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Presenters

» Joe Mills — Support Manager
— UAN Update

« Kim Kelley - UAN Project Accountant
— What's new with Version 15.1
— Spring Training Schedule
— Common Support Calls
— Reminders

* George Cunningham - IT Specialist
— Tech Update

« Tim Moloney - Director of UAN
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UAN Update

Public Records Requests

— When a Public Records Request comes to UAN for
client data...
« UAN produces a set of steps to follow
— Caution when redacting
* Your Legal Counsel should review prior to releasing
— Free-form text areas should be closely analyzed

* AOS Website - Ohio Auditor of State's
Certified Public Records Training

— Go to: Services — Training — House Bill 9
— We'll help you if you get a request.
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UAN Support

Support Calls per Week

UAN Update
UAN Support

«  Monday through Thursday: 7:30 A.M. to 5:15 P.M.

. Friday: 7:30 A.M. to 4:45 P.M.

«  Saturday: 8:00 A.M. to 12:00 P.M

Extended Hours of Operation from January 3, 2011 through February 18, 2011:
+ Monday through Friday: 7:00 AM. o 7:00 P.M.

+  Saturday: 8:00 AM. to 2:00 P.M.

Modified Hours of Operation

«  Day before Thanksgiving holiday: 7:30 A.M. to 2:00 P.M.

«  Day before Christmas holiday: 7:30 A.M. to 2:00 P.M.

«  Day before New Year's holiday: 7:30 AM. to 2:00 P.M

No Support will be available on the following days:

«  Presidents' Day: February 19, 2011 through February 21, 2011
. Memorial Day: May 28, 2011 through May 30, 2011

«  Independence Day: July 2, 2011 through July 4, 2011

«  Labor Day: September 3, 2011 through September 5, 2011

. Veterans' Day: November 11, 2011 through November 12, 2011
. Thanksgiving: November 24, 2011 through November 26, 2011
. Christmas: December 24, 2011 through December 26, 2011

« New Years: December 31, 2011 through January 2, 2012

3/16/2011




Kim Kelley

UAN Project Accountant

* What's new with Version 15.1?
» Spring Training Schedule

e Common Support Calls

* Reminders
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What's new with Version 15.17

* 941 Report has been updated to 2011

e Updated ODFJS Report

www.auditor.s

Spring Training Schedule for
Accounting and Payroll Clients

Class Date Time Location
‘Accounting Refresher Friday, April 8, 2011 9:00 AM — 4:00 PM UAN Training Center
Payroll Refresher Saturday, April 9, 2011 9:00 AM — 4:00 PM UAN Training Center
Budget Tuesday, April 26, 2011 9:00 AM — 12:00 PM UAN Training Center
Budget Friday, May 6, 2011 9:00 AM — 12:00 PM UAN Training Center
Budget Saturday, May 7, 2011 9:00 AM — 12:00 PM UAN Training Center
Budget Tuesday, April 26, 2011 9:00 AM — 12:00 PM Online
Budget Friday, May 6, 2011 9:00 AM — 12:00 PM Online
Budget Saturday, May 7, 2011 9:00 AM — 12:00 PM Online
‘Accounting Refresher Monday, May 16, 2011 through 5:30 PM — 7:30 PM Online
Wednesday, May 18, 2011
Payroll Refresher Thursday, May 19, 2011 through | 5:30 PM — 8:30 PM Online
Friday, May 20, 2011




Common Support Calls

Amended Certificate of Estimated Resources

Question: | received an Amended Certificate
of Estimated Resources. How do | modify my
revenue and appropriation budgets in UAN?

Answer: N
*To modify your revenue budget, edit the
existing revenue budget.

«To modify your appropriation budget, enter a
supplemental appropriation.

%
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Common Support Calls

Prior Year Warrant

[Question: How to void a prior year warrant? ]

Answer:
Accounting >Transactions >Accounting Utilities
>Funds >Prior Year Warrant Adjustment.

Note: Enter a positive (+) amount

Note: Enter the exact warrant number

(as it appears on the Payment Register report)

Primary Bank Reconciliation Warrant tab, select ‘Void'.

www.auditor

Common Support Calls
EFTPS

Question: How do | record and post EFTPS
payments for federal tax deposits?

~

Answer: You will post the federal withholding
payment as usual, except select ‘Voucher’
(bottom left of the withholding screen).

*To change the payee name:

Payroll > Maintenance > Entity File > Payee

www.auditor




Common Support Calls
OPERS ECS

Question: What if OPERS ECS calculates that |
owe more than the UAN calculation?

)

Answer:

Post OPERS withholding within the Payroll
software, then generate a payment/charge for the
difference from the Accounting software.

www.auditor.stat
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Common Support Calls
OPERS ECS (continued)

Question: What if OPERS ECS calculates that |
owe less than the UAN calculation?

)

Answer:

*Print the Unpaid Withholding Detail Report.
«Clear the withholdings from the Payroll Software
Payroll > Transactions > Payroll Utilities > Adjust >
Withholdings

*Generate the OPERS payment from Accounting
software for the correct amount.

www.audi

Common Support Calls
Withholding Warrant

Question: How can | send my health care
vendor one warrant for employees’ and

employer’s share of the premium? )

Answer: \

«Print the Unpaid Withholding Detail Report.

«Clear the withholdings from the Payroll Software
Payroll > Transactions > Payroll Utilities > Adjust >
Withholdings

*Generate the payment from Accounting software for the
correct amount.




Common Support Calls

Bank Reconciliation

~

Question: | have a charge/voucher that
posted in the software in March, but it doesn’t
appear on my March bank statement. Should

I record the difference as an Other Adjusting

\ Factor (OAF)? Y

~

Answer: Yes, the cause of the OAF is a timing
issue. This amount should fully justify the
difference. It should not be a plug figure and
should be resolved prior to posting your next
bank reconciliation. J
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Reminder
Bank Reconciliations

@ank Reconciliation Quick Tips. \

«Compare the bank statement to the Cash Journal.

*Use the ‘Deposit Ticket' field when recording
receipts.

*You can advance to the next month without
posting your bank reconciliation. However, you will

Qill need to post the bank reconciliation at a later
time. /

www.audi

Reminder
Withholding Warrants

*Federal withholding warrant for the 3 month of
each quarter should be dated within the month.

*For example: Q1=January, February, March.
Date the March Federal withholding warrant no
later than March 31, 20XX.
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Reminder
941 Report

*The ‘Reset data’ button (on the bottom left of
the 941 form) should be used if wages are
posted after initially viewing the 941 report for
the quarter. This option will recalculate the
form with the latest information in the system.
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Reminder
OPERS Report

«If an employee is not included on the
OPERS report, the pay period end date may
be incorrect.

«To correct pay period dates:
Payroll > Transactions > Payroll Utilities >
Adjust > Pay Periods

www.auditor.st

George Cunningham
IT Specialist

e Extended Warranty

e Symantec Antivirus

* How to Update Symantec

* My Docs and Regular Backups
» Battery Backups

e Bank Sites

www.auditor.st




Extended Warranty

» UAN has purchased a 4" year warranty
with for Dell next day service.

¢ Live chat, self service features, and
manuals offered online with Dell.
http://support.dell.com/support/

 Dell printer 1720dn is replaced by
2330dn or 2350dn models.

www.auditor.state.oh.us

3/16/2011

Extended Warranty

Tell Dell to send both printer trays, toner
cartridge and drum when replacing 1720dn.
If Dell does not provide the printer drivers on
CD, then contact us.

Dell will swap unused 1720dn toner
cartridges.

Dell should change computer parts. If not,
call us. We are paying for service.

www.auditor.state.oh.us

Symantec Antivirus

« Very important to update antivirus often,
minimum weekly recommended.

e Optional automatic scheduled update

instructions are available. Contact UAN
for detailed handout.

www.auditor.state.oh.us




Symantec Antivirus

* We will not send updates by CD.

* You do not need to purchase extra
spyware or malware programs, because
Symantec is sufficient to protect system.

* WARNING: Do not download or install
non UAN software, free or otherwise,
without contacting us.

www.auditor.state.oh.us
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How to Update Symantec

* Open Symantec Antivirus icon and select
“Live Update” button.
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How to Update Symantec
 Click “Start” button.
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How to Symantec Update

¢ Click “Next” button.
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How to Symantec Update
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My Docs and Regular
Backups
« Perform backups often, especially after
important tasks.
« My Docs is a requested backup. Do not
assume it is automatically performed.

* Word and PDF documents, and EXCEL
are usually stored in My Docs. Desktop
items are not backed up.

www.auditor.state.oh.us
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My Docs and Regular
Backups

¢ We recommend not to use My Docs to
store music, videos and pictures. Load
these to external hard or USB flash
drives.

www.auditor.state.oh.us
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Battery Backups

» Highly recommended every UAN client
purchase Universal Power Supply
(UPS) backup device.

 This will keep computer running at least
5 to 7 minutes if electricity is interrupted.

« Allows you to safely exit, thus avoiding
data loss and a tech service call. Do not
continue to work!
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Bank Sites

« Popup blockers for your bank should be
set to allow popup to display.

 Active-X files or similar programs from
trusted sites.

www.auditor.state.oh.us
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Bank Sites

¢ Contact UAN for more information or
how to handle situation.

www.auditor
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Tim Moloney
Director of UAN

« UAN Program Updates
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UAN Program Update

Rate Holidays

* Rate Holidays
— UAN Hardware Surcharge Holiday
« Past 18 Months - $1.6 M
— UAN User Fee Holiday
« Past 9 Months - $2.5 M

¢ Going forward...

www.auditor
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UAN Program Update
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J Dave

Uniform Accounting Network
88 East Broad Street
Columbus, Ohio 43215

UAN Support Line

Phone: (800) 833-8261
Fax: (877) 727-0088
E-mail: uan_support@auditor.state.oh.us
Web: UANLink.auditor.state.oh.us
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Auditor of State

88 East Broad Street
Columbus, Ohio 43215

Phone: (800) 282-0370 Fax: (614) 466-4490
E-mail: contactus@auditor.state.oh.us
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