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Welcome

Introductions

Lunch Information

Meeting Guidelines



Who is AVC Technology?

• AVC Technology has been in business for over 50 years and incorporates 
broad and deep experience in the IT industry to guide organizations with 
forward-looking technology planning.

• Customers look to AVC to provide risk assessments and ongoing 
technology alignment planning to minimize issues, downtime, and 
potentially expensive security breaches while driving forward with new 
technology initiatives to improve the bottom line.

• AVC is able to achieve these objectives with a broad expanse of service 

offerings, vendor relationships, and some unique capabilities such as 
custom software integrations.  We are able to leverage tools and 
processes across a range of customers to bring unprecedented value to 
our clients.



Lisa Johnson

Owner/CHO

• Purdue University – Elementary 
Education Degree

• Client experience and project 
management for 25 years

• Grew up in the Library IT business

• Lover of all Carnegie Libraries

Brian Johnson

Owner/CEO

• Purdue University – Computer 
Engineering Degree

• Speaking engagements at IT 
conferences nationwide

• Software and IT Management for 
30 years

• Articles in national IT publications

• AVC celebrated 50 years in 2021!



Our Accounting and Payroll Team



accounting@avctechcorp.com

Accounting & Payroll Phone Number and Email 
Address

Phone Number:  317-225-4609

Email Address: accounting@avctechcorp.com

**The fastest way to get help during busy 
season is to email 
accounting@avctechcorp.com.

mailto:accounting@avctechcorp.com


Today you 
will learn

Tips, Tricks, and General Changes

Changes to the Accounting Program

Changes to the Payroll Program

Accounting Year-End Checklist

Payroll/W2 Year-End Checklist

Warnings!

How to Schedule Your Update

Questions & Suggestions



Are you backing up 

your Accounting and 

Payroll Software?

Is it checked daily, 

off-site, and 

automatically?



If you are using a receipt budget, you must put a 
$0 in for each category you are budgeting so it 
shows up on reports.

If you have an H.S.A. that needs to be on the W2 
and haven’t done that before, we need to know 
about it.

Windows 10, Office 2016 and Office 2019 go End 
of Life in October 2025.  Make a plan to replace 
those before then.  

Notes from the 
Design Team 



Tips and Tricks 

 Look for Green for 2026.

 ALWAYS call AVC when you have a new user.  NEVER give someone your 
password.

 Where is the button for posting Vouchers and Receipts and when to use it?

 If you are balancing and have an open EFT voucher (0 check) you should 
look at why that payment did not come out of the bank. ***Especially in 
January***

 If you pay your taxes in the same month as the payroll and you don’t have 
a $0 balance on the Financial Report, something isn’t right.



Tips and Tricks 

 Never change a payroll after you created a NACHA file!

 How and why to use the clear zeros button on the make voucher screen.

 If you get ## in your date fields you likely need to change your default date format. 
(An easy way to tell this is by the Start Date on the main screen. If it has a 4-digit 
year, i.e. 11/30/2025, you will have trouble.)

 I got a new computer now what….



Standard Fund Types - SBOA

1.0 General
• 100 - Operating

• 101-110 -Petty Cash 
or Cash Change

4.0 Capital Projects
• 400 – LIRF

• 401 – Construction

• 402 – Capital 
Projects

2.0 Special Revenue
• 200 - Gift

• 201 - Rainy Day

• 202 - Contractual Services

• 203 - Levy Excess

• 226-275 – Other Gift Fund

• 276-299 – Other Grant 
Funds (COVID)

3.0 Debt Service
• 300 – BIRF

5.0 Clearing
• 800 – PLAC

• 801 – Evergreen

• 803-850 – Other Clearing 
(taxes, benefits)



Ideas from other 
libraries

• Creating a vendor for Interbank Transfer 

and Interfund Transfer

1. Use a project or department to track 

specific things



✓Changing the way EFT number works
✓Added pop up box if you spend over 

appropriated amount – what should message 
say?

Accounting Changes



Payroll Changes

✓Highlight the buttons 
that you have 
completed for that 
payroll



Filing Federal 
W2’s

If you have more than 10 W2’s, you must now file Online

Register for an account here –

https://www.ssa.gov/employer/

https://www.ssa.gov/employer/


End-of-Year Walk–Through

In this meeting, we will walk slowly through end-of-year tasks.

• How to print and submit W2s.

• You must have reviewed your year-end payroll report to    
make sure it looks good.

• Have your W2 forms ready to go.

• How to transfer data from 2025 to 2026.

• CLOSED out 2025 (no more checks or corrections).

• BALANCED all banks for December.

• January 8th – 2 pm 

• January 14th – 10 am

• January 22nd – 2 pm

• January 26th – 10 am

Online interactive meeting



Encumbering Fund

Encumbering Funds (done in 2026)

• Create a new account
• File Maintenance #1
• Pick the number you would like to create. This needs to 

be an unused number with the first digit 1-4 (i.e., 1.4, 
4.5, etc.)

• Scroll to the bottom of the list and add the account, 
Name (20XX Encumbered Funds) and the Category 
(matches the number you chose)

• Click Done

• Set Appropriations for the new account
• File Maintenance #15
• Enter the fund
• Scroll to the bottom and add the account number you 

created above, the amount you are encumbering, and the 
category you would like it to show up in.

• Click Done

• Spending this money
• Create a new voucher
• Use fund 100 and the account you created in step 1
• To check this, pull an appropriation report and you should 

see vouchers for the month



Changes to Appropriations(2025)
• Click File Maintenance from main menu
• Click #10 – Enter Changes to Appropriations
• Scroll to bottom of list (there may be nothing there if you haven’t 

done any this year)
• Move the money FROM an account

• Date:  this is generally the date the board approved changes or 
the end of the year

• Fund:  generally, this is the operating fund (100)
• Account:  enter the account you are moving the money from
• Amount:  this will be a negative amount of what you are moving 

(i.e.:  -$400.00)
• Reason:  there is a default of board approved but you can type 

anything you want in there
• Move the money TO an account

• Date:  this is generally the date the board approved changes or 
the end of the year

• Fund:  generally, this is the operating fund (100)
• Account:  enter the account you are moving the money to
• Amount:  this will be a positive amount of what you are moving 

(i.e.:  $400.00)
• Reason:  there is a default of board approved but you can type 

anything you want in there
• Repeat for all approved changes
• Check your work - Pull  an appropriations report and ensure you see 

all the changes and the totals are correct



Giving Bonuses

• Include it as part of your last payroll
• Easiest – just add the additional pay and run all reports 

once

• Creating a special BONUS check
• Must call PERF and setup an additional payroll
• Employees will receive a separate check
• Will need to account for taxes
• What is the difference between calculate pay and 

calculate bonus buttons

$$$
***Reminder if you want to print checks and 

usually do direct deposit there are buttons 

on the File Maintenance Menu to turn on 

and off for all***



Cleaning up the year

• Void any checks that are more than 2 
years old

• Look for any EFTs that are more than 30 
days old (these likely will not happen)

• Make old/unused vendors inactive

• BALANCE EVERY BANK ACCOUNT

• Make sure your Fund and Bank 
balances match



Fun Tax Stuff – Recommend doing 

this as soon as you finish 

2025 payroll

State of Indiana –
• Upload electronically if over 25 employees
• Now using INTIME
• https://www.in.gov/dor/business-tax/withholding-

income-tax/wh-3w-2-withholding-tax-electronic-filing/

Federal 
• Upload electronically if over 10 employees
• Must have a Business Services Online account
• https://www.ssa.gov/employer/HelpfulHintsEFiling.pdf

?_ga=2.158159290.127863716.1635687169-
1140273932.1635687169

• ***Have you ordered your forms****

https://www.in.gov/dor/business-tax/withholding-income-tax/wh-3w-2-withholding-tax-electronic-filing/
https://www.in.gov/dor/business-tax/withholding-income-tax/wh-3w-2-withholding-tax-electronic-filing/
https://www.ssa.gov/employer/HelpfulHintsEFiling.pdf?_ga=2.158159290.127863716.1635687169-1140273932.1635687169
https://www.ssa.gov/employer/HelpfulHintsEFiling.pdf?_ga=2.158159290.127863716.1635687169-1140273932.1635687169
https://www.ssa.gov/employer/HelpfulHintsEFiling.pdf?_ga=2.158159290.127863716.1635687169-1140273932.1635687169


ORDER YOUR IRS 

FORMS NOW:
W2 – 2 per page

1099 –NEC – 3 per page



Encumbering Fund
End of year Checklists

Accounting

Payroll

W2



Warnings!

Let us know if you have anything special 
on your program that would not be in 
the standard program – email us

You must balance your checking account 
each month to the penny!



AVC 

Done-for-You 

Accounting

Designed for those libraries 
that do not have a bookkeeper.

AVC is responsible for pieces of 
your accounting and/or 
payroll. 

Charges are based on what 
functions we provide.



Scheduling Updates

• Using Microsoft Bookings this year
Click here to schedule your update

• Benefits 
• You don’t have to wait for us, you can 

do it whenever you have a moment.
• If you need to change the time you can 

just go back and cancel and pick a new 
time that works for you.

• First available date is December 
17th…why?

https://www.appointmentcore.com/app/freeslots/DxAaXcX7u


When should I 

schedule?

 If you have payroll, must be done 
before first 2025 Payroll. (DO NOT 
run 2026 payroll in 2024 Software)

 If you do not have payroll, 
schedule install before your first 
board meeting. (Or better 
yet, schedule early so you have it)

 We schedule on the hour between 
9 and 4 generally. If you need 
your update outside of those 
hours, let us know.



Contact Information

AVC Technology 

238 South Meridian Street

Suite 300

Indianapolis, IN 46225

317-225-4615

Lisa Johnson

(317) 225-4612

(866) 847-4514, ext. 201

lisaj@avctechcorp.com

mailto:brian@avctechcorp.com
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