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What’s New in WinStabs 2004

WinStabs 2004 has many enhancements and revisions from WinStabs 2003. The user will see some
changes made to the program. Corrections were made to correct calculation errors in various reports
and the year-end reports have been reformatted. Maintenance Menus and Reports have been
added.

This new Maintenance Features will allow more accurate records to be kept by the Treasurer, and
to make it easier to correct errors made.

The Export and Import Feature has been enhanced. The user can now backup anywhere on their
computer or Network. Other computer hardware is now supported, such as using Memory Sticks for
data backup.

Extensive changes were needed to be made for the New LM-2 Report due out for 2005, for the
financial year of 2004. The Receipt level required to be received to make out the LM-2 has
increased from $ 200,000 to $ 250,000. The LM-3 report has not changed.

If a newer version comes available you will be notified, either at Regional meetings or on the UTU
website. No new revisions are planned at this time.

Once your books are complete for the year, make a backup of the data using the export function.
Basic formatting changes have been made in the underlying tables for the WinStabs Data, so it will
be necessary to IMPORT data from WinStabs 2003 into the new WinStabs 2004.

IMPORTANT — Once the data has been reformatted for the WinStabs 2004, it cannot be put back
into the WinStabs 2003 version.



Convert WinStabs 2003 Datato WinStabs 2004 Data

After the WinStabs 2004 Program has been loaded on your computer, and you have backed up your
data for WinStabs 2003, it will be time to begin the loading and convert your old data into the new
program.

Open WinStabs 2004. If you' re backup information is on a diskette, place it in the diskette drive.

Clicking on [Tools>Database Utilities>Convert & Start New Y ear] shows brings the following
submenu.

1. Import Old YWinStabs Data
2. Comvert to MNew WinStabs Format

3. New Year Setup

4. [Optional] Update Treasurer List (11-15-03)

To convert and use your old datain the new program, there are 3 distinct steps to the conversion.
REMEMBER, once your datais converted, you will NO LONGER need to use thismenu item. Itis
aonetimeonly use.

[1] Import to the New WinStabs Format

Y our data must be brought in to temporary storage tables before it can be converted to WinStabs
2004. Thisstep must be donefirst. Selecting this item brings the following to your screen.

Convert Prior WinStabs Versions

1 Import WINSTABS from C:'\My Documents 2 Import WINSTABS from (3.5) Floppy
By selecting option (13, your entire database will By selecting option (2), WINSTABS will import
be COMNWERTED by using the exported files fram all data files FROM 1 floppy disk. Make sure
your "My Documents” Folder located on your you have your back up Diskettes in the Floppy
beviel dliie drive before executing each command.

Import WinStabs {mport All Winstabs Fram 1 Disk:

3 Import WINSTABS from (3.5) Floppy

By selecting option (3], WINSTABS will import
all data files on Backup Disks 1 - 3. Make sure
you have your back up Diskettes in the Floppy
drive before executing each command.

Disk 1 | Disk 2 Disk 3




Select the choice to bring in your data, probably Choice 2 for one diskette, or choice 3 for multiple
diskettes. When this process has finished you will return to the main screen and continue with
second part — Conversion of the Data.

[2] Convert Old WinStabs Data

Selecting item 2 from the Conversion Menu will bring up —

WinStabs 2003 Conversion |

\ij) Update WinStabs 2003 to WinStabs 2004

Mew Fields will be added and Cld Fields Carverted.

Fleasze Click OK to Continue Process

Click OK and the Process will convert your previous year’' s datain the new program to the new
format. When it finishes, you will return to the main screen. Now that the Datafor 2003 isin the
new format, the 3" step in the process must be done — Start the New Y ear.

[3] New Y ear Setup

The below form outlines the procedures you’ Il need to follow to use the Setup New Y ear function
correctly.



WinStabs - Setup New Year

If you are ready to close your books for the current year, follow the below instructions to properly reset
the database for the mew year. If not, do not proceed with the below instructions and exit this forn now.

1. Make a backup (Export) of your current data either to your hard drive or
the 3 diskettes. Go to Tools>Backup Utilities >Export.

What will happen when | click the Setup for New Year button?

WinStabs will set your Checkbook balance, Local Committee balance(s) and Member Record Account
balances. All Receipts, Disbursements and YWages related to the current year will be deleted.

iView Account Balances:

2. [f you have made your backup (Step #1) and your balances are correct,
click the below button to complete the Setup for New Year process.

Setup for New Year

When you are ready to take out WinStabs 2003 financial data from your WinStabs 2004, click on the
button at the bottom center of the page above called Setup for New Year.

All existing data for the current year will be removed, that’s why it's a good idea to backup your
datafirst.

The ending balances in your local accounts will become your beginning balances for the next year.
Accounts that are automatically set for you are the Checkbook balance, all Local Committee
balances and finally your entire individual Member Account balances. In previous versions of
WinStabs these figures needed to be set manually.

The Member Records and all of the system defaults you have added to your database will be left
intact.



[4] Optiona — Update Treasurer List 11/15/03

This has been added for WinStabs 2004. In the past, whenever you started a new year, you brought
over the old Treasurer List, which has been updated since the last time WinStabs has had a new
Treasurer Load. This year, you have the option to keep your current treasurer list, or updating it to
the list provided with WinStabs dated November 15 2003.

| mportant
Before using Option 4, print out your current Treasurer List. Select from the Menu
Member Records
» Transfers

Print US Treasurer Report

This report will give you information you might otherwise lose in the Treasurer List update.

If you wish to update your list, select item 4, and the new list will be updated. Asthe new list has no
telephone numbers, Winstabs will bring over all telephone numbers you have in your list, providing
there has been no change in the Treasurer. New Treasurer’ s will not have telephone numbers listed.



Chapter 1. Getting Started with
WinStabs

WinStabs was created to help the local Treasurer to assist the bookkeeping tasks of your local. It is
essential that you have the right equipment, that you set up the program correctly, and that you understand
basic concepts.

This first chapter will address those issues. It cannot be emphasized enough how important this is for you
to get started correctly. First the hardware and software requirement will be reviewed, then the basic concepts
for using the WinStabs program will be covered, and finally this chapter will conclude with the elements of
the program that must be preset. The assumption is made that you aready are familiar with Windows
Operating System. If you are not, then please refer to the Windows manual, a book on Windows Operating
System, or alocal training class.

System Requirements

By system we mean the entire package including the hardware, operating system software, application
software, the WinStabs program, printer and configuration. Each one will be covered separately.

System Hardware

The hardware requirements will be broken down into two groups, the minimum requirements and
recommended requirements.

Minimum Hardwar e Requirements Recommended Hardwar e Requirements
Fast Pentium Il Processor Pentium IV or higher Processor

2Gb Hard Drive 40Gb or larger Hard Drive

64 Mb RAM 256 Mb or higher RAM

1.44Mb Diskette Drive /CD-ROM Drive 1.44Mb Diskette Drive/ CD-ROM Drive
SVGA Monitor SVGA Monitor

Keyboard, Mousg, etc. Keyboard, Mousg, €etc.

InkJet Printer InkJet or LaserJet Printer

The reason for specifying an inkjet or LaserJet printer as opposed to a Dot Matrix is that Windows allows a
large number of fonts, print styles, formats which are not all supported by the Dot Matrix printers. LaserJet
printers are now very cheap and offer a cost savingsin printing per page.



Application Software

When the International first introduced WinStabs, you needed either Access 97 or Access 2000 to run the
program. If you aready have this software, WinStabs 2004 will run in both versions. If you do not have
either of these applications you won't need them. WinStabs 2004 is now available as stand-alone software.
Winstabs will also work with Access 2002 (XP) and Access 2003.

WinStabs Software Program

The program itself will be available on CD-ROM, and this will be sent to Treasurers who already have
Microsoft Access on their computer. If you do not have Access, you will receive the CD-ROM along with the
run-time version of Access. Thiswill allow you to run the database without Microsoft Access.

The WinStabs 2004 program consists of only one file. WinStabs 2004 is setup to run on an exclusive
computer, that is, not in a network environment. There are no other special network considerations for using
the WinStabs program. There is no installation required, however, if you are unsure as to how to put the
program on your computer, see the Program Setup section of this chapter.

Printers

As indicated above in the hardware requirements section, the reason for specifying an inkjet or LaserJet
printer as opposed to a Dot Matrix is that Windows alows a large number of fonts, print styles, and formats
which are not all supported by the Dot Matrix printers.

Configuration

For All Users, Goto Control Panel in Windows, and open REGIONAL SETTINGS. Under the DATE tab,

change the SHORT DATE format to mm/dd/yyyy. Click the Apply Button and then OK. For Windows
XP users ONLY, you must create a New Folder in Local Disk (C) known as the Root Directory. Name this
Sub Directory, My Documents.

The following monitor configuration, while not required, will produce the best appearance for the program.
The monitor resolution should be set to 600 X 800, the color palette set to at least 256 Color, and the Font
Size set to Large Fonts. These setting are made on the Settings tab of the Display Properties Sheet for
Windows. See the How-To section for specific instructions if you need them.



Basic Concepts

In this section general information will be given to navigate through the program. Specific procedures will
be covered in the remaining chapters and the How-To section of the manual.

Installing WinStabs
The WinStabs program will be delivered to you on a CD-ROM.

Put the CD into the CD-ROM drive, double click on My Computer from your desktop and then
double click on your CD-ROM drive. When you see the file Setup double click it to initiate the
installation process.

Follow the on screen instructions. When prompted select atypical install.

Starting WinStabs

Starting WinStabs can be accomplished in a number of ways, as is the case with many programs in
Windows. Here are afew of the ways:

Using the Start Menu
1. Click on the Start button and select Programs
.2. Find the folder called WinStabs 2004.
3. Click on the File WinStabs 2004.

Using the Access Program
1. Open Access using the Office button or the Start MENU.
2. Select Open Existing Database and double click More Files...
3. Navigate to the Program Files\ WinStabs folder and double-click the WinStabs file.

Create a Shortcut on the Desktop
1. Right click on the Start button and select Explore.
2. Find and click the Program Files\ WinStabs folder in the left-hand window.

3. Shrink the Explorer to a window by clicking the button second from the right in the upper right hand
corner.

4. Find and Right-Click on the WinStabs file, and drag the mouse pointer to the desktop and let go.
5. Select Create Shortcut Here choice on the pop-up menu.

6. Close the Explorer and rename and move the Shortcut if you wish. Double clicking it will open the
WinStabs program.



E= wage & Expense .
| Salary  Expenses
Cancel

Creck o | N Carc]
Date : Tier! Taatle —
Member LI Salary $0.00 b POST
Fund Local -] Last Time $0.00 | Tier2 Taxable
(=) Administration iy Fepresentation iy Political Activities 2 General Overhead

Employee Withholding Taxes Employer Withholding Taxes Recap of Payment
Description Rate Amount Description Rate Amount Mileage
Tier | mer N WD | Peroier
el ” Tier ” _ m Office E}{F]EHSE
Medicare Medicare _ m
Tatal CT1 Total Expenses
Faderal Deductions B
Stat i $0.00
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aa eRvec2 [ N | ool Furd
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Total Withhotding | RN | | [Total Employer Tax | INEHIEEN

Multi-Screen Forms

Starting at the top, you' I see two buttons or tabs. The number of these can vary. They are used to navigate
to different screens related to the main function of the form. Clicking on the Expenses Tab would navigate
you to the expense screen where expenses for postage, phone, copies, etc would be entered. All of these
pieces of information would be summarized on the first screen, the Wage Calculator.

Entry Fields

Looking now to the Payroll form itself. Fields with a white background on the form like the one next to
Check No, are where you would type in an entry, in this case, the check number.

Formatted Entry Fields

Fields such as phone number and social security number are formatted for your entry. This means that the
parentheses are present, as are the dashes so that all you have to do is enter the numbers. For date fields, you
can type in the actual date or select it from the Calendar Control. If you would rather select the date from the
Caendar Control simply click in the date field and select the date you wish to use from the Calendar Control.



Drop-Down Boxes

Fields with the square box on the right with the little triangle pointing down have drop down boxes from
which you can select an entry. When you click one of those entries, it pops into the field. An alternate way to
make entries into these fields is to just start typing the entry. Y ou will notice that the program fillsin the rest
of the entry starting with the letters you have entered. Press F4 on your keyboard to display the drop-down
menu. Certain drop downs will alow the user to customize the list. The below example shows how to add a
value to the pay field list in the Member Record. By selecting the “ Edit List” value in the drop down the
below form will display.

The form displays the current valuesin the list. To add a new value simply click on add. An Add form will
display. This is where you would type your new value. Click OK to close the add form and Click Close on
the Edit List form. When you are returned to the Pay field on the Member record, you will notice that the
value you just added is now in the drop down.

Member Records for Local 1227 m
IW Insurance/Dues | Billing History | Detailed Billing | Tools/Reports |
Search | | Active Memhe,s| RANDY R RAILROAD
111111111 S5 No.
4364943  |D No.
[Last |[RAILROAD | [Union Status | [ACTIVE -]
[First |[RANDY ] R ] [Pay Nl -
[55 No. |[111-11-1111 | E?sShF
[Employee ID 4364343 | O Mewaddress |LCA Check
[ddress |[123 HAPPY LANE | [Wage UF
_ WWTA
[City ||HIP HOP | |Local Officer
[State |[ME | [Eip][13854 | [|Other Local Titles | M
[Phone |[616) 225-4365 | [end] [(616) 501-2967 | [Craft | [Conductor |
[Email | |rrailroad@msn_com | [1st Seniarity Date | | |
|Nni[ |2nd Seniarity Date | | LI
[DOE | | 052001355 - |
| | | |
Record: 14| 4 ”—56 » [ »1|pk|of a5

Reference Fields

On this screen and throughout the program you will see fields with blue backgrounds and white text. These
are fields where the information is looked up from another part of the program, or it's a calculated field. You
cannot enter or change the information in these fields.



Date Fields

Throughout WinStabs there are many instances where you'll need to enter a Date. There are two ways you
can accomplish this. The first is, type the date in manually “01/01/2004" or you can use the Caendar
Control. By just clicking on the date field the Calendar Control will be displayed. The Calendar Control will
default to the current date set on your computer. Y ou can change the month and year. Once you’ ve found the
date you want click on it. The Calendar will disappear and the date you selected on the Calendar is now
populated in the date field.

Disbursements B

7998 |[Insurance &TB ||  $0.00 | Close
|october | [2003 =] L s
I@ Mon| Tue |Wed| Thu| Fri | Sat | Sun E Add Record
FER T (T R O PR 5000 | —0m4m———
E 7 B |3 o |11 |12 $0.00 Search
[Payee | [rmca 13 |14 15 16 [17 13 || s ] ————
20 (21 [22 |23 |2 |25 |26 $5250.00 | | Delete Recard

DOMATION TO THE BUILDING FUY|27 28 [23 |30 (31 | 2 $6,250.00
3 4 5 B 7 g 2

Frint Form

$10 705.40

Balance

Qutstanding (Il

Only those dishursements that are C Jther sements be shown
here. If you need to dit/Delete Wage/S a 5, do that through the
proper Maintenance Program

Record: LIL”—H LIAIEI af 14
VCR Buttons

At the bottom of certain forms there will be a set of buttons that ook like the buttons on your VCR. These
work the same wherever you see them throughout the program. The button pointing to the left with the bar in
front of it takes you to the first record in the set. The button pointing to the left takes you to the previous
record. The sunken white box tells you what record you are on. This is not particularly helpful unless you
know all your records by number. The button pointing to the right takes you to the next record. The button
pointing to the right with the bar to the right of it takes you to the last record. The button pointing to the right
with the * to the right of the arrow takes you to a blank record. The information to the right of the buttons lets
you know how many records there are.



Memo Fields

When selecting the Member Tab on the Member Record, you will find a large field towards the bottom of
the screen that is labeled Notes. If you click in this field, you will notice what are called elevator buttons. A
button with an arrow pointing up, and one with the arrow points down, a space in between, with a box in it.
The presence of these buttons is an indication to you that more information can be entered into thisfield than
will display on the screen. So as you type the program will automatically wrap your text to the next line and
continue accepting information that is typed even after the display is filled. Switching to the Insurance/Dues
Tab, you'll see another type of entry.

Sub-Forms

In the center of this form you see what looks like another form. That's what it is. It's called a sub-form.
Noticeit hasit’s own set of VCR buttons. Notice that the records appear to be repeated, and, in fact they are.
Notice aso the elevator buttons to the left. Again thisis an indication that more records can be entered than
can be displayed on the screen at one time. In this case the records represent the Members Insurance. Notice
that one of the records has a bar on the left side of it with a little triangle pointing to the right. This indicates
the active record.

ES Member Records for Local 1227 E
Merber || Insurance/Dues  Billing History |  Detailed Billng | Tools/Reports |
Search | | Active I‘-‘Iemhersl RANDY R RAILROAD
11111 1111 55 o,
4364943 D Mo
|F'Ian |F'0Iicy Mo, |Eff-Date |Cnde | Insured |F'remium At ||DEIiII | =
504 [234102 02/01/1997 RAILROAD RANDY R #1435 | O
DPP 123234 100142000 RAILROAD RANDY R $45.00 | O
LUP [34555 02/01,/2001 RAILROAD RANDY R $25.00 | O
4 $0.00
El
Record: 14 4 || 4 | »i|rx|of4

International $20.50 |T|:|tal Dues |
535,20 [ B $10.00
Local 2.00
[Tpel | | $E‘-35| G4 $30.00 5172.10
[Other | | $0.00 | [LCA -
| 4| w| w

Record: 14| <] 56 b | p1|pe]of &5




Saving Records

Saving records is automatic in Microsoft Access when you exit a form or other screen. It is important,
however, that you exit forms using the exit button or the X button, if provided for this purpose. Do NOT turn
off your computer while in the program. It is never proper procedure to turn off your computer until you have
shut down Windows.

Techniquesfor Making Changes

In al the fields where typing an entry is required, the easiest way to make a change isto simply retype the
entry. However, use standard Windows techniques for changing information including the following: When
you tabbing to afield notice that the field information is highlighted. When you start to type, the entry
disappears and what you are typing replaces it.

Remove characters from an entry by positioning the cursor with the mouse at the appropriate point in the
field and either hitting the [Delete] key to remove the following character or hitting the [Backspace] key to
remove the previous character. Also use the mouse to highlight a group of characters and remove them by
hitting the [Delete] key. Simply positioning the cursor in the appropriate field with the mouse and typing will
add characters. The characters you type are automatically inserted at the cursor location.

Overwrite information by turning insert off by hitting the [Insert] key, positioning the cursor, and typing. In
this case the characters are replaced at the cursor location.

Any time you make amistake in afield with typing, if you haven't left the field, you can get the original
information in the field by pressing the <esc> Escape key. Thisisavery handy thing to remember, asitis
easy to accidentally delete information in afield, and you can’'t remember exactly what wasin that field
before you made the mistake.

This concludes Chapter #1 — Getting Started



Chapter 2: Program Set - Up

Setting up WinStabs for your local

Something you will want to do before getting started with the WinStabs program is to change an Access
setting. There are many programs called Action Queries that run when you hit various buttons or exit fields
in the WinStabs program. Access will annoy you with warnings unless you tell it not to. To turn off these
warning messages do the following.

1. Start the WinStabs program.

2. Click the Tools MENU then click Options

3. Click the Edit/Find tab.

4. On the Edit/Find screen uncheck the Confirm Action Queries box.

5. Click on the Advanced Tab, and then choose Exclusive under the Default Open Mode.

6. Click on the Apply Button then OK to close the dialog box and save your changes.
—Default open mode
{— Shared

® Exclusive

Edit;/Find | Keyboard | Datashest | FormsReports |

Javior ——— Corfirm

[v Record changes
[+ Document deletions

1 [T aAction queries

Social Security Number Verification

Itiscritical that every member has avalid social security number. Most do and they will probably already be
loaded, but for those that are not, you must update the Members Record with this information. In most cases
this may be found on the Dues Checkoff, otherwise you will have to contact the member to get this
information. If you are unable to get the members social security number or they don’t have one you will
have to create a bogus one, as the program requires the social security number.



More and more emphasis is placed on the Employee ID, so it will be given a more prominent place on the
Member Record. The employee ID field has moved to below the Social Security Number.

To simplify the process of verifying that every member has a social security number a Local Directory
report is available under the Tools button found on the Member Records form. Since every member must
have a unigue socia security number, a bogus one was provided for any that were missing. Spotting bogus
numbers will not be difficult. If any members with bogus social security numbers, go to their Member record
and type in the correct Socia Security Number in the SS No field. Y ou can locate members using the Search
combo box found at the top of the Member Record form.

Set Initial Values

The set up procedures are found on the Tools menu under Initial Set Up.

WinStabs - 2003 Data - UTU Local 1227 Treasurer Frank Nowell

tember Records  Receipts  Disbursements  Minutes/CuarterhyAnnual

Cptions. ..

Initial et Up Set Dues & Balances

Backup Utilities tMass Update PayCode by GCA

Database Lhilities Fail Tax Rates

Treasurer Id Fica Tax Rates
Transfer of Funds

Wiinstabs Support

About WinStabs

Set Dues

Clicking on the [Tools>Initial Set Up>Dues & Balances causes the program to display the International
& Local duesform. WinStabs allows up to 5 dues amounts for International, Legislative and Local Dues. Use
Rate No.1 for your full dues amount.

10



GCA & LCA Assessment

Clicking on the GCA & LCA Rates Tab causes the program to display the GCA & LCA Assessment form.
Enter the GCA number in the Code field and the assessment in the amount field. Besides the actual GCA’s
that are in your local, if there are any members that do not pay a GCA assessment, enter 999 as the GCA
number and zero as the assessment. Make sure to change their Member Record to the dummy committee.

Next, Enter the LCA number in the Code field and the assessment in the amount field. Finally, assign the
GCA code of the committee. Be sureto assign the corresponding GCA. WinStabs will not work properly
without proper assignment of GCA and LCA. Besides the actual LCA’sthat arein your local, if there are
any members that do not pay a LCA assessment, enter 999 as the LCA number and zero as the assessment.
Make sure to change their Member Record to the dummy committee.

Initial Bank Balance and Mileage Rate

Clicking on the Beginning Balance and Mileage Tab causes the program to display the Beginning Balances
Page. You will need to set the beginning checkbook balance and any Local committee balances. When
creating a beginning balance for committees, be sure to select the appropriate committee code in the Fund
drop down. The below example shows beginning balances for the checkbook and two Local committee
accounts. To delete a beginning balance, click on the record you wish to delete by selecting its record
selector. The record selector is the gray square to the immediate |eft. The active record will have black arrow
in its selector. Press the Delete button on your keyboard. When prompted by WinStabs for confirmation,
click yes!

ES Set All Rates for the Local
International & Local | GCA & LCA Rates  Beaginning Balance & Mileage Rate

“r'our Local Balance will be
your Checkbook Balance from

the end of the previous vear, Beginning Balances Mileage
LIse the Checkbook Balance

yiou reported from your Beginning = !
Treasurer's Annual Report. Date Fund Balance i
Use the Balances for each 01/01/2003| 0039 = I $969.47 |:
LCA from oo st e e

far all Bec

should be You are about to delete 1 record(s).

Usethe t ! \  If you click Yes, you won't be ahle to undo this Delete operation.

the LITUI Are you sure you want to delete these records?
Local Act
rate, you ioves i ] |
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Enter the current mileage rate in the mileage rate field. The federal government sets the deductible mileage
rate. Employers are required to pay this amount or less. Since some Locals do pay less, you may simply enter
the amount your local allows in the rate field on the form that is presented when you select the Mileage Rate
button. This rate is used in the calculation for reimbursable expense for mileage. Before you pay any
mileage expenses make surethisisthe correct rate.

Mass Update PayCode by GCA (New 2004)

After setting the GCA and LCA codes and dues rates, a new feature to WinStabs 2004 will allow you to
mass assign a pay code by GCA in your member records. Later, go through your member records manually
and assign the pay code Check for the few members who don’t pay by the dues check off method. Thisisan
excellent time save for aNEW USER setting up for the first time.

B= Mass Update PayCode by GCA I

Mass Update Pay Code by GCA Code

Choose GCA, I ;I
Choose I
FayCode

Update PayCode Close Form

Treasurer’s|D

Clicking onthe [Tools>Treasurer | D] causes the program to display the Treasurer Identification form. As
you can see there are blanks for you to fill in the information about yourself. Just like you were filling out a
paper form, enter your Local No., Year, Name, Address, City, State, and Zip Code, Phone Number, etc.
That's dl there is to it. Once you fill in this information it becomes available throughout the program any-
where this information is required. If any of this information changes, you just come to this same screen and
make the changes. Fields have been added in 2004, more Phone Numbers, fax numbers, etc., as well as
fields for Charter City and Charter State for the local.

12



Set Tax Rates

CT-1Rail Tax

Clicking on the Main Menu [Tools>Initial Set Up >Rail Tax Rates, the CT-1 Tax form opens a tabular
form alowing you to update the rates and threshold amounts for the various CT-1 Rail Taxes. Notice that the
first column indicates whether the employee or employer pays the tax, this field and the description field is
not updateable. Entries may be made or changed in the rate and maximum fields.

B= CT1 - Rail Tax Rates

Tax Hate Tax Type MWaximum
0.062 $57,900.00
0.049 2 $65,100.00

0.014%5 $999 999 00
0.062 $37,900 00
0.131 $65,100.00

0.014% $999,9939.00

$0.00
$0.00
$0.00

Make sure these figures are correct before you start paying wages!
FICA Tax

Clicking on the Main Menu [Tools>Initial Set Up >FICA Tax Rates, the FICA Tax form opens a tabular
form allowing you to update the rates and threshold amounts for the various FICA Taxes. Notice that the first
column indicates whether the employee or employer pays the tax, this field and the description field is not
updateable. Entries may be made or changed in the rate and maximum fields.

FICA Tax Rates

Tax Rate Maximum

0.062 $87,900.00
0.0145 $999,999.00
0.062 $87,900.00
0.0145 $999,999.00
0.008 $7,000.00
0.008 $7.000.00
$999,999 00

$999,999 00

+

Make sure these figures are correct before you start paying wages!
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Transfer of Funds

The Transfer of Funds form gives the user the ability of debiting money from a local committee or the
Local Fund and crediting another committee or the Local Fund. When transferring money you will need to do
the following. Create a record with the fund, date, and a note explaining why you are transferring money,
Select either Credit or Debit and type the amount. Notice that for each transfer you will need to create a
record debiting committee A and crediting committee B. If you make a mistake and need to delete an
individual record highlight the record selector to the left and press the delete button on your keyboard.

IMPORTANT NOTE — All correct entries made in the Transfer of Funds should be left for the year. Never
type over these entries; otherwise the ledger records would become incorrect.

Funds Transfer

Transfer of Funds -

Fund Date Note Amount
| | 04/03/72003| |LC FLASHLIGHTS | | € Credit @ Dehit || §118.14 |
Local -] | 040372003 |LC FLASHLIGHTS || $118.14 |
| | | |[# Credit @ Debit || 30.00 |

4 |

Compact WinStabs

Clicking [Tools>Database Utilitiess>Compact Database] runs the compact program on your database.
Y ou can do this as often as you like.

WinStabs can become fragmented after so many records are deleted. If you have deleted several records
then this will shrink the overal size of the program and it only takes a few seconds. Compact your program
on aregular maintenance schedule.

Repair WinStabs

Clicking [Tools>Database Utilities>Repair Database] runs the repair program on your database. You
should compact before you run this program. Run Program Repair whenever you close out of WinStabsin an
unconventional manner, such as the power shuts down. Always run Compact before you run Repair.

The program restructures the database files and rebuilds the indexes. While this is rarely needed, it is
sometimes necessary if, for example, your computer looses power while you’'re using your program, or you
experience a power surge. It only takes afew seconds, but, again, | recommend backing up your filesfirst.
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Export Data

Clicking [Tools>Backup Utilities>Export] displays the following form. Exporting data is used as a form of
backup. Y ou have four options, to export data files to My Document folder on your hard drive, to diskette(s),
and added for 2004, Exporting to any location. Regardless of the option you choose you need to use the
same method to restore or import the files. So if you exported to disk, you need to import from disk.

E= Export Data m

1 Export WINSTABS to C:\My Documents

By selecting option (13, your entire database will
be exported as mutliple files to the "My
Documents" Folder located on your hard drive.
When importing, WINSTABS uses these files to
reconstruct your Database.

Expart Winstabs

9. Export WINSTABS to 1 (3.5) Disk

By selecting option (21, your entire database
will be exported to your (3.5) Floppy on one
disk. Wwhen importing, WINSTABS uses these

files to reconstruct your Database.

{Export All Datata 1 Disk}

3. Export WINSTABSto .....

By selecting option (31, your entire database
will be exported to destination of your choice.
When importing, WINSTABS uses these files

to reconstruct your Database.

Export To .... |

4.

Export WINSTABS to (3.3) Floppy

By selecting option (4], your entire database
will be exported to your (3.5) Floppy ar A Drive
over multiple Diskettes. When importing,
WINSTABS uses these files to reconstruct

your Database.

Disk 1 | Disk 2 |

Disk 3 |

Option 1 Export WinStabs to My Documents folder of your C: drive, click the long rectangular button in

section one that says, Export WinStabs.

Option 2 Export All Data to 1 Disk. This alows all data to be stored on one disk. If your information
will not fit to one disk, an error message will display on your screen, informing you to save the information

to three disks (Option 4). Option 2 would be the preferred way to store data on diskettes over Option 4.
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Option 3 Export WinStabs to Any Location. This option added new for WinStabs 2004 and should be the
preferred method of saving your data. Clicking on the Export To ... button will give the following screen.

Browse forFoider ]|

Location to Save Data

= (B Desktop i
L) My Documents

= _g My Computer

b4 3 Floppy (&)

- Local Disk (C0)

s CO-RW Drive (D)

e Audio CD (F:)

- Removable Digk (G:)

J Documents

-0 User's Documents

- %4 My Network Places

w0 L1138 Audit

- My Download Files

----- L2 US RunTimelpgrade ll

)t Cancel |

Next Choose the Directory, Drive, etc. you wish to save your Data. To expand the folder contents, click on
the plus sign besides the folder or drive to see more folders. In this example | will use a Flash Memory card
set as Removable Drive G on the example computer. These locations will all vary by computer.

Files Exported Successfully to a Folder Named

WData2003 L1227 10-20-03 _13h05m

DIk

The data has been saved to a folder automatically created by WinStabs, in this example on Removable Drive
G, in afolder named WData2003 L1226 10-20-03 13h05m. To reinstall thisdata, | will haveto usethe
Option on IMPORT called Option 3. IMPORT FROM .......
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The naming convention for the folder is as follows — WData2003 L1227 10-20-03_13h05m

WData2003 — WinStabs Data for the year 2003
L1227 — Local Number

10-20-03 — Day Backup was made

13h05m — Time Backup was made

If using something like a USB Flash Memory module (Current pricing allows you to buy one for 30.00 for a
64MB unit), each backup will bein a separate folder in the root directory of your removable drive,
chronologically listed. You will not accidentally overwriteyour datain thefuture.

If you purchase two flash memory modules, you will be able to backup to both, and store off site, the second
backup for security and safety. A 64mb flash memory module would allow a backup every three daysfor a
year, without erasing any of the previous backups during the year. At the end of the year, simply burn the
contents of your flash drive to a CD for safe keeping, then clear the flash drive for the next year’ s backup.

Option 4 Export WinStabs to 3.5 floppy. Thisisthe original method of backup for WinStabs, to backup on
multiple diskettes on a 3.5 floppy. Thisisthe least desired method of backing up your data. Click on the
button saying Disk 1, and follow the onscreen instructions for Disk 2 and Disk 3.

|mport Data

Clicking [Tools>Backup Utilities>I mport] displays the following form. Importing data is used to restore
data into your database. You have four options, to import data files from you're My Documents folder on
your hard drive, or from diskette(s), and to IMPORT from any location.

Regar dless of the option you choose, you must use the same method that you used to export the files.
So if you want to import from diskettes, you should have alr eady exported to diskettes.

Option 1 Import WinStabs from My Documents folder of your C: drive, click the long rectangular button
in section one that says, Import WinStabs.

Option 2 Import WinStabs from one diskette; click the button that says Import All Data from 1 Disk.
Follow Screen Instructions to import your data from 1 disk.

Option 3 Import from Any Location.
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Directory o Import Data From Directory to Import Data From

= (B} Desktop - B (& Desktop a
B My Documerts — -5} My Documents —
= f My Cornputer Bl o4y Computer

- 3v2 Floppy (A1) - 32 Floppy (80
- Local Disk (C1) -5 Local Disk (C:)
b CD-RWY Drive (D11} -k CD-RW Drive (D)
-5 Audio CD (F3) w3 Audio CD F1)

< %= Removable Disk (G > -~ Removable Disk (G:)
I i WDatazuD3_|_122?_10—03—03_13h20mT

_“] Documents
L) WData2003_ L1227 10-20-03_132h05m

EHET) User's Documents |

-9 My Netwaork Places -5 Dacuments

EHC3) L1138 Audit - User's Documents

&3 My Download Files -9 Wy Netwark Places 2l
----- 4] US RunTirmeUpgrade j b | |Lrl

2 | Canicel | [ | Cancel |

In the exporting example, we saved the files to the Removable Drive (G:). Click on the plus sign next to
Removable Disk (G:) and you see the listing on the right, showing two folders. Choose the folder you wish
to import, with the latest data being in the bottom choice under G. After choosing your folder, click OK
button active at the bottom of this form. A warning will popup asking if you're sure you wish to import this
data. If you select YES, then when importing is complete you will get the following message.

Data Successfully Imported |

\‘ij) Data Files Successfully Imported

Data Has Been Placed from Storage into the Active YWinStabhs Database.

Click QK to Continue.

DIk

Option 4 Import WinStabs from diskettes; click the button that says Disk 1 in section 2. Follow on-screen
instructions to continue with diskettes 2 and 3 as marked during export.
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Chapter 3: Member Records

All of the basic information for the members and the employees of the Local are entered or updated in the
Member Records section of the program. Here is where we get specific about the functions on the forms.
Please refer to the Basic Concepts section of the Getting Started chapter for general information regarding
navigating through the forms and fields. We will discuss only function and deal casually with the techniques
for entering the information unlessiit is specific to the forms.

Much of the member information that you will be supplied with will be downloaded and imported into
your program from the UTU Mainframe. Y ou will need to verify the accuracy of the recordsin your program.
Y ou can use the program functions found in this chapter to do so and to subsequently keep your program up
to date.

The Member Records MENU

Clicking on the Member Records menu displays the drop down box pictured above. The following is a
brief description of each of the menu functions.

Ed WinStabs - 2003 Data - UTU Local 1227 Treasurer Frank Nowell
| Tosls | Member Records | Fisceipts | Dishursements binutesiOusrarlyianniio
' View Al —

Cues Posting

Transfers

r;,iember Fepots

hdember Mointenance

Addrass Changes

E-43 Raports

E45 Muntanance

Frird 30 Labels

www.utu .org

WinStabs

SECEETARY & TREASURER AUTOMATED
BOOEREEPING SYSTEM
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View All

Clicking on View All from the Member Record menu will open the Members Record form (see below) and
display all of your Member Records.

B8 Member Rocords for Locat 1227 A

I ................. Memher ................ Insurance/Dues | Billing History I Diatailed Billing I Tools/Reports |
Search | =] ctive memhm| RANDY R RAILROAD
111 111111 S5 o
4364943 |0 Mo

|Last |[IRAILROAD | [Union Status | IACTIVE -
[First |[RANDY M R | [Pax | ] -]
[E5 Na, [[111-11-1111 | [GCA |
[Employee 1D ]]4364343 | O MNewAddress  [LCA |
[address {123 HAPPY LANE | [Wage | | -
[City |[HIP HOP | |Lecal Officer | | -]
[Etate |[ME | [En|[13654 | [Other Local Titles | | -
|Phane |[B15) 225-4365 | o] [B16) 5012987 | [Craf | [Conductor -~
|Emai} | !rrrailrmﬂ@msn.cnm | |1st Senionty Date ] ‘ ;I
[Mates | [2nd Senianty Date | | -

[DOE || 05201956 -

| 4| W[ »|
record: 14| 4 S b | wL|p#|ofes

If you have used previous versions of WinStabs you' ve noticed the evolution of the Members Record form.
Thetoolbar has been changed and short explanations included for each action.

&) %1 "By Selection ¥HByForm | So0h Flier T Bemove Filter  [ADD] Meriber %8 [DELETE] Member

Sort Ascending and Sort Descending
A

1 In afield on the form find the value you want to sort either A-Z or Z-A or Smaller to Larger, or
Larger to Smaller.

2 Select the value, and then click A-Z or Z-A to Sort by Selection on the member records form menu.
Your records will be sorted by numeric or text values. Repeat step 2 until you have the set of records you
want.
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Filter by Selection

L3 By Salaction

1 In afield on the form find the value you want the records to contain in order to be included in the
filter's results.

2 Select the value, and then click Filter by Selection on the member records form menu. How you
select the value determines what records the filter returns. For examples on selecting values, refer to the
appendix of this manual.

Repeat step 2 until you have the set of records you want.

Filter by Form

Fo By Form

Filter by entering valuesin a blank view of your form.
1 Open the member records form.
2 Click Filter by Form on the member records form menu to switch to the Filter by Form window.

3 Click the fields in which you want to specify the criteria that records must meet to be included in the
filtered set of records.

4 Enter your criteria by selecting the value you're searching for from the list in the field (if the list
includes field values), or by typing the value into the field.

To find records in which a check box, toggle button, or option button is or is not selected, click the check
box or button until it's the way you want. To return it to a neutral position so that it won't be used as criteria
for filtering records, continue clicking the check box or button until its grayed.

To find records in which a particular field is empty or not empty, type “Is Null” or “Is Not Null” into the
field. If you specify values in more than one field, the filter returns records only if they contain the same
values specified in each of those fields.

5  To specify alternative values that records can have to be included in the filters results, click the Or
tab at the bottom left of the window, and enter more criteria.

The filter returns records if they have all the values specified on the Look For tab, or all the values
specified on the first or tab, or all the values specified on the second or tab, and so on.

6 Click the Apply Filter on the member records form menu to run your filter.
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Everything boils down to this, by choosing multiple fields in the same sort; Winstabs will return the
records that meet all the criteriayou have selected. By using the “or” button in the lower left of the screen,
Winstabs will return records that meet any of the criteria sel ected.

Apply Filter / Remove Filter

S apply Filter
Applies or removes afilter in the member records form. If you want to Apply asinrun, or Removeasin
clear, you would click this button.

Remove Filter / Sort
W Remove Filter |

This Button removes a filter or a sort from the member records form. If you want to clear a filter or sort

you would click this button.

Add New Record
[ADD] Member

As the ranks of the UTU grow or members are transferred into your local, you will need to enter new
members into the program.

NOTE: When adding new members you MUST include the Social Security Number. The record
cannot be saved without it.

Delete Record

%! [DELETE] Member

If for whatever reason you want to delete a record from your system you would use the above button.
Before clicking the Delete Record button be sure the Member records form is at the record you want to
delete. WinStabs will ask to confirm this action before the actual delete event occurs. If you're certain that
you want to delete the record click Y es when prompted. Click No to return to the form without deleting the
record.
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Active Member Filter (Moved in Winstabs 2004)

B Member Records for Local 1227
I hlember InsuranceiDues | Billing Histary | C

Search | ;I Active Memhersl

When the member records form opens all records are available. The magjority of the time you'll only want
to see your active members. The above button is a built-in filter to access your active members. The criteira
for an active member isbelow. Thisbutton has been moved to the actual form just to the right of the
Search field.

UNION =*ACTIVE’ or “INSURANCE”

ACTIVE represents an active dues paying member listed on the billing. INSURANCE represents a member
who no longer pays dues, but still is on the billing for Insurance premiums.

Member Tab

Member Records for Local 9399 - EIB
I hember Insurance/Dues | Billing Histary | Detailed Billing | Tools/Heports

The Member Record form has (5) tabs. The Member tab holds basic information about the member, such
as name, address, etc. The Insurance/Dues tab is where you can add insurance records for any member.
There is no limit in how many polices a member can have. At the bottom of this tab is a breakdown of the
individuals dues structure. The “ Total All” field represents what the member is to pay each month. The
Billing History tab displays monthly records of what was posted to the members account. The Detailed
Billing tab is basically the same thing, but it actually breaks down the figures from the Billing History tab.
These field(s) can be modified, if necessary. Finally, the Tools/Reports tab which is a new feature to
WinStabs. This tab stores individua tax rates and has reports that can be printed, such as a Member Dues
Receipt, Local Directory and Mailing Lables.

All of the information on the Member tab is imperative for a complete record. The only required field is
the Social Security Number field.

Most of the fields on this tab are self-explanatory. The fields that are not so obvious will be explained.

23



Sear ch

Notice at the top of the form just above the first name field is a search drop down box. To navigate to a
member records just start typing the member’s last name. Once you see the member you want either click on
it or hit enter to automatically move to that member record.

New for WinStabs 2004, the Search will list ALL Members if you are viewing all members, and if you're
searching with ACTIVE MEMBER filter, the Search list will include ONLY those members Active.

Union Status (Changed from Union)

|Uni|:|n Status

|

|F'ag,r |

INSURAMNCE
[GCA | |RETIRED
[LCA | | TRANSFERRED

NOMN-MEMBER
[#age | [InACTIVE
|L|:u:al Officer | DISABLED
————————— |PROMOTED

The section of the form to the upper right identifies the Status of the member. ACTIVE status replaces
UTU, meaning that the member is Active on your Member Monthly Billing. INSURANCE status replaces
UTUI, meaning the member is ACTIVE on the billing but doesn’t pay dues. All other choices are inactive
status.

Pay Type

The Pay field indicates how the member is paying the local. This can be by carrier check-off, by check or
by cash. Since the carrier designation varies from local to local the “Edit List” feature is available in this
drop down. (For more information about this feature refer to the Chapter #1 - Getting Started under Drop
down boxes). Try and abbreviate the pay type you add for example, instead of adding Union Pacific add it as
UP. This abbreviation will be used in posting dues and displaying dues reports.

GCA & LCA

In your initial load from the International the GCA & LCA will automatically be set. In the GCA field you
can select from the GCA'’ s that were entered when you did the setup procedures for the program. If a member
does not pay a GCA assessment, set up a special GCA of 999 for zero payment during setup, use this GCA
number for this member. The same appliesfor the LCA field.

Wage

If a member is on your payroll this field must be set to either Rail for rail locals or FICA for bus locals.
These members will then show up in the Wage Payroll form. If thisfield is not set you will not be able to pay
the member. Use this field ONLY for members who will be paid salary, lost time, and/or expenses by the
Local.
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Title

The title field is where you enter the Officers of the local. Essentially, you need to segregate the officers
for the 990 and LM year end reports. For example, you are the Treasurer, so on your member record this field
should be Treasurer. Do the same for all officers of the Local as stated by the UTU constitution.

Other Local Officers

Enter the Other Officers of the local here. List Local Chairman, Vice Chairman, Legisative
Representatives, Delegate in this field. If a name doesn’t exist on this pull down list, you can type a
description and you can combine offices with abbreviations. Such as Del-LC, VLC-AIt Ddl., etc.

Social Security Number

From a tracking standpoint this is the most important piece of information on the Member Record. All
records related to the member are linked to the social security field. The program will not let you exit and
save the form without entering the Social Security Number.

Employee | D Number

The Employee ID Number has been moved to a position just below the Social Security Number. It isaso
shown on every page of the Member Record, with the Social Security number. This number has become
more, and more important to us, as the company and we will rely on it morein the future.

Notes

Motes :l

T

This field is open for you to enter any information you wish about the member. It will accept text and
numbers in any format and can accept entire pages of information. The field is smaller on the form, but you
have the up and down arrows, and it will accept more information than can be displayed.

New Address

New for Winstabs 2004 is the New Address Checkbox. This allows tracking of any address, telephone
changes. During the month, if any information changes for the member, check thisbox. At the end of the
month, areport can be generated and sent with your monthly billing to the International for updating.
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Insurance - Dues Tab

Member Records for Local 1227 l

hernber ” Insurance/Dues Billing Histary I Detailed Billing I Tools/Reports |

Search | | Active Members| RANDY R RAILROAD
11111 1111 S5 No,
4364943 D Mo,

|F'Ian |F'|:|Ii|:3,f Mo,  |Eff-Date |C|:u:|e | Insured |F'remium Amt ||DEiiII | _tJ
b |[B04 |234102 020141997 RAILROAD RAMDY R $435 | O
OPP 23234 1040172000 RAILROAD RAMDY R $4500 | O
LUP  |34555 02012001 RAILROAD RAMDY R $2500 | O
#: $0.00
B
Record: HI 4 II 1{{RE I 4 IH&%] of 2

$45.00 International §20.50 |T|:|tal Dues |
EEg [ $T0.00
|_|_ I Local $9.00
BE GCA $30.00
i S172.710
[Other LCA Total All -

| 4| = |
Record: H! 4 ”-_56' 4 IHIHE! of 85

The Insurance - Dues tab allows the user to either enter or update insurance information or update a dues or
TPEL amount.

The member’s insurance information is entered on a sub-form at the top of this screen. (Sub-Forms are
described in more detail in Chapter #1 - Getting Started). It alows you to make as many entries as are
applicable for that member, whether they have 1 policy or 30 policies. As the Treasurer you simply enter the
Plan, Policy Number, Effective Date, Code, Insured, and Premium Amount. If you check the Direct Bill field,
the Premium Amount is zeroed out and, of course, is no longer included in the insurance total at the bottom
of the form. Even though the premium is paid directly to the International, you will want to keep al the
policy information. Y ou can scroll through the Members Records using the VCR buttons or view them using
the elevator buttons if there are more records than will display in the sub form. To delete an Insurance record,
highlight the Record Selector at the left of the applicable record and press delete on your keyboard.

Other

The bottom half of the form is a recap of the dues and insurance. Values may be entered for TPEL and
other deductions. The other field includes items for which the constitution or bylaws do not provide, such as
funeral expenses, flowers, Bibles, etc. If the members International Dues or Legidative Assessment are
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different, i.e., a dues objector then these values may be entered as well. The field showing the totals are
calculated and totaled from other portions of the member record and are not accessible to change
information.

Billing History Tab

tlember | Insurance/Dues ” Billing Histary Detailed Billing | Tools/Reports |
Search | | Active Memhersl RANDY R RAILROAD
11111 1111 35S Mo
Current Status = ACTIVE & BNSF 4364943 IO Mo,
| hlanth | fear || Billing Action or Mote | Due ||Received| | Extra | Refund |
January = 2003 = | $17270 | §166.00 §0.00 §0.00
February = 2003 = | $17270 | §$166.00 §0.00 §0.00
March = [2003 = | $17270 | §$166.00 §0.00 §0.00
uparil = 2003 = | $17270 | $177.00 §0.00 §0.00
EN = |2003 | $17270 | g17270 §0.00 §0.00
June = 2003 - | $17270 | §172.70 §0.00 §0.00
B | [July = [2003 = | $17270 | §17270 $0.00 | §0.00
August = 2003 = | $17270 | §172.70 §0.00 §0.00
September = |2003 = | $17270 | §17270 §0.00 §0.00
DOctober = 2003 - | $17270 | §172.70 §0.00 §0.00
* =i =| %000 §0.00 $0.00 $0.00
[Beginning Balance || $15.80 | 4 | ﬁ | ﬂ | v | ?:;J;.LTE $0.00
Record: I4| 4 ” 56 b | 4] |H+%I of 85

The Billing History tab of the Members Record form presents a monthly recap of the total amounts due and
received by the member. These monthly records are created after you Post Dues for the specific month.

The Beginning Balance field contains any carry over from the previous year. The Account Balance shows
the current amount due or owed to the member. Ideally this number would be zero.
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E49 Applying / Removing
A common adjustment to be made here isto put a member on or take a member off E49.

Selecting E49 in the Note field above causes the following form to display: (New for WinStabs 2004)
WinStabs will calculate if the member has insurance due for the month and it will ask if you wish to apply
the Insurance for the month or not. An example for January 2003 is listed below.

RANDY R RAILROAD has Insurance |
FAMDY B BAILROAD has Insurance of 39 35

If wou want to pay Insurance Amounts, select Yes.
Ctherwise, select Mo

Next, the following E-49 form will show:

B E-49 Form

Step #1: Apply member to E49 Status Ot of

Senice Date ;I Close Farm

tember
_________ hember will be exempt
P beginning with the month | N A NE e
RANDY R RAILROAD
Reason _T_I

Print Applicatior:
Step #2: Remove member from E49 Status Kigtes AL LRRAZENRN

* If totally disabled or having twenty (20) years continuous
membership and retired from transportation service, the
following is to be completed.

Have been a member continuasly since. |

| agree to promptly report to the local Treasurer, Frank Mowell

on the date of my return to the active service of my employer and to pay full dues and
assessments, including JBASP assessements, beginning with the first month thereafter.

Wonth Back to Active Serice | _vJ
Fay Dues far |

Record: 14| < ” T » | vl |p| of 1 (Fitered)
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Select the reason from the drop down list and enter or select an out of service date. The program
automatically calculates the effective date for you and enters it on the form. To print the applications simply
click the Print Application button. Click the Close form button to return to the Billing History tab of the
Member Record. You'll notice that al the member dues and insurance amounts were set to zero. If the
member still paid for his/her insurance you will need to add that money amount into the Due and Received
fields on the Members Record for that month on the billing history tab. Also, you'll need to add this amount
under the Detailed Billing tab in the field called Tot Ins. If thisis not done the Member’s Dues Receipt in its
calculation for Total Dues/ Insurance paid for year will not be accurate.

Selecting Take off E49 in the Notes field in the Billing History tab of the Member Record will open the
E49 Form.

If you wish, you can enter any detailed information in the Notes field, but the only information you have to
enter is the Month back to Active Service. The program provides the rest of the information for you. If the
member istotally disabled or is retired with 20 years or more service, you enter the continuous service datein
the middle of the form. Click the Close Form button to return to the Billing History screen. You’'ll notice that
the dues for the month have been posted to the applicable amounts. Click on the Delete Record button on
the E49 Form.

Detailed Billing Tab

This tab looks similar to the Billing History tab. In this view however, you will see monthly records
showing the breakdown of dues and insurance amounts. All of the fields that have a white background are
updateable. These monthly records are created when the dues are posted for the specific month.

There is a field showing is the Pay Type field. It will be filled when doing Dues Posting for the month.
Thisfield can be changed for the month by clicking the drop down arrow attached to the field. For the above
example, in January, the dues money was received directly from the member by Check, after being posted as
BNSF; you can manually change the Pay Type for the January to CHECK, giving more accuracy to your
records for reports. A New Field added in Winstabs 2004 to the left in blue is called TOTAL. It will tota
the monthly amount as you change any numbers for the month. It will make it easier for you to tell when the
amount for the month is correct.
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B Member Records for Local 1227 K|

felember | Insurance/Dues | Billing Histary ”DBTEHEHBI”IHQ;_ Tools/Reports I
Search ! | Active Memhersl RANDY R RAILROAD
11111 1111 S5 Mo
Current Status = ACTIVE & BNSF 4364943 |0 Mo

Legis | Local | GCA | LCA |Other [TPEL (Tot. Ing|  PayType
000 000f 000 000) 000) 0000 3335 BNSF -
2003 | 172.70)] 10.00] 9.00] 30.00] 1050] 0.00] 835 84.35] BNSF -
2003 | 172.70)] 10.00] 9.00[ 30.00] 1050] 0.00] 835 84.35] BNSF -
April  [2003 | 172.70) 10.00] 9.00] 30.00] 1050] 0.00] 835 84.35] BNSF -
2003 | 172.70)] 10.00] 9.00[ 30.00] 1050] 0.00] 835 84.35] BNSF -
June  [2003 | 172.70) 10.00] 9.00] 30.00] 1050] 0.00] 835 84.35] BNSF -
July  [2003 | 172.70) 10.00] 9.00[ 30.00] 1050] 0.00] 835 84.35] BNSF -

August 2003 | 172.70 10.00] 9.00] 30.00] 1050] 0.00] 835 84.35] BNSF -
5 2003 | 172.70 10.00] 9.00[ 30.00] 1050] 0.00] 835 84.35] BNSF -
2003 | 172.70 10.00] 9.00[ 30.00] 1050] 0.00] 835 84.35] BNSF -

| 4m| W[ |
Record: I{J 4_”_55 4 IH]HEJ of 85

Tools/ ReportsTab

Individual Tax Rate

To the left of the form are the Individual tax rates for the member. Y ou can create up to (4) individua tax
rates, which will be automatically brought into the Payroll form, when you pay that member. Their
description isto the left of the field.

Member Record Reports
There are (8) types of reports you can print. They are Mailing Labels, Local directory and Dues receipts.

Mailing Labels — Will display a report showing formatted labels that can be printed. The format is for
Avery labels 5160. If there is no filter active on the form the report will display al records. If you have
filtered records and decide to print this report it will retain the filter on the report.

Example: You're looking at your entire member records with NO filter applied and you print mailing
labels. Every member record will print on the report. Let’s say you have filtered your member records to only
show active members. When you print the mailing label report it retains the forms filter and will only print
the active members.
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Member Records for Local 1227 ﬂ

Mernber | Insurance/Dues | Billing Histary | Detailed Billing ” Tools/Reports
Search | Bl aee Memhm| RANDY R RAILROAD
111 11 1111 55 Mo,
4364943 D Mo

Individual Tax Rates

hMernber Record Reports

F
|Federa| Tax | | ﬂ] m i Failing Labels Local Directory
|State i | | D| m Local & LCA Local Directaory
|EE Tax 1 | | EI| m Oifficer List WO Social Security
[EE Tax2 | | I:|| m ZI MR Ledger Dues Receipt
Active Record Active Record

MR Ledger Active

Dues Receipt

Filtered

MY Comment

M |

| 4| wp
Record HI 4 ” se Pk |HIP->~K—I of 85

Local Directory — Will display a report showing a listing of members in your local. If there is no filter
active on the form the report will display all records. If you have filtered records and decide to print this
report it will retain the filter on the report. (The above example applies to this report as well). New for
Winstabs 2004, is that the Employee ID has substituted for the Social Security number. Social Security
numbers have been removed from almost all reports, to help safeguard this information.

Local & LCA OfficersList — Will display areport showing the name, address, phone number, and office
held.

Local Directory W/O Social Security — Will display areport showing alisting of members in your local.
If there is no filter active on the form the report will display all records. If you have filtered records and
decide to print this report it will retain the filter on the report. (The above example applies to this report as
well)

MR Ledger Active Record — Will display a ledger sheet that is the same as the Members Record in the
manual system for the current record with any comments made monthly for this member.

Dues Receipt (Active Record) —Will display a Dues receipt for the current record only.

MR Ledger Active Record W/O Comments — Will display a ledger sheet that is the same as the
Members Record in the manual system for the current record without the comment field.
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Dues Receipt (Filtered) - Will display a Dues receipt report for all of the membersin your local. If there
is no filter active on the form the report will display all records. If you have filtered records and decide to
print this report it will retain the filter on the report. (The above example applies to this report as well)

Dues Posting

Listed below are your choices for the Dues Posting Options

| Dues Pasting » 1. Paost Manthly Dues
Transfers r 2. Reconcile Maonthly Dues
bMember Reports » 3. Print Exception Report
bMember Maintenance * 4. Print Full Report
Address Changes ¢ Frint ¥ TD Dues Total
E-49 Reports * | ¥ Delete Monthly Dues

Clicking on [Member Records>Dues Posting>Post M onthly Dues] displays the below form.

B=| Parameters for Dues Posting m

honth I‘ ;|

Year IW
Carrier | ;|

5] | Cancel |

Select or enter the month and the year to post. Be sure to enter four digits for the year (this field will
default to the current year). Select or enter the official initials of the railroad from which dues money is
being received, BNSF, for example. When the OK Button is active, and selection for Month, Year, and
Carrier are made, click the OK Button to Post the Monthly Dues. The program will then post the dues for all
Active members having BNSF in the Pay Type field on the Member Records form.

You can print the post dues report to review the records for the members using the Print Dues Report
discussed later in this chapter or you can go to the Billing History screen of the Members Record form and
review the records.
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While on the Billing History screen you can also make changes to the record to reconcile your program’s
records to that of the Dues Check off. So if a member has gone onto E49 or come off E49, or some other
change has occurred, you can make those changes at that time.

Post Dues Reconciliation

Clicking on [Member Records>Dues Posting>Reconcile Monthly Dues prompts the user to select or
enter the month to post and the year, enter al 4 digits (this field will default to the current year). Select or
enter the official initials of the railroad from which dues money is being received, BNSF, for example. After
the criteria has been entered you are prompted to enter the amount of the Carrier Checkoff Check then click
OK.

A spreadsheet like screen appears which you can use to quickly change the amount of dues received if it is
not correct. A running total at the bottom of the screen will let you know when you have a balance. This
Spreadsheet can be sorted by last name of social security number.

Enter Dues Checkoff Received : BNSF 981.84

Total Payroll Fecorded in Computer: 981.84

pifference : I

Balanced !

Print Exception Report

Clicking on [Member Records>Dues Posting>Print Exception Report] prompts the user to select the
month, which displays areport of all members that did not pay the correct amount of dues or no dues at all.

Post Dues Report

Clicking on [Member Records>Dues Posting>Print Full Report] prompts the user to select or enter the
month to post and the year. Enter al 4 digits for the year (this field will default to the current year). Select or
enter the official initials of the railroad from which dues money is being received, BNSF, for example and
finally chose how you want the report to be sorted before the report is previewed. The (2) sort options are by
member last name or the social security number.

Print YTD Dues Total

Clicking on [Member Records>Dues Posting>Print YTD Totals] — Displays a report listing the
total of each Payroll Received, by Carrier and Month.
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Undo Post Dues

Clicking on [Member Records>Dues Posting>Delete M onthly Dues] prompts the user to select or enter
the month to delete and the year. Enter all 4 digits for the year (This field will default to the current year).
Select or enter the officia initials of the railroad from which dues money is being received, BNSF, for
example. All datain the billing history tables matching the criteria you specified will be deleted.

Transfers

Fequest a Transfer
kake T47 Transfer

Mass Transfer

Mass Transfer Report

Update Treasurer List

B - @[

LS Treasurer Beport

Request a Transfer

Clicking on [Member Records>Transfers>Request a Transfer] displays aform that looks like the paper
form used by a Treasurer to request a transfer. See the Appendix for a sample of the form printed by the
program. By selecting the local number from the drop down box, the Treasurers name and address are added
onto the form. Enter the member’s name and the local number and print the form. This information is not
retained when the form closes in the system.

MakeT 47

Clicking on [Member Records>Transfers>Make T47 Transfer] displays the following form.

Clicking the drop down button in the Social Security Number box allows you to select the member to be
transferred. The rest of the information about the member is automatically provided on the form by the
program. After you select the Month paid up to and local to be transferred to, the system will generate the
month the transfer initiates. Finally, select or enter the Date the transfer was issued and you're done. Click
the Print Transfer button to print the T 47 transfer. A sample printout of the Transfer Certificate T-47 can be
found in the Appendix.
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T-47 Transfer Form

B=| T47 Transfer Form

|S|:u:ial Security Number

[111-11-1111 - Closa |

RAMDY R RAILROAD

|Memher

|A|:I dress 123 HAPPY LANE

[City, State and Zip Code HIP HOP ME 13654

|
|
|
|
[Phone B (5165 225-4365
|
|
|
|

|2nc| Phone

_ Add Mew
|Ema|l ailroadi .Com
|Mnn1h Paid up to |.Januar},r ‘-_J
|L|:|ca| to be Transfered to 0477] Frint Transfer
|M0nth Transfar initiates |
|Date Transfer was lssued | |1 141372002 _-_I Delete Transfer

Record: 14| 4] 2 | »1[p¥|of 2

Change Treasurer Address

Clicking on [Member Records>Transfer>Update Treasurer List] opens a small dialog that can be
updated or changed. This data is used on the Request Transfer form. This form enhanced and updated for
WinStabs 2004 that allows you to print out the current record with PRINT FORM. Also thereis a Treasurer
List Report that can be printed.

Update Treasurers Address for Transfer Request Form

Find Local Number | B

Name [STEFHEM It [MOYES
Address 14600 DETROQIT AVE
Address 2
City State Zip |CLEVELAND |OH [#4107-4250
tain Phane |(216) 228-9400
iabile Cell |{216) 555-5555
Fax - Business ((216) 228-0411
Email Address |sanoyes@swhbell net
Mote |Likes ? month's advanced natice for Transfer Requests. Handles
Requests promptly]

| @ =

Delete Print F Close Form
Record Al i & Save

Add New
Treasurer
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Member Reports

M ember s Due/Refund
| tMember Feports s | B kember Due/Fefund
tdember Maintenance » | @ Print Member Records
Address Changes B Email Address
E-449 Reports Y| B Member Main Notes
E43 Maintenance Y | B Manthly Notes
Frint 30 Labels B TPEL [Mao]
B TPEL [ves]
B Members [ith] Insurance
B Members [MNo] Insurance

Clicking on [Member Records>Members Reports> Member Due/Refund] displays a report listing
members in alphabetical order and the amount of dues or insurance that has either been overpaid or not paid
a al. The purpose of this report is to provide a single source of the dues amounts either underpaid or
overpaid by the members.

Print Members Records:

Clicking on [Member Records> Members Menu> Print Members Records] Will display a Dues receipt
report for all of the members in your local. If there is no filter active on the form the report will display all
records. If you have filtered records and decide to print this report it will retain the filter on the report. This
report is aledger sheet that is the same as the Members Record in the manual system.

E-Mail Address

Clicking on [Member Records>Members Reports>E-Mail Address|displays a report listing members
and their E-Mail Address.

Member Main Notes

Clicking on [Member Records>M ember s Reports>Members Menu> Members Main Notes| displays a
report listing members in alphabetical order and any notes that have been entered concerning them in the note
field on members tab. The purpose of this report is to provide a single source of information about the
members.
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Monthly Notes

Clicking on [Member Records>M embers Reports> Monthly Notes] displays a report listing notes made
on the Billing History Tab for the month selected.

Memberswithout TPEL

Clicking on [Member Records>Members Reports>TPEL [No]]displays a report listing members who
have no TPEL Contributions.

Memberswith TPEL

Clicking on [Member Records>Members Reports>TPEL [Yes]]displays a report listing members and
their TPEL Contributions.

Member Insurance

Clicking on [Member Records>Members Reports> Members [With] Insurance] displays a report
listing members in alphabetical order and all the insurance that has been purchased by them. Each member
who has purchased insurance is listed and the information for each policy that they have purchased. The
purpose of this report isto provide asingle source of the insurance purchases by the members.

Member without | nsurance

Clicking on [Member Records>Member s Reports > Members[W/O] I nsurance] displays a report
listing members in alphabetical order who has no insurance. E-49 Reports

Member Maintenance (New WinStabs 2004)

This new section has been added for WinStabs 2004, to give the Treasurer tools to maintain and to make sure
that the information in the Member Records are accurate.

Dues Receipt Errors

Dues Receipt Message

List of Blank PayCodes
Member List in DB by Status
hMember List Count Totals in DB

liel |l

@ &
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Dues Receipt Errors

Thisreport [Member Recor ds>Members Member Maintenance > Dues Receipt Errors] will help
the Treasurer to stay on top of correct dues receipts, and help him correct problems. |f no records are found
in error, congratul ations!

No Errors to Report E

Congratulations No Member Record Errors!

A very common problem with member records in the past, was inaccurate information in the member record.
This report will print out all records by member, by month and the amount of the error for each error.

Simply print out this report, open the member records, and make the proper correctionsin the Billing Month
and the Detail Billing sections. These errors were caused when the Treasurer either entered a month in the
Billing Month, usually for new members, manually, instead of Mass Payroll Post. Money islisted for the
month in the Dues Owed and the Dues Paid, but the Detail Billing portion were not filled out.

Remember if you fill out aMonthly Billing amount for an individual, manually, or make a change to the
amounts manually, you must go to the Detail Billing page of the member and make the corresponding
changes for the month manually.

NOTE - If you make a manual changein the Monthly Billing page, then go to the Detail Billing page, and
the new month entered is not listed, simply leave the record, either go to the next record, or go to the
previous record, then immediately return to the proper record, and the Detail Billing page will be updated
and the missing month will be shown.

Dues Receipt M essage

Clicking onthe [Member Records>Members Member Maintenance > Dues Receipt M essage]
causes the program to display the Dues Receipt message form. Y ou can type a default message here and it
will be displayed at the top of each and every Member's Dues Receipt you print.
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List of Blank Pay Codes

BE List of Null Values in Detail Billing - Sorted By Month & Name
konth MHNarme Mem Bec'd Detail Billing

April BAILRODAD, BANDY R BMSF

June BAILRDAD, BANDY R BMNSF

July BAILRDAD, BANDY R BMSF |
BNSF
Cash
Check
UF
WA,

A frequent problem with entering New Members Manually, is that the pay code field is|eft out on the Detail
Billing, and this keeps the member from showing up on Dues Reconcilation List.

Thisform will alow you to correct all entries with blank pay codes, ssmply use the drop down arrow in the
paycode field to choose the proper pay code. Just to the left of the Detail Billing, it will list the Month,
Name, and what shows for this member in his Pay Field on Page 1 of his Member Record.

If thisformis blank, that means you have no blank paycodes in your records. Close and return to the main
screen.

Member List in DB Status

Clicking onthe[M ember Records>M embers Member Maintenance > Member List DB Status]
shows a detailed list of all your records in your database broken down by Union Status.

Member List Count Totalsin DB

Clicking on the[M ember Records>Members Member Maintenance > Member List Count Totalsin
DB] shows a count list of all your recordsin your database broken down by Union Status. This report will
help you fill out your LM-2 for 2004, as thisinformation is asked for on the new form.

Breakdown By Status in the DataBase Total

This Report Does Not Report Records with Blank Entry in the Union Status Field

Status Count
ACTIVE 63
INACTIVE 7
INSURANCE 1
RETIRED 3
TRANSFERRED 1
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Address Changes

| Address Changes 5 | B Address Change List
E-49 Reports b Clear &ll Address CheckBoxes

Added for Winstabs 2004, this allows the Treasurer to keep track of any address changes, and to print out a
report to send to updating in Cleveland.

To simply maintain the address list, whenever you get new information for amember, after making the
changes, check the box on page 1 of the member record, just to the right of the Employee ID

[Last |[RAILROAD |

[First |[RANDY ] =]
55 Mo, |[111-11-1111 |

[Employee 1D |[4364343 | New Address |

Address ChangelList

Click on [Member Record> Address Changes>Address Change List] to print your list of address changes.
Place the printed report with your billing and it will processed by Updating in Cleveland.

Local 1227 2003 Address CHANGES for Members
Attention - DIRECTORY

S5 111-11-111
Name  RAILROAD, RANDY R
Address 123 HAPPY LANE
City  HIP HOP ME 13654
Employes ID 4364943
Phone  (816) 2254365
Email  rnmailroad@msn.com

Clear All Address CheckBoxes

Click on [Member Record> Address Changes>Clear All Address CheckBoxes| after you' ve printed the
Address Change Report to send to Cleveland. This action will clear al checkboxes for address changesto
get the Treasurer ready to make future changes.
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E49 Reports

Winstabs 2004 has changed the way E-49's are kept. There are now two distinct areas, E-49 forms that are
IN FORCE and ACTIVE. All E-49 formswill remain In Force and Active, until aBack to Work Dateis
placed in the form. When aBack to Work Date is placed on the form, this form is then removed from the
Active List and Placed in anew list, aHistorical E-49 List. A new section called E-49 Maintenance has been
added to WinStabs 2004 to help expediate this feature.

E-43 Repors . " B E49 Cumulative Report
E43 Maintenance * | B E43 List For Billing
Print 30 Labels B E48 History [Month]

E49 History [vear]

E49 Cumulative Report

Clicking on [Member Records>E-49 Reports> E-49 Cumulative Report] displays a historical report
listing members who are currently on E-49, this reports does not includes social securrity numbers.

E49 List for Billing

Clicking on [Member Records>E-49 Reports> E-49 List for Billing] displays a report listing members
who are currently on E-49, this reports also includes social securrity numbers.

E49 History [Month]

Clicking on [Member Records> E-49 Reports>E-49 History [Month]] displays a report listing members
on E-49 for the month selected, this reports does not includes social securrity numbers.

E49 History [Year]

Clicking on [Member Records> E-49 Reports>E-49 History [Year]] displays a report listing members
on E-49 by the month for the entire year, this reports does not includes social securrity numbers.

E49 M aintenance

E45 Maintenance k | Yiew Active E49
Print 30 Labels B Print Active E49

Yiew Completed E43
B Print Completed E49

This new section alows the Treasurer to Maintain his E-49 Records, and to print them out.
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View Active E49

Click on [Member Records>E-49 Maintenance>View Active E49] to see adl E-49's active and in force.
Filling in the Back to Work Date, will move aform to the Historical E-49 List.

B3 Active E-49 List

MName S5MNo Feaszan OutCfServicelate tonthBack
I| |RAILROAD, RN B ||111—11—1111 ||1 - Rieduction in Force ;|| 11;0?;2002“

Print Active E49

Click on [Member Records>E-49 Maintenance>Print Active E49] will print an E-49 for the member to
sign. Simply choose which form you wish to print.

EEl Select Active E48 to Print m

Select Active E49

T11-11-1111  RAILROAD, RANDY R [o/s] 11/07/2002 |

a5 | Cancel |

View Completed E49

Click on [Member Records>E-49 Maintenance>View Completed E49] to see al E-49's completed.
Blanking the Back to Work Date, will move aform to the active and in force E-49 List.

Print Completed E49

Click on [Member Records>E-49 Maintenance>Print Completed E49] will print an E-49 for the
Treasurer’'s Records, of a completed E-49. Simply choose which form you wish to print, similar to the Print
Active E-49.

Print 30 Labels

Clicking on [Member Records>Members Reports>Print 30 Labels ] prompts you to enter 3
lines of data. This data is then printed on 30 labels. The format is for Avery labels 5160.
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Chapter 4. Recelpts & Deposits

All money that is brought into the Local is called a Receipt. It is therefore very important that you understand
how the program expects to receive the information and how it will process and report on this information.

Receipts

Clicking on the Receipts menu displays the below form. As you can see from the following, the Receipts
MENU give the user the ability to enter or view receipts. Make Deposit(s) or view and print various receipt
reports.

Receipts | Dishursements
Enter / View
bake Deposit(s)
Feceipt Reports r

Enter /View

To enter anew receipt or to view existing receipts select Enter /View from the Receipts menu. To correctly
enter a new receipt you must include a, Check Number, Date, Payer (this field can be customized by using the
“Edit List”), Income Type, and finally an amount. The Note field can be used to add an additional comment
explaining exactly what the receipt is for. The Deposit Date and Deposit Ticket Number are fields in which
you cannot make entries. The values for these fields are automatically entered once the receipt isincluded in a
deposit.

[Check Mo | [o562 | 12403/2003
Date 12032003 - | L
[Payer [ ] Add Mew Close
|Incnme Type | |Memhers Dues ;I

Print Receipt Deposit
[Mote | |[DECEMBER DUES
|Amuunt | | %5 G75.66 | Search Delete Receipt
Record: I4| 4 ” s1 bk | 4] |H+6| of 53
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The following is arecap of the functions provided by the buttons on the receipt form:

Add Mew Close
Print Receipt Deposit
Search Delete Receipt
Add New

The Add New button will save the existing record on the form and then clear the form so you can add a new
receipt.

Print Receipt

Clicking the Print Receipt button on the Receipts Form displays a report showing the amount paid, by
whom and a place for the Treasurer to sign. Print the receipt by clicking the printer button. To return to the
receipt form without printing, click the close button. The report will only print the active receipt on the form.

Search

Clicking the Search button on the Receipts Form brings up a Search dialog box. For more information on
Searching refer to Chapter 1: Getting Started — Search.

Delete Receipt

Clicking on the Delete Receipt button on the Receipts Form provides a means to remove a receipt from the
database. You will be asked to confirm the delete “Yes or No”. If you're absolutely sure you want to delete
the record, click on “Yes'. If you accidentally click the delete receipt button selecting “No” when prompted
will cancel the delete command.
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Deposit

Deposits are made by the Treasurer to put the money received into a bank account. In order to properly record
this action and insure that no receipts are left unchecked, the following form is provided:

Group Receipts for Deposit

Check Mo Payee Date Arnount Deposit  — |
Receipt CS¥ 02/05,/2003 36,573,203
Receipt WOGEL ED 12/08/,2003 $154 B0 %]
Deposit Total 27 Deposit

Deposit Ticket Mo 0210

Deposit Date 0241042003 Close —

[ —— b

Record: I1| 4 || 21k I)IIP:‘H of 2

In the top half of the form every receipt that has not yet been deposited is listed. The Check No., Payee,
Date, and Amount fields are for information only on this form. The information can not be changed here. The
Deposit field isthe only field into which you can make an entry.

Step #1: By clicking in thisfield a check mark is made and in so doing you are including this receipt in the
deposit you are about to make. The deposit ticket total is automatically calculated as you select the individual
receipts.

Step #2: Enter the Deposit Ticket Number. For example: 0210 [02 for the month and 10 for the date of the
deposit]
Step #3: Enter the deposit date.

Step #4: Once you have completed steps 1-3, al that’'s left to be done is to click the Deposit button. The
program automatically updates the checked receipt records with the Deposit Ticket Number and Deposit Date.
The only way areceipt record (s) can be removed from this form is follow the above instructions. All receipts
that have not met the above criteriawill remain in thisform until the criterion is meet.
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Receipt Reports

Feceipt Contral Ledger
Receipt(s) by Type
Receipt(s) by Payer
Receipt(s) by Deposit Date
All Bank Deposit(s)

All Receiptis) by Pavers

b EEE @ @

Cash Receipts Control L edger

Clicking on [Receipts>Reports>Control Ledger] displays a report listing each receipt by day and
total and an accumulated total for the year to date. The purpose of this report is to have a single source of
clear, tabulated, and sub-totaled information about receipts by the day.

Receiptsby Type

Clicking on [Receipts>Reports>Receipts by Type] gives the user the ability to select which receipt
type to display. For example, if you selected “Member Dues’, the report would display only the receipts
entered into the program with the Receipt type ‘Member Dues’. The purpose of this report isto have asingle
source of clear, tabulated, and total information about receipts for each type of income.

Receipts by Payer

Clicking on [Receipts>Reports>Receipts by Payer] gives the user the ability to view receipts by the
payee selected. For example, if you selected “CSX”, the report would display only the receipts entered into
the program with the Receipt payee “CSX”. The purpose of this report is to have a single source of clear,
tabulated, and total information about receipts for each Payee.

Receipts by Deposit Date

Clicking on [Receipts>Reports>Receipts by Deposit Date] gives the user the ability to view receipts
by the deposit ticket payee selected. The purpose of this report is to have a single source of clear, tabulated,
and total information about each single deposit ticket.

All Receipts by Payers

Clicking on [Receipts>Reports>All Receipts by Payers] displays a report listing a report grouping all
receipt records listed by Payers, and details what receipts made up that deposit. The report also has a grand
total for al the deposits made for the year. The purpose of this report is to have a single source of deposit
information with atotal.
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All Bank Deposits

Clicking on [Receipts>Reports>All Bank Deposit] displays a report listing a report grouping all receipt
records listed by their Deposit Date, and details what receipts made up that deposit. The report also has a

grand total for al the deposits made for the year. The purpose of this report is to have a single source of
deposit information with atotal.
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