recent bank reconciliation

Refer to the course handbook for details.

The First Day / Week 
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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
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Fund Cash Balances
Fund: a self-contained, self-balancing accounting component used to track 
revenue and expenditures.  

Know your funds and their cash balances

• Fund Status Report

• Fund Activity Report shows the cash flow by fund
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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 fund’s 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.  
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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 (see the chart of  
accounts).
• In UAN, you must mark that fund to receive 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.
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The Budget Lifecycle & Related Reports 
Summarized in Simple Terms

Presented by:  
Bob Walter 

UAN Project Accountant
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Permanent Appropriations 
(Board-Adopted)

Resources Available For Appropriations
(Amended Certificate)

Permanent Appropriations 
(Board-Adopted)

2024 Operating Budget
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F A

BBB

CD

E

MAY 2023*
Begin 2024 budget

JUNE 2023*
Adopt 2024  
budget

JULY 2023*
File 2024 budget

SEPTEMBER 2023
Receive 2024 Official Certificate of Estimated Resources

JANUARY –
FEBRUARY 2024
Year End Balances 

County Auditor 

2024 Amended
Certificate

Budget lifecycle to the 1st Amended Certificate of Estimated Resources 

2024 RESOURCES AVAILABLE FOR APPROPRIATIONS
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F A

BBB

CD

E

MAY 2023*
Begin 2024 budget

JUNE 2023*
Adopt 2024  
budget

JULY 2023*
File 2024 budget

SEPTEMBER 2023
Receive 2024 Official Certificate of Estimated Resources

JANUARY –
FEBRUARY 2024
Year End Balances 

County Auditor 

2024 Amended
Certificate

Budget lifecycle to the 1st Amended Certificate of Estimated Resources 

2024 RESOURCES AVAILABLE FOR APPROPRIATIONS

You should have the 1st Amended 
Certificate well before April.  

Some entities may have additional 
Amended Certificates by now.
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Taxes + 
Other Sources

Unencumbered 
January 1st

Balance*

1st (or latest) 2024 
Amended Certificate of Estimated Resources

RESOURCES AVAILABLE
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Resources Available for 
Appropriations Report

1st Amended 
Certificate

Compare
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Verify The Totals

2024
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Accounting – Reports & Statements –
Revenue Reports

24

Check the Details
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Correct If Necessary

Select Fund 
& click 

Select Fund 
& click 
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Permanent Appropriations 
(Board-Adopted)

Resources Available For Appropriations
(Amended Certificate)

2024 Operating Budget
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Compare:
Legislation to UAN Reports

Print Comparison of Budget and Appropriated
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Must match board adopted 
appropriations by fund

Verify Appropriations
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Verify Variance
Resources still available to appropriate
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Accounting – Reports & Statements –
Appropriation Reports

30

Check Appropriation Details
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Appropriation Status
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Permanent Appropriations
Before April 1 - Board Required to Adopt

Add Permanent Appropriations into UAN
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Permanent Appropriations (if missing)
Add Permanent Appropriations into UAN
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Or, Correct If Necessary

Select Fund 
& click 

Select Fund 
& click 
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Review Budget Assessment Handout
Includes flowcharts to help assess the state of  
your budgets & to correct when necessary.

35
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Assessing Your Current Situation

Legal Documents & Reports 

• AOS Uniform Chart of  Accounts
• Complete descriptions of  all codes available
• Access in UAN Accounting & General Manual 

Appendices

• Amended Official Certificate

UAN Reports:
• Resources Available for Appropriations
• Revenue Budget

• Appropriation Legislation 

UAN Reports:
• Comparison of  Budget & Appropriations
• Appropriation Budget
• Appropriation Supplemental 

• New Fund
• Adding revenue and appropriations

• Revenue Budget
• Supplemental Increase or Decrease

• Appropriations
• Supplemental Increase or Decrease
• Intrafund – Reallocating within a fund

Mid-Year Changes
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Add New Items ‐ Accounting
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Township Chart of Accounts

• Use the Township Chart of  Accounts to select the 
ACCURATE appropriation account codes.

• Both the Program and Object code is important to your 
annual financial report!

• Go to Accounting – Maintenance – Appropriation 
Accounts to access the Chart of  Accounts under FAQs

Funds

39

Revenue Account Codes
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Appropriation Program and Object Codes

40

Add New Items ‐ Vendor

Adding 2024 Budgets

• Make sure you have numbers organized before entering

• Revenue and Appropriation Budgets should have been added before 
you took office April 1st, 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.
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Verify Revenue Budgets
Compare 1st Amended Certificate to

2024

Verify Revenue Budgets

Total resources available in UAN 
must match your Amended 

Certificate total resources available.

Permanent Appropriations
Required to be adopted before April 1.

Enter Permanent Appropriations.
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Permanent Appropriations

Verify Appropriation Budgets
Print Comparison of Budget and Appropriated.

Verify Appropriation Budgets
Must match board adopted appropriations by fund.
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Variance
Resources still available to appropriate.

Revenue Budgets

Revenue Budgets

Click
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Revenue Budgets

Date of Official or Amended 
Official Certificate

Temporary Appropriations
Your board should have adopted  

Permanent appropriations by March 31

Permanent Appropriations replace 
Temporary appropriations

Appropriations Budgets
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Permanent Appropriations

Click Add, select Permanent 
Appropriations
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Add Permanent Appropriations into UAN

Permanent Appropriations

Permanent Appropriations
Read System message and click OK
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Permanent Appropriations

Enter the date 
board adopted

Enter only if adopted by your board

Add Permanent Appropriation Budget
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Correct Revenue If Necessary

59

Select Fund 
& click 

Select Fund 
& click 

NEW FISCAL OFFICERS

TRANSACTIONS
• Authority to Commit Money for Spending
• Purchase orders
• Receiving Money
• Receipts
• Invoices for Payments Due
• Payments
• Positive Pay (when applicable)

FIRST MONTH
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Purchase Orders

Duplicate Purchase Orders Form

1‐2023

2‐2023

3‐2023

4‐2023

5‐2023

6‐2023

7‐2023

8‐2023

9‐2023

10‐2023

11‐2023

12‐2023

13‐2023

19‐2023

20‐2023

21‐2023

01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023
01/01/2023   03/31/2023

04/01/2023   06/30/2023
04/01/2023   06/30/2023
04/01/2023   06/30/2023

Duplicate Purchase Orders Form

1‐2023

2‐2023

3‐2023

4‐2023

5‐2023

6‐2023

7‐2023

8‐2023

9‐2023

10‐2023

11‐2023

12‐2023

13‐2023

14‐2023

15‐2023

16‐2023

17‐2023

18‐2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023

01/01/2023
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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

Print Cash Summary by Fund

2024

01/01/2024

01/31/2024

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

66
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Payments
Warrants

• A.K.A.: 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

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.

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

67
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Compare Official Documents to UAN Reports

COMPARE

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

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)

70
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Questions

Standard

Common receipts 
from any source

Interest

Only for $ earned 
from bank 
accounts

Memo

When charges are 
deducted before 
you receive $

UAN’s 3 Types of Receipts
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• Standard

• Common receipts 
from any source

• Interest

• Only for $ earned 
from bank 
accounts

• Memo

• When charges are 
deducted before 
you receive $

UAN’s 3 Types of Receipts

73
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Standard Receipt Examples
From Accounting Refresher

(2022 Recording)

76
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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)

79
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Warrant Payment Example
From Accounting Refresher

(2022 Recording)
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Payroll Structure

Payroll – Maintenance

79
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Earning & Leave Structure
Payroll – Maintenance – Earnings & Leave

82
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Earning & Leave Structure
UAN Default
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Earning & Leave Structure
Example Township Customized

82
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Earning & Leave Structure
UAN Default Example Township Customized
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Withholding Structure
Payroll – Maintenance – Withholdings

86
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Withholding Structure

UAN Default

85
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Withholding Structure
Example Township Customized
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Withholding Structure
UAN Default Example Township Customized
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UAN Introduction Training

Editing Employees
Trina Martin

(2016 Recording)
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To Edit Employees
Payroll – Maintenance – Employees, Edit - Advanced

91
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To Edit Employees
Payroll – Maintenance – Employees, Edit - Advanced

92
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Edit Employee Example: Hourly, OT, Leave Benefits

93
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Edit Employee Example: Hourly, OT, Leave Benefits

94
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Edit Employee Example: Hourly, OT, Leave Benefits

95
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Edit Employee Example: Hourly, OT, Leave Benefits
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Edit Employee Example: Hourly, OT, Leave Benefits

97
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Edit Employee Example: No Split
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Edit Employee Example: Manual
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Edit Employee Example: Hours

100
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Edit Employee Example: Percentage

101
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Edit Employee Example: Overtime 

102
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Edit Employee Example: OT Detail

103
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Edit Employee Example: Leave Benefits

104
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Edit Employee Example: Leave Benefits

105
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Edit Employee Example: Leave Benefits

106
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Edit Employee Example: Leave Benefits

107

Efficient       •       Effective       •       Transparent

Edit Employee Example: Leave Benefits

108
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Edit Employee Example: Employee/Employer Share

109
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Edit Employee Example: Employee/Employer Share

110
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Edit Employee Example: Employee/Employer Share

111
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Edit Employee Example: Employee/Employer Share

112
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Edit Employee Example: Fringe Benefit

113
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UAN Introduction Training

Add Employee Wizard
Trina Martin

(2016 Recording)

112
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Add Employee Wizard
Payroll – Maintenance – Employees, Add Employee

115
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Add Employee Wizard
Payroll – Maintenance – Employees, Add Employee

116
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UAN Introduction Training

Wages Part 1
Trina Martin

(2016 Recording)
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Add Wages

118
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Simple Salary Wage Example

119

Efficient       •       Effective       •       Transparent

UAN Introduction Training

Wages Part 2
Trina Martin

(2016 Recording)
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Wage Example: Hourly, OT, Leave Benefits

121
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Wage Example: Hourly, OT, Leave Benefits

122
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Wage Example: Hourly, OT, Leave Benefits
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Wage Example: Hourly, OT, Leave Benefits

124
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Wage Example: Hourly, OT, Leave Benefits
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Wage Example: Hourly, OT, Leave Benefits
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Multiple Earnings Example From Video

127
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UAN Introduction Training

Withholding Payments
Trina Martin

(2016 Recording)
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UAN Introduction Training

OPERS
Reporting & Payments

Trina Martin
(2016 Recording)
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OPERS Contributions Report
Payroll – Reports & Statements – External Forms – OPERS 
Contributions

133

134
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OPERS Reporting & Payments
Order & Timing is Different Than Taxes!

Wait until you post all wages with the 
for the reporting month

Wait to prepare the OPERS 
Contributions Report …
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OPERS 
Calculates 
Monthly

UAN adds
2 Semi-Monthly

Semi-Monthly
Calculation

EXAMPLE

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

14%14%
Employer Share 

Rate

$280.07$280.08$140.04
Employer Share 

$ 137

UAN/OPERS Rounding Explained
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Solution Demo Available Online 
(8 Minutes)

136
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OP&FPF 

Maintenance Setting that flow into 
the OP&FPF  Contributions Report
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OP&FPF Contributions Report
Payroll – Reports & Statements – External Forms – OP&FPF 
Contributions
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OP&FPF Contributions Report
Payroll – Reports & Statements – External Forms 
– OP&FPF Contributions
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OP&FPF Frequency Setting
Payroll – Maintenance – Frequencies, Edit
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OP&FPF Agreement Number
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OP&FPF Earnings & Leave Settings
Payroll – Maintenance – Earnings & Leave, Edit
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OP&FPF Earning Type
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OP&FPF Employee Settings
Payroll – Maintenance – Employees, Edit - Advanced
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OP&FPF Hours Base
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Employees, Edit – Advanced, Earning tab.  Check 
mark and click Edit
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OP&FPF Pickup Type
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OP&FPF Pickup Frequency
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OP&FPF Setup
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941 Federal Quarterly
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941 Quarterly
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941 Quarterly
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941 Quarterly
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941 Quarterly

156

154

155

156



4/3/2024

53

Efficient       •       Effective       •       Transparent

941 Schedule B
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ODJFS Wage Detail 
Quarterly
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ODJFS 1st Quarter Example
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ODJFS 4th Quarter Example
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Ohio,  School, & Local Tax Reports 
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Ohio,  School, & Local Tax Reports 

162

 Select date range per your reporting schedule
All have ‘Include Payment Detail’ under Options tab
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Ohio,  School, & Local Tax Reports 
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Use UAN report as guide to prepare online report filing
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IT-4 & W-4 Additional % Per Wage?

Employee/Trustee wants an additional 
percentage withheld for Federal or 
Ohio taxes.  Where is that entered in 
UAN?
You cannot and should not!  
IRS 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!
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Bonus Pay or Leave Payouts
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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
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Bonus Pay or Leave Payouts

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

Bonus Pay or Leave Payouts
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Uniform Accounting Network

88 E. Broad St., 5th 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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Uniform Accounting Network

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

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