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UAN Budget Module
Presented by:  Trina Martin & John Morgan

Uniform Accounting Network
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Which Budget?

•Not the current year operating budget!
•New year Budget filed with the County Auditor.
•Budget Module in UAN.
•Nothing transfers to Accounting!
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Agenda

• Budget Training Resources
• Budgeting Process 
• Preview UAN Budget Module
• Q & A 
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Budget Training Resources

uanlink.ohioauditor.gov
• Click Training
• Click Budget
• Watch recorded Budget webinar
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Clean Up First

• BEFORE adding Budget Financial 
Worksheets.

• Remove old items you will never use again.
• Must start by removing old Revenue & 

Appropriation Accounts.
• Once all accounts are removed, remove old 

funds.
• BE CAREFUL!
• Example: Library Cares Act Fund.
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•Print
•Edit employees
•Try again
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Removable?

• NO!!
• Account codes and 

their associated funds 
are not removable in 
a year they are used.

• Remove payroll  
connections now.
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Removable?

•Once current 
year is closed, 
next year the 
appropriation 
account and 
fund can be 
removed.
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Think Before You Begin

• The budget module will not think for you!
• Understand your county’s requirements
• Review current and prior year accounting and payroll 

reports.
• Understand any changes in posting structure from year to 

year.
• Budget financial worksheet will show 2 prior years actual 

postings, the current year revenue and appropriation 
budgets, and next year all zeros.

• If  you are NEW (less than 1 year) and this is your first 
budget you need more time to understand the difference 
between this year and next year.

• Start early so you have TIME to think!
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Budget Deadlines

•Work backward from 
Deadline
• File with the County Auditor
•Meeting dates to 
review/work on budget
• Date of budget hearing
• Publication of the notice of 
budget hearing must be 10 
days prior to the budget 
hearing
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F A

BBB

CD

E

MAY*
Begin budget

JUNE*
Adopt budget

JULY*
File budget

SEPTEMBER
Receive Official Certificate of  estimated resources

OCTOBER -
DECEMBER
Prepare & adopt new year 
Temporary Appropriations

JANUARY -
FEBRUARY
Certify fund balances & 
revenue & receive 1st

Amended Certificate

Cycle of Certificate of Resources Available
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What Funds
Should be included?
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= Estimated Year End fund Balance

- Appropriations

Current Year Revenue Budgets = Amended Certificate

Current Year Unencumbered Fund balance plus

New Year Budget Begins With
Estimated Current Year End Balance

Efficient       •       Effective       •       Transparent

We Appropriate All Resources Available

• Estimated current year end balance will 
be ZERO!

33



2023 Local Government Officials 
Conference

12

Efficient       •       Effective       •       Transparent

Know Your County Requirements

• Contact County Auditor
• Do you require us to show the current year appropriations as 

adopted in the current year column of  expenditures?
• Yes = you cannot edit the current year expenditure column in the 

budget.  You have to budget the new year with the estimated year 
end balance as calculated.

• No = we allow you to change the current year expenditure 
column to what you THINK you will spend by year end. You can 
edit the current year expenditure column which will increase the 
estimated year end balance!
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Build your budget 
on the  
SOLID 

FOUNDATION 
of  

accurate 
revenue estimates

New Year Estimated Revenue
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Print Accounting Reports

• Estimating new year revenue starts with evaluating current year 
and prior year reports.
• Accounting – Reports & Statements – Revenue Reports
• Revenue Status:  Snapshot of  amount budgeted compared to total 

received.
• Revenue Ledger: Shows beginning of  year estimated revenue, all 

receipts posted to the account, and all change to the revenue budget 
before end of  year.
• Revenue Receipt Register: Quick snapshot of  all receipts posted to the 

account code – helps identify receipts posted to the wrong account.
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•Work out Fixed Costs by Fund / Program / Object Group
•Meet with Department heads to review needs & wants
• Provide for unforeseen expenses
•Governing board input

Planning New Year Expenditures

Efficient       •       Effective       •       Transparent

Print Accounting Reports

• Estimating new year expenditures starts with evaluating current year 
and prior year reports.
• Accounting – Reports & Statements – Appropriation Reports
• Appropriation Status:  Snapshot of  amount budgeted compared to total 

spent.
• Appropriation Ledger: Shows beginning of  year temporary then permanent 

appropriations, all POs and payments posted to the account, and all change 
to the appropriation budget before end of  year.
• Appropriation Payment Register: Shows all payments posted to an individual 

account code – helps identify payments posted to the wrong account.
• Appropriation Export – all appropriation accounts on a spreadsheet that can 

be used to note amounts for next year 

Efficient       •       Effective       •       Transparent

Print Accounting Reports

• Accounting – Reports & Statements – Fund Reports, Cash 
Flow Detail by Fund.
• Useful for working with Department heads
•Highlight the fixed costs (electricity, wages, Medicare, 

retirement) that must be paid every month, compared to the 
revenue coming into the fund.
•Helps Department heads understand how money flows in and 

out of  funds associated with their expenses.
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Print Vendor/Payee Payment Register

• General – Reports & Statements – Vendor/Payee Reports, Vendor/Payee Payment 
Register.

• Report can be sorted by vendor/payment number or by vendor/account code.
• VERY useful for evaluating what to budget next year.
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Budgeting Fixed Costs

• Salaries, Medicare, retirement (OPERS, OP&FPF, Social Security).  Based on actual 
pay schedules or anticipated pay rates to be determined in the new year.

• Training requirements for Police and Fire/EMT.
• Once you have filled in the fixed costs; work with the governing board or department 

heads to add the wishes/wants.
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Fluctuating 
Expenses• Fuel Prices Increase

• Older vehicle / repairs
• Storm damage
• Heavy snow plow season
• Excessive heat / cold - utilities
• Employee Overtime

Add Cushion to Accounts



2023 Local Government Officials 
Conference

15

Efficient       •       Effective       •       Transparent

Other – Other Expenses

• VERY bad habit.
• Don’t budget real appropriation accounts so tight it guarantees appropriations will 

run out before year end requiring major reallocations toward year end.
• Don’t dump a large amount of  appropriations on an other – other expenses account.
• Budget the real appropriation accounts with a cushion and you don’t need the other –

other slush account.

43
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Capital Outlay

Efficient       •       Effective       •       Transparent

Not Enough Estimated Resources
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Know Your County’s Procedures

• USUALLY, if  your county requires you to keep your current year appropriations as 
adopted (ending with a zero or very low balance), they may allow you to budget the 
new year below zero.
• Meaning the estimated new year ending balance is a negative.

• USUALLY, if  your county allows you to reduce the current year expenditures in the 
budget to what you THINK you will spend, they do not allow you to budget the 
new year below zero.
• Meaning you have to reduce new year planned expenditures so the estimated year end balance is at 

least zero.  
• If  so, use Footnotes to keep track of  how much more you want to budget to each account IF you 

roll over with more fund balance than estimated.

• Ask your County Auditor what they allow!

46
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Do NOT  Inflate Revenue!
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Really Not Enough Money
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Current Year Crisis
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How Can We Increase Revenue?
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Questions
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Session Break

• 15 Minute break
• 2nd half  covers use of  UAN Budget Software

52
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Budget Module
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Prior Year Master Worksheet
• ONLY edited by new 

UAN clients that do 
not have two prior 
years closed in UAN.  

• ONLY 25-30 
ENTITIES IN THE 
STATE OF OHIO
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Prior Year Master Worksheet

• If  your entity has NOT 
closed two complete prior 
years in UAN, your prior 
year history is incomplete.

• Call your County 
Auditor before taking 
any action in UAN.

May I file the new 
year budget without 

the two year prior 
history?
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ONLY New UAN Users That
Must Have Two Year History

• Click Prior Years button
• Opens the Worksheet
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STOP!  
This entity has 2 

years of  prior 
history!!!!

They do NOT
need to edit the 

Prior Year 
Master 

Worksheet
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This entity has 
NO prior year 

history!!!!

They ONLY
need to edit the 

Prior Year 
Master 

Worksheet if  the 
County requires.
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Separate Funds & Tabs

• Three tabs to complete for each fund

• Be CAREFUL!
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Add the Budget Financial Worksheet
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2018 Budget

Selections on the Add Form

Efficient       •       Effective       •       Transparent

To Include or Not to Include
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2018 Budget

Selections on the Add Form
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Financial Worksheet Layout
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Financial Worksheet Layout
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Start With Tab 1 Revenue

• Complete tab 1, entering estimated new year revenue, for all funds
• Remember to SAVE before selecting another fund.
• Each time you save, worksheet goes back to General fund.
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Use % or Enter Figure
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Save Before Changing Funds
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Tab 2 Expenditures

• BEFORE beginning the new year expenditure figures, address the current year 
column.

• If  your county allows you to change the current year expenditure column in the 
budget to what you THINK you will spend, make those edits next.

• Changing this column in the budget financial worksheet will NOT change your 
accounting appropriations!

• If  you spend more than you have entered in the budget financial worksheet, it is not 
a compliance violation.  Your fund will carry over with less money than you 
anticipated in the budget.  You will have to reduce your planned appropriations 
accordingly

• Don’t make these current year column edits without checking requirements FIRST!
• If  your county requires you to consider adopted appropriations in the current year as 

if  they will be spent, do not edit expenditures in the current year column!

70
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Tab 2 CURRENT YEAR Expenditures Edits

71

• Use the notes and backup documents you gathered to enter the figure that represents 
what you think you will spend on each appropriation account in each fund.

• Watch the estimated year end fund balance begin increasing with your entries.
• CAREFULLY CONSIDER REALISTIC FIGURES!
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Edit Current Year Expenditures in Worksheet

72



2023 Local Government Officials 
Conference

25

Efficient       •       Effective       •       Transparent

Edits to Current Year Expenditures

• Remember to click Save before select a different fund.
• When you save the worksheet goes back to the General fund.
• CAREFULLY review your entries!
• Understand how the Accounting and Budget software communicate when you edit 

the current year column!

73
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Edits to Current Year Columns

• Edits in the current year column will be presented to you each time you come back 
and edit the budget financial worksheet!
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Edits to Current Year Columns
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Did Not Edit Current Year

• You did not edit the current year column but you received the Update Financial 
Worksheet the next time you edited.
• If  you reallocate appropriations in Accounting – Maintenance, your live current year appropriation 

is no longer the same as the last saved in the budget financial worksheet.
• You got an Amended Certificate for newly certified money and added a revenue budget in 

Accounting – Maintenance.  Your live current year revenue budget is no longer the same as the last 
saved in the budget financial worksheet.

• These are the items you WANT the budget to show the updated figures.
• Check the boxes and click OK.
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Carefully Select to Update Budget

Efficient       •       Effective       •       Transparent

Start Entering New Year Expenditures

• You can enter fixed costs then go back to governing board and department heads to 
show amount available to continue budgeting.

• This does not have to be one day sit down and do it.
• Save your work.
• Print Reports.
• Evaluate, get input, then edit and complete.

78
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Use % or Enter Estimated Expenditures Figure 

79
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Tab 3) Other

• Some entities need to budget tab 3) Other
• What is on that tab:
• Reserve Balance
• Sale of  Notes and other loan revenue accounts
• Transfers In and Out
• Advances In and Out 
• while they can be planned, they are not budgeted in the new year as revenue or appropriation budgets

• Contingencies
• Other Financing uses

• If  you need to enter these items go to tab 3 in the required funds.
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Tab 3) Other
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Footnotes

• If  your county does not permit you to budget below zero (a negative estimated year 
end balance in the new year), use the Footnote column to note how much you want 
to add to an account if  resources allow next year.

82
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Add Footnotes by Account Code
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Add Footnote

• Start  your footnote with the account 
code so it prints on the footnote 
report!

• Type in the reason and the amount 
you want to add to what is in the new 
year column.

84
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Print the Budget for Internal Use and Filing Format

• Internal use: Include Accounts & 
Footnotes

• Filing: 3 Copies + 1 Copy in file for 
audit

• You can include Footnotes

85
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Additional Pages Filed with the Budget

• 3 File copies + 1 for audit
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Schedule A
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Schedule B
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Permanent Improvements
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Final Judgments
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Bonds
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Budget Certificate
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XX

XX
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County Auditor’s Estimate
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XX
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Budget Hearing

• Complete budget with all schedules available during the 10 day notification period 
before the budget hearing

• File 3 copies with the County Auditor 
• 1 Copy will be returned with the County Auditor’s Estimate & Certificate of  the 

Budget Commission.
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88 East Broad Street
Columbus, Ohio 43215

Phone: (800) 833-8261
E-mail: UAN_Support@ohioauditor.gov


