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Start New Year 2011 for WinStabs 
 

It is that time of year again. It is time to start thinking about closing out your 
books for 2010 and getting ready to start 2011. There are several things you 
need to do to facilitate a smooth end to 2010 and beginning of 2011. 
 

1. Establish a cutoff date of no later than December 15, 2010 to finish all 
business for 2010. Write all payroll checks and deposit all payroll taxes 
that are due for 2010. Do not wait until 2011 to pay your taxes for 2010. 
This allows ample time for all of your checks to clear the bank. The perfect 
end to the year is if all transactions have cleared the bank by December 
31, 2010. 

2. Refrain from making dues refunds in November and December. This will 
give time for these checks to clear your Bank Account, as member tend to 
hold on to refund checks for a period of time before they cash them. 

 

Finishing 2010 
 
You can start 2011 before finishing 2010.  A new Icon can be put on the desktop 
for 2011.  Importing your 2010 data into your new database then starting a new 
year in the new database, while leaving the 2010 WinStabs undisturbed.  This 
will allow you to complete 2010 reports and still work in 2011.  
 
This includes balancing the checkbook in WINSTABS against the Final Bank 
Statement.  When your checkbook balances in WinStabs, print up the 
Treasurer’s Annual Report.  At the bottom of the Exam and Audit Page it must 
say Treasurer’s Report is in Balance before you print it.   
 

 



 2

 
Print two copies of your Treasurer’s Annual Report. The Trustees and Treasurer 
must sign each copy. Attach a copy of the Final Check Statement Balance from 
bank and copy of any Savings Account Statements. Send one copy to the UTU 
International. 
 

 
 
Print out all worksheets for 2010 that apply (Print those with the Red Diamond).  
CT-1 Worksheet, LM Worksheet, W-2 Worksheets. Form 990 worksheets, if 
required.  
 

 
 
Remember Forms are official documents. Worksheets assist in filling out 
forms.  Print out all reports and ledgers for 2010.  
 
 You are required to have paper ledger records for 2010 as well as having a 
data backup of your WinStabs.  Put the reports and ledgers in a 3 ring 
notebook for 2010. 
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Saving 2010 Data 
 
Save your data to the destination of choice.  Always backup your files at a 
regularly schedule intervals to save you from losing all your data. 
 
It would be wise to make multiple copies of your data.  Save your information to 
flash drives.  IMPORTANT – It is important to save your data through the 
WinStabs backup procedures.  Data will be saved to a specified folder, and the 
data will be in easily convertible text.    It is a MISTAKE to back the 
WinStabs.mdb file to a CD.  It may NOT be possible to get data from it in 
the future.  If you have any questions about this backup procedure, please call 
or email WinStabsSupport@utu.org. 
 
 

Secretary/Treasurer Check List 

Treasurer's monthly report and remittance 20th of each month 

Treasurer's annual report January 

LM-2 or LM-3 Annual Report - LMRDA  Within 90 days after December 31 

Form 990 - Return of Organization Exempt from 
Income Tax  On or before May 15 

Form 941 - Employer's quarterly federal tax 
return  

On or before the last of the month following the 
calendar year 

Form OE1a - Payroll report for local unit End of each quarter 

Form CT1 - Employer's annual Railroad 
Retirement tax return  

On or before the last day of the second month 
following close of year 

 

Beginning a New Year  
 
There will be a new version of WinStabs in 2011 4.02.  It will be compatible with 
Office Access 2010.  You can get an updated version of WinStabs, with some 
enhancements over the original 2010 version by login at ILink.  To Start 2011 
with your existing program, remember first to backup 2010!  Select the following 
– Database Utilities > Convert & Start New Year > New Year Setup 
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The following screen will appear. Simply click Setup for New Year Button 
 

.  
 
 

 
A backup will be on your computer for emergency purposes.  This should NOT 
take the place for timely scheduled backups. 
 

 
 

Next, it will be time to take out OLD officers.  This is only done at the first of the 
year before any payroll.   NEVER take out officer classifications during the year, 
because this information must be left in for the year end reports. 
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For those not officers or on your pay lists for 2011, Click the clear list, and their 
title and other title will be taken out, as well as their pay field.  It is not required for 
someone to have a pay field selected, but everyone must have either a title or 
other title.  If there isn’t a proper description in the other title field, you can type in 
a short description yourself.  Example, Chaplin, Guard, Teller, etc. etc 

 

 
 

All ledgers sheets will be set to zero for 2011. And the screen will show – 
 

 
 
 
 
 
 
 
 
 
 

 
Click OK to finish.  All ending balances from 2010 have been brought over as 
starting balances for 2011.  Member records ending balances have been brought 
in for 2011 as starting balances. 
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The last process will be to correct and place the new tax rates and maximums in 
WinStabs for 2011. 
Select Tools > Initial Set Up > Rail or FICA Tax Rates (which applies) 
 

 
 

 
 
After setting up the correct tax rates for 2011, open the member’s records up, 
and update all Officers and Employees.   Take out old officers and employees 
and set their wage field blank.  Rail or FICA in new employees WAGE field, as 
shown below, must be shown for new employees to show on your Wage fields. 
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Setup 2011 from Existing Database 
 
 
 
Since the last time WinStabs has been installed on your computer, a companion 
database has been included to allow you to start the New Year, without affecting 
your 2010 data.  This will allow you to start 2011 as soon as you want, and still 
give you time later to complete your 2010 reports. 
 
You have a shortcut for your 2010 now on your desktop.  Now is the time to 
create a new shortcut for 2011 with an entirely new database.  Simply click on 
the start button at the bottom of the desktop.  Select MY COMPUTER or 
COMPUTER.  On the right of the new screen select the C Drive.  It will be 
designated Under Hard Disk Drives with a Name and (C :)   Mine is named OS 
(C :) 
 
Open up C Drive and next double click on a yellow folder named WinStabs 
 

 
 
 

Select Access 2002 or Access 20202_FICA, whichever is appropriate.  Next in 
view will be a list of folders (various numbers).  The important thing to remember 
the most current one will be listed last.  The format is shown as YYYY-MM-DD 
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Open up and you will find 2 purple key files at the bottom.  These are the 
databases.  One you are using for 2010, and the other will use for 2011.  Open 
both up and find the one that shows for the Treasurer BLANK Database.  That 
will be the file to make a new shortcut. 
 

 
 
Open both and look for this and it will be for 2011. 
 

 



 9

If the blank database is WinStabs - 2 – Copy, then right click on that file.  Choose 
Send to then select Desktop (Create Shortcut).  This places a new shortcut on 
your desktop. 
 

 
 

Change the name by right clicking on the icon on your desktop shown below, 
select RENAME from the menu.  Then rename it WinStabs 2011. 
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Open your WinStabs 2011 database.  You want to see Blank Database, so you 
know you didn’t pick the 2010.  Now import your data from the 2010 into the 2011 
database.   
 
Remember when you bring in the information into 2011, it will still show 2010.   
That is okay.  Next start New Year.  Then it will show 2011 and be ready to enter 
information for 2011.  You can still open the 2010 WinStabs to finish doing 2010 
reports. 
 
After completing these instructions, you should be up and running for 2011. 
Any questions can be answered by emailing WinStabsSupport@utu.org or 
contacting the International Office in Cleveland. 
 


