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Agenda

1. Announcements
2. Welcome New Fiscal Officers!

Essential Tools To Get Started
3. Appropriation Status & Payroll
4. Support Call Sampling
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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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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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Newly Elected or Newer Fiscal Officers

5

Congratulations!
It’s Your Time To Shine!
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Basic Training 
Start or Refresh Your Knowledge
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Phase 2 UAN Prerequisite Videos
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Phase 3 UAN Introduction Videos
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Newly Elected Webinar April 4th

 Designed to re‐enforce concepts that you will need very early on.

 Before attending, you are expected to complete Transition Phases 1‐3.

 If you are an experienced fiscal officer that is well acquitted with fund 

accounting and are just new to UAN, then phase 2 is optional.
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Stay out 
of  traps!

UAN Training Mode
1. Quit UAN Application
2. At the Window’s Desktop, open UAN Tools
3. UAN Training
• Synchronize = Yes, for the latest copy of  entity data
• Username & Password – Same as UAN Application
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What’s done in 
Training Mode,

Stays in Training 
Mode!
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Accounting – Reports & Statements –
Appropriation Reports
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Appropriations Status & Payroll
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Appropriation Status
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Appropriation Status
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Simplified Appropriation Status

Are you puzzled by the column
headings & calculation? 

If  yes, then you need to gain a thorough understanding of  
budget encumbrances. This demonstration is an over-
simplification! We recommend: 
1. Attend the UAN Accounting Update today!
2. Read pages 32-43 of ‘UAN Prerequisite Accounting 102 

Manual’, and the corresponding video 102, Chapter 4
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Simplified Appropriation Status – For Payroll

WAGES USE
DIRECT CHARGE

ACCOUNTS
Payroll Does NOT Require 

Purchase Orders

Posting Wages:
 An Unencumbered Balance is 

required to cover the gross wages.

Wage Payments
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Simplified Appropriation Status – For Payroll

WAGES USE
DIRECT CHARGE

ACCOUNTS
Payroll Does NOT Require 

Purchase Orders

Posting Wages:
 The net pay will be encumbered and 

then expensed immediately. 

Wage Payments
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Simplified Appropriation Status – For Payroll

When posting wages:
 The employees’ withholdings are encumbered – like when opening a 

purchase order i.e., the direct charge accounts are encumbered by 
the amount deducted for withholdings.

LATER: 
 When paying a withholding payment, the encumbered amount is 

reduced, and expenses increased – like when posting a payment 
using a purchase order.

Withholding Payments – Employee Share
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Simplified Appropriation Status – For Payroll

When posting wages:
 The employees’ withholdings are encumbered – like when opening a 

purchase order i.e., the direct charge accounts are encumbered by 
the amount deducted for withholdings.

LATER: 
 When paying a withholding payment, the encumbered amount is 

reduced, and expenses increased – like when posting a payment 
using a purchase order.

Withholding Payments – Employee Share
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Simplified Appropriation Status – For Payroll

LATER: 
 When paying the withholding payment, there must be enough in 

the Unencumbered Balance of  the Employer Share accounts so that 
the appropriations can be encumbered and then expensed at the 
time the withholding payment postsboth.

When posting wages:
 Employer Share accounts for Medicare, Social Security, OPERS,

and OP&FPF are NOT encumbered. 

Withholding Payments – ENTITY Share
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Simplified Appropriation Status – For Payroll

LATER: 
 When paying the withholding payment, there must be enough in 

the Unencumbered Balance of  the Employer Share accounts so that 
the appropriations can be both encumbered and then expensed 
at the time the withholding payment posts.

When posting wages:
 Employer Share accounts for Medicare, Social Security, OPERS,

and OP&FPF are NOT encumbered. 

Withholding Payments – ENTITY Share
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Questions

22
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FRAUD ALERT

• UAN continues to see cases of  EFT Fraud
• What is EFT Fraud?
• The fiscal officer receives an email appearing to 

be from the employee to update their direct
deposit account information

• The listed account DOES NOT belong to the
real employee.

• When the next payroll is run, the employee does 
not receive their pay since is goes to the 
scammer’s account. 

• Ways to Prevent This
• Require signed forms to be turned in to update

bank account information.
• Contact the employee directly to confirm if  the 

email received was legitimate.
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NEW FRAUD ALERT

• UAN has gotten its first report of  a 
suspicious public records request. 

• A surprising amount of  information 
available to the public via public records 
request. 

• This information does not directly enable 
fraud. It does give information to make the 
scams more believable. 

• Routing numbers are easily searchable. 
Confirm the bank name directly with the 
employee. 

• Another reason to be extra cautious with 
EFT, vendor, and other information 
changes.
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Do not turn off  your computer!!

MICROSOFT DEFEDER WARNING 
LAMBDA GAMMA OMEGA VIRUS DETECTED

1. Your passwords, credit card infomation, and
computer data will be exposed if  you continue.

2. Call microsoft support at 1-800-XXX-XXXX to have
a trained specialist remove the virus immediately.

For the sake of  everyone’s eardrums, I left out the horrendous alert sound and voice that accompany these screens.
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FRAUD ALERT

• Scams are becoming more and more 
common.

• How does hacking happen? 
• A vast majority of  cases are user initiated.
• A popup box “requiring” a number to be 

called.
• Clicking a questionable email/website link.

• These are usually meant to be 
intentionally intimidating and annoying.

• Call UAN Support immediately.
• Both EFT Fraud and Hacking are 

crimes and must be reported.
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Removing Old Funds

 Immediately after closing the 2023 year is the perfect 
time to remove funds and UAN provides steps for clean
up in the Year End Procedures.

 But if you wait until year end, issues in Payroll could
stop you from removing funds in 2024.

Efficient       •       Effective       •       Transparent 29

Appropriations linked to any Payroll 
items won’t be on the ‘Removable’ list
Assigned to an Earning, Leave, OT 

or Withholding
Even if  the Employee or item is 

Inactive
Break the link! 
Change the item Appropriation or 

remove the item (if  not needed)
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To find which employees & items have the 
Appropriation attached, print the Employee 
Information Export Excel file. 
Payroll – Reports & Statements – Employee 

Reports.
2 sheets will list the Appropriations: 

If  appropriation was used on a payroll payment
it is not removable until the next year – even if
the payment is void.
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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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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 

$ 34

UAN/OPERS Rounding Explained
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Solution Demo Available Online 
(8 Minutes)
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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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Questions
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Self Report Today’s Training Fiscal 
Integrity
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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/


