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Accessing the RCSNG system

User Login

The first step in accessing RCSNibtigining a User LoginuBmit user requessto RCYia fax
(309-752-2681), emailgupport@rcsunionsétware.com, or contact our support line (86&7-
8291)directly. This request must include the new user's name, email, phone, and spalodids
which areas of the software should be accessible, and what level of access required.

Local Number

RCSNG User Request Please fax to 309-752-2681 or email to support@rcsunionsoftware.com

Name & Title Email & Phone

IMembership View
|Membersh|p Edit
Dues View

Dues Edit
Financial View
Financial Edit
Financial Reports
Inventory

Griev. Unit one/all
Griev. Level 1 View
Griev. Level 1 Edit
Griev. Level 2 Viev
Griev. Level 2 Edit
Griev. Delete
Display SSN

System Requirements

RCSNG is a wdiased software, most of thprocessing work done by the program is handled on
our server. As such, the client therefor has just a few requirements to access and utilize the
program:

1. Stablelnternet connection

2. Web browser We recommend Google Chrome or Mozilla Firefox.

3. Adobe ReaderThis is critical for those printing checks, cards, repamnd sichfrom the
system. Print jobs are calibrated to work with Adobe Reader and alignment may be off with
other PDF viewersAlways chooséActual Siz&printing for best results.
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Logging in

Open a web browser; we suggé&sbogle Chrome, or Mozilla Firefaith Flash enabled.

1. In the address bar at the top, enteanww.RCSNG.corand press enter.
You will likely see the address update to:

B Roberts Custom Software, Inc. (US} | https://www.resng.com/login.jsp

(This green lock symbol indicates you are on a securedemtion with the serverData
passing between your sei®n and the server is encrypted for protectipn

2. Enter your login informatioms follows:
LOGIN AS USER
Client- the common identifier for your union
Client AWLoa000 | User Login your unique username
User Login:  jones | Password your unigue password

Password ‘ .......... ‘

«# | accept the terms in the license agreement

Note that you must accept the license agreemenptoceed.

Reset Password m

3. Forpassword problems, use the "Reset Password" button and follow the prompts.

- Add the RCSNG login page to taeorites barin the browser
- Set this login page as the home page of the browser
- Set a shortcut to www.RCSNG.com on your desktop

\Q’ For frequent, fast access:

Revised 12/2020
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Dashboard

i 2“] Dashboard Members Checks Income Balancing Reports Grievance  Settings

My To-Do List
This idist is only visible to the user; no other user logins vei &.

1. Clickinth@ 2 E Yy SEG G2 G kd®List®Erieragk. 1 KS dae (2
2. Click on calendap select a dualate
3./ f A0] 2 ytoaddRiBthelis.g ¢

To edit
Clickthe pencilto the My To-do List
right of the task - - : ;

10/17/2014 [ Start using my personal To-do list! 4
To delete
Clickthe trash carto the
right of the task.

L] Show Al

When the task is completed, check the b@ke"Show Al" button display both activeand
completed tasks.

RCS New
Roberts Qustom Software uses this area to share news ahnelpful hints. Click thew S | R ik NE X
to open a rew window where thenewsitem isexplairedin detail

RCS News
Cut & Paste in RCSNG? Read More »
Printing cards, labels etc— alignment trouble? Read More »
Can | open my report without saving it? Read More »
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Bulletin Board
Information entered in the BulletiBoardis shared by all users of the software in your local.
Click on the pencil to adar editinformation... then dick on the savécon to save information

UAW LOCAL 4000 Bulletin Board

4
FPost news items to share with other users at your local here_.

Dues Posted

Thistool is a snapshot ddll dues postedvithin the last 6 monthsThe client may haveore than
one unit or type; this total reflects the total of all dues for units/types

Usethe "Dues Report"option found inthe Members aredor further dues details and history

Dues Posted

Month Dues Refunds Total Count
JAN $23.916.07 $0.00 $23.,916.07 347
FEB %7206 $0.00 $72.06 2
MAR $736.14 $0.00 $736.14 11
APR %0.00 50.00 $0.00 0
MAY $2.522.06 $0.00 $2.522 .06 56
JUM $16.421.00 50.00 $16.421.00 376

Links & Resources
This area lists server shortcuts for quick accedsetpuently visited web sites

Links & Resources

EFTPS https://www eftps gov/eftps/index jsp
55A Business Service https:/fwww.ssa.gov/bso/bsowelcome. htm
Accuwage https:/fwww . ssa_gov/employer/faccuwage/index_html

LUIS - UAW International Login (PCT etc.) https:/flocalunion.uaw.org/pct.php

Join Me Download for Screensharing Support  hitps //join me/apps

Department of Labor - EFS - LM Login! https://olmsapps . dol.gov/efsuifauthentication_action
RCS Union Software https:/fwww.rcsunionsoftware.com
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Member s

RCSNG users with Membership access will be able to access the Members tab on the main menu
bar as well as related items on the Dashboard and the SettingsAabsss is customizable s&is

can be granted privileges with full accesgtos can be limitedo excludedues informationJimit

users to viewonly, andto hide Social Security numbers.

|; 2‘-} Dashboard Members Checks Income Balancing Reports Grievance  Settings

Create New Member

M em bel' L Member List & Reports Create New Member Q
. Load Dues Manually

Status Load Dues Files Last Name First Name Middle Initial City Address
Active | Clear Dues Abbot Joseph Davenport 555 5th Stree
Inactive Dues Report Acharya Ricardo Parkview 72571 Brandc
Active Absence Letters Achress Jianna Pataskala 117 Pat Haver
Active Job Bid List Adkins Mark Parkview 1799 Eastbrot
Active Update to International Almon Conia Parkview 677 Gilbert
Active Update from International Alvarez Ann Davenport 1002 River Dr
Active Updates from the Company Amaron Jack Hilliard 51220 Highgl

Member List
This ishome base for accessing member records and creating reports.

Customize the look of the Member Lis

Columns Settings x
By default, the Member Listpens listing literalhALLof j:zus z
members all units, all status, all everythinghe count of the S g A
members listed appears at the bottom right corner of the list. o - ¥
The first step is to make thiscreen useifriendly-- based on = H
your preferences. Consider which details will help you identify Bith bate =
the members you might need to locateyost uers like to see Clock E'
Status, Clock,#Jnit... You might find it useftd see several First Name i L
columns, or too many columns shown in the list might be Middle Initial ™~
overwhelming Last Name M

Basic Update O
Remember, the membé&r & d&tallg will be shown when you Retire Update O
open a member's record. County O
Customize the look of the list by clicking on thelumn Settings | Aadress O [ |
Gear symbo) as indicatedelow. ml
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Filter OFF ol

1 Clik the check boxet® select thecolumns you would like to sedisplayedon the Member List.
1 Hover to the right bthe boxes to see the blue up/dowarrows. dicking them moves that item
up or down in the column display order.

1 Savel!
Member List Create New Member Filter OFF -  Print Queue List £t
Birth Date | SS# | Clock | Unit 4 | Fir... | | Last Name | Sta... ‘ County | Depart... | Address City | St |

05/15/2007 125-12-5125 125125125 Grand| Luke S Coppinger Active Scott Cou Mess Maki 2511 Grand Avenue Davenport lowa 528
11/10/2013 111-11-1111 1111111111 Grand| Suga S Coppinger Active Scott Cou Mess Maki 2511 Grand Avenue Davenport lowa 528
11/07/2011 181-81-8181 181818181 Grand| Miley A Coppinger Active Scott Cou 2511 Grand Avenue Davenport |

In this example,he list above had a lot of colummeaybetoo many columns!
Using tle gear to pop up the column settings hoxe selected fever columns in a different order.
This new list shows the same members, but with the details customized to fit the user's needs.

Member List Create New Member Filter OFF ~  Print Queue List ¥

Status | Unit Department Clock 4 | First Name | Middle... | Last Name City

Active Grand Establishment Mess Making 125125125 Luke 5 Coppinger Davenport

Active Grand Establishment Mess Making 1111111111 Sugar Bear S Coppinger Davenport

Active Grand Establishment 181818181 Miley A Coppinger Davenport
Sort

Change thesort order your members by clidngon column headefs)
This same sort sequence will be used if you continue to make a report or Excel sheet.

Member List Create New Member Filter OFF -  Print Queue List £}

Status ‘ Unit Department Clock 1 Name | Middle... | Last Name City

‘ Active Grand Establishment Mess Making 1111111111 r Bear S Coppinger Davenport ‘
Active Grand Establishment 181818181 Miley A Coppinger Davenport
Active Grand Establishment Mess Making 125125125 Luke S Coppinger Davenport

The number one indicates this column is the primary sort. (Click it agaevécse the sort.)

You can suisort further as needed. ¢éld down yaur control button on your keyboardnd click
another headerln the example below, the primary sortlmit (indicated by the 1). The secondary
sort isLast Namé€indicated by the 2) athwithin that, sorted byFirst Name..
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Member List Create New Member Filter OFF ~  Print Queue List £}

Status | Unit 41 | Department Clock First Name 43 | Middle... | Last Name 42 | City

‘ Active Grand Establishment Mess Making 125125125 Luke S Coppinger Davenport
Active Grand Establishment 181818181 Miley A Coppinger Davenport
Active Grand Establishment Mess Making 1111111111 Sugar Bear S Coppinger Davenport

Many userssort the Member List by statu$Active" membersvill alphabeticallypop tothe top

Revised 12/2020
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Find an Existing Member

Quick Searclis a fexibletool that makes
it easy to find a specific member, fast! Filter OFF -~

You can search for members by:
Name First last, or even both names. Partial names are ok too!
Clock number
Social Security Number  No need to enter hyphens

UAW ID #

Quick Search will beactive if the Filter is On. Filtering is a more advance method of narrowing
down your list, this is covered in Member Reports.

Member List Create New Member |Joseph Filter OFF ~  Print Queue List  &F

Examples:
Status | First Name Middle Initial | Last Name City State .
Retiree Joseph Allen Ocala Florida = SearChlng by
Active Joseph B Ambrosio KEARNEY Missouri ”Joseph" at th|S
Inactive Joseph Amundson Janesville Wisconsin | .
ocal resulted in
Active Joseph M Anderson BELTON Missouri
Inactive Joseph Antos Milton Wisconsin 254 hlts'
Retiree Joseph Appleman Janesville Wisconsin
Active Joseph A Armbruster AMHERST Ohio
Active Joseph E Arseneau GLADSTONE Missouri
Retiree Joseph Babcock Janesville Wisconsin
Deceased Joseph Bamert Janesville Wisconsin
Member List Create New Member |Joseph An Filter OFF -  Print Queue List £}
- "Joseph A"
Status ‘ First Name Middle Initial Last Name City State L.
Active Joseph M Anderson  BELTON Missouri | resulted in just
Inactive Joseph Antos Milton Wisconsin two matches.
MemberReport  Download to Excel File Pagesize (30 [+|[ « [ «[1 [» [ » | 2member(s)on 1 page
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Create New Member

From the top menu bar, select Members then Member List. ClicktheNB | ¢S b &g aSYo S
button at the top center to bring up Blank Member Information scree Fill in the member

information; note that only the starred itemSSNdock # and a last nanae mandatory. The

G { I @ulian will be active when theequiredfields arefilled and all other data is valid.

Social Security #: + Last Name: #
Clock #: +  First Name:
UAW ID: Middle Initial: Status: | [~]

\"'

2Y If"Save"is not active, look for a field (possibly on another tab) tisatutlined in red.
This indicates an invalid format or entry that must be corrected or removed to save.

Add a picture to Member Information Screen

Adda picture to your member information screen by opening a specific member and double

Ot AOTAYRR WV K2ki®R éa 62EP ¢KS aedaidsSy Attt LINRYLI
of that member. Once you have found the picture that you would like togsidhply click on the

picture and click on open / insefforemove a photeg Of A O1 2y d5Sf SGS LIK20G2¢
current photo you have on that member information screen.

Print an Envelopeddressedo the Member

From the Member Information Scregyou canprint a single envelopaddressed to this member.
dickonat NRA y i Dufteh SThe2sydterm will ask you if you would likeatsoprint your return
address. The system will then generate a single envelope for this individual member.

Print the Member Screen
Cick on thed t NeJbuftan to generate a reprt for this individual memberThis report will prinall
memberdetails; History optional.

Quick Search
Just like on the Member List, use this todfittd a specific member, fast! Search by name (first,
last, or even part of bothilock number, SS(#o dashes) or UAW ID #.
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Member Reports

Filter Off / FilterOn Button

This feature allowyou to narrow down your member list to a desired groupncethe Filter
odzii2y Aa a2yé (GUKS RNRLI YSydza I LILIS|I NI
Clickomx t £ SI &30 ifdi€atel$o® yiou would like tdimit your selected members.

For example: You need a list of "Active" status members.
Choosed { i I G1dza ¢ Ay O Kdbotherkadviiappest2 LI f Aald (GKSYy
Choosed A Y f Aadothér talvidliSigpear.
Choose whiclstatus youwould like your reportisted byc Active

Member List Create New Member Filter ON -

| Status |~ ][ equal |- | [Active [~]

You may also adddditionalfilters. Simply click on thelusbutton & tafidmore layersThis
further limits the selected members;dy members meetingll of your limits will appear.

ExampleA: You need reportof Active members in a specifimnit
Making sure youFitSNJ A &4 a2y é
A0l 2y GKS a{dFrGdzae 2LIA2Y

J£A01 2y GAY fAAlE

J£A0]1 2y 6! OGA@SE

J£AO01 2y GKS LI dza o dzifierifg 6 bé (G2 FyR Fy23iKSNI f
J£AO1 2y ! yAlé

/I fA01 2y aLy [Aail¢é
Click on the name of the unit desired.

rﬂ 2m ber LIST Create Nevwe Member Fillter ON - Primt Cuewe List 4
[ Stanus [ =] [innst [ =] [Lactve
m [ =] [annst | = | [ Preass seiea 1=
Acma
i Widgetapia + * Clear all
ki Initial Address Clﬂ asl Name Firsl liama LUinit Stabus
G 1535 Fverdew Dr, Lim| len Steven Wadgelopia Atron -
54 Feeway Ditve Lim — Cratss :
12551 W, Ading Strest Fosiong o Rna; Ricaedn Widgelnpia t
1] 1459 Pullers Ln Lima O Aregood Chad R Acthes m
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Example B Youneed a report ofActive members in a specifinit, ina specificCommittee.

G AO] 2y GKS a{dFGdzae 2LIA2Y
/| £tA01 2y aAy fAahté

/| £tA01 2y a! OGA@SE

/ fA01 2y (GKS L) dza o6dziG2iig abé
/| £tA01 2y a! yAailé

/| A0l 2y aLy [Aaié

Click on the name of the unit you would like the list sorted by

/ £t A0l 2y GUKS LJ dza o0dzi(2ig abé
I £tA01 2y G/ 2YYAGGSS¢E
| £t AORY 2f/A & ¢
/| fA01 2y aO02YYAGGHSS yIl YS¢
|"u1EI’T'Iber' L|5t Create Mew Member
| Commitieg L= || st 1=l Ei“:-dl. z
- Engsction
Mdidha Initial | Address iy | S 51 Nama Firsi Hama

Example CYou need report byRetireemembers who are in more than 1 Zip Code
2LIGA2Y

,2dz Ot A0l 2y GKS a{dal Gdzace

/| £tA01 2y aAy fAaié

/| £tA01 2y awSGANBSE

/ fA01 2y GKS L)X dza o6dziG2ig abé
Clio]l 2y a%AL) /| 2RS¢

/| £tA01 2y aLy [Aalé

02

g2

Filter ON -«

Una

02

I RR

I RR

+ X

Slasus

I RR

Fy230§KSNI f

Iy 2GKSNI f

Primt Quewe List ~ 1F

Chear all

Fy23G§KSNI f

While holding down the control key on yokeypadyou can select morthan one zipcode.

Create New Member
-]
-]

Member List

| Status [ -] [in list | -] [ Retirees

[ZIP Code [-] [in list [-][ 15227, 28348, 28792

LY

[N ’
@
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When the Filter option is on, Quick Search is disabled
Just click switch it back téilter Off* touse Quick &rch asusualagain

Filter ON -

Print Queue List  £¥
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Once the member list has bedittered and sorted he desired membersyou are ready to ready to
go! RCSNG offemsanydViember Reports includingmembershipcards, address options, as well
as the option tadDownloackt the memberfull details directly to Microsoft ExcelThecAdd to Print

Queuee 2LJUAZ2Y fSua ée€2dz RR UKSAS &4St SOUSR YSYOoSI
Me m ber L |St Create New Member Filter ON » Print Queue List £}

IStatus |v||equa\ ‘vHA[:tqu |v|

[ Department [~ ] [ equal | -] [ 3381 [-]

[~ + Y Clear All
Status | Initiation D... | Clock | UA... | LastName | FirstNa... | Mi.. | unit Address City | state | zIP Code
Active 1500706 Benson Kevin L General Dynamics HBU 823 Thornwood Dr. #2 Toledo Ohio 43609 kel
Active 1613658 Contreras Sara General Dynamics HBU 3373 Wilson Pl Toledo Ohio 43608-103
Active 1555755 Drayton Tanesha L General Dynamics HBU 1926 N. Holland Sylvania  Toledo Ohio 43615
Active 888060 Hairston Kimberly General Dynamics HBU 5054 Kitchener Drive Toledo Ohio 43615
Active 1559706 Hamilton Lonnie J General Dynamics HBU 1310 Brookview Drive Apt: Toledo Ohio 43615
Active 1498044 Hart John C General Dynamics HBU 3655 Terrace Dr Toledo Ohio 43611-176
Active 1545306 Headrick Daemon J General Dynamics HBU 3570 Stickney Ave Toledo Ohio 43608
Active 1559710 Hogans Jr.  Marco S General Dynamics HBU 23198 Beech Road Southfield Michigan 48033 I
Active 1501202 Perkins Juantonio V General Dynamics HBU 5072 Alter Detroit Michigan 48224
Active 1615387 Pierce Joshua E Gegleral Dvnamics HBU 38 S Dorcas Rd Taleda Ohio 43615-551 7

Member Report Download to Excel File Add to Print Queue Page size:[ 30 |v| [ - | -« |1 ‘ [ | [ ] 12 member(s)on 1 page ?

v2) Notice the system counts theumber of membergou have selected at the
bottom right corner of theMember List.

Clickthe "Member Report' button atthe bottom of yourMember Listto generate one of the
standard reporting options as shown here. You can hover over the name of the report to learn
more about what that report offers and what type of paper it requires.

Member Report ¥

Report Format

O Unit Report

(2 Basic Member Information Report
® Label Information ® Label Sheet- PDF O Excel O Envelope O ZIP Code Total ~ Wide
) Job Information Report

(2 Basic Member and Job Information Report

O Print Membership Cards

) Election Report
O Transfer / Withdrawal Card

() Include all selected members () Omitmembers marked as "No Label”
Name and address Information can be printed directly to labels and envelopes or exported to Excel.

Membership labels print 30 labels per sheet 1" x 2 5/8" and are compatible with Avery 5160/8160.

Generate Cancel

Revised 12/2020
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Possibly none of these repoiisexactly what is needed? Yoan use the flexibility of Microsoft

Excel to custom createxactlywhat you need. Click thé&>bwnload toExce¢ button andand all of

the member deails for the selected members will be listed in an Excel sheet. You can use that list
asis, or edit aneeded, of course.

You will the needhe MSExcelor comparable¥yoftwareon your computer to utilizeéhis option.

SS# Clock Number Last Name First Name  Middle Address Additional City ST County ZIP Code Phone
Name Address

161" 816145742 Banks Vanessa A 413 5. Kentucky Ave. Martinsburg WV Clay County 25401

8191”7 819136881 Franklin Carl w 1251 Cannon Hill Hedgesville WV Clay County 25427

8161”7 816161853 Bowman Teresa L 150 Policeman Club Falling Watrs WV Clay County 25419

8131”7 813125089 Giardini Donald P 114 Renee Ln Winchester WV Clay County 22602

?141 t 714118812 Waugh Jed J _?'2 Pine Place Drive L Berkeley Spgs WV Clay County t2541 1

L)

v\ When exporting to Excel, remember that the worksheet will have dozeoslomns
Q for the various member scredields. If you choose to print your results; be sure to
edit it down to a manageable/printable size first!

Revised 12/2020
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Load Dues Manually

Thistool is for dues users who neéd load member dues regularbyut have only a hard copy, or
print out, of the dues listingo work with. This process makes it easy to load such a list relatively
quickly.

In general terms, you widlreate a member listtat matches the company's dues print and
enter the amount paid for each member. This listasedin the systenlike atemplate thatcan be
edited and posted month after month.

|§ ?‘!} Dashboard Members Checks Income Balancing Reports Grievance  Settings

Create New Member

Load DUE! Member List & Reports
Load Dues Manually

All post Load Dues Files Manual Dues - Update this manual

‘Dues Clear Dues —_— |LastName ‘FirstName Middlelnit...‘MembefS...
~ Dues Report I

Ahcanra | attares
1./ t A0l 2y da[2FR 5dzSa alydz tfeé¢ 2LWGA2Y dzy RSN
2. In thepop-up window,selectthe Unit / Dues Type / Statusf the members on the list.

Manual Dues x

Unit Dues Type Status

[ widgetopia 4| ¥ Regular Dues M Active (4]

[] ACME [[] Initiation Dues L] Inactive

[] General IMotors [] Bonus Dues [ Retiree

[] Aramark Services ™ ] Sub Dues [| Retired Checkoff ']

[] Lear Seating Co. | [ Profit Share Dues ] Complimentary |
L v

Create Manual Dues Cancel

3./ tA01 2y &/ NBIFGS al ydzZ f 5dzSa¢
4. Alist will appear that contains members from that specific unit with that specific status.

Revised 12/2020
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Load

Dues Manually

Create Checklist

Clear Values

Advanced Search = {}

Manual Duss - Update this manual dues checkof to match your current dues listing then postitto history.

S5#

300-78-3759
217-19-2548
280-70-9158
295-58-2775
494-08-0664
493-76-7865
492-72-9141
486-74-3480
271-52-3269
500-90-4478
487-62-9483
490-80-5745

Seniority

[>]

[«]

Create Member

Middle In... | Member... | Type Departm... | Unit
T Active Regular Dues Widgetopia
Active Regular Dues  551J Widgetopia
J Active Regular Dues Widgetopia
E Active Regular Dues Widgetopia
Active Regular Dues Widgetopia
D Active Regular Dues Widgetopia
P Active Regular Dues Widgetopia
M Active Regular Dues Widgetopia
A Active Regular Dues Widgetopia
H Active Regular Dues Widgetopia
w Active Regular Dues Widgetopia
w Active Regular Dues Widgetopia
F'agesize:[SD |v|[ - |4|1

| [ ‘ L ]?SQDduests}onzd? pages

Customize the look of this lisb tnatch your pinted dues..

LlAn

| Dues | Refund | Last Name | First Name | Clock#
O so.00 $0.00 Aaron Alen 3759
0 so.00 $0.00 Aaron Brian 548
0 so.00 $0.00 Aaron Regina 9158
0 so.00 $0.00 Aaron David 775
| $0.00 50.00 Abad-garcia Maximilianc 494080664
O s0.00 $0.00 Abbott Larry 493767865
O $0.00 $0.00 Abel William 492729141
O $0.00 $0.00 Abel David 486743480
O $0.00 50.00 Abel Dean 271523269
| $0.00 50.00 Abernathey William 500904478
| $0.00 50.00 Abernathy  Rory 487629483
o $0.00 50.00 Abernathy  Richard 490805745

0.00 Total
Audit Report
W !,

-

1 If the dues sheeprovidedis sorted by clock number, click on that column
header to sort your checklist the same way.
1 If you need more or fewer columns, just check or uncheck themeeded

Please note that you dowot have to "Save" your changes tdé list as you work

They arealways save@utomaticallyand will only be removed

if you elect to "Clear Values".

O

Toedit the check off list, just click in the dues or refund

amount box and typehe new dollar amountPresslab OR

Enterto advance atomatically to the next member.

Usethe check marloxes to indicate which rows will be
posted.When your list is complete and your total dollar
amount matcheghe dues print outyou are ready to post the

dues tohistory.

7. Click on thePost button on the top of the report.
Revised 12/2020
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|
|
O
|
|
|
|
|
|

All Post

| Dues

54500
545.00
545.00
54500
545.00
$45.00
545.00
545.00
$45.00
545.00
Military L...
54500
Military L...
545.00
Military L

% %

1

Load Dues Manually

‘ Last Hame | First Hame

Andrews
Aregood
Artrip
Austin
Bailey
Baker
Bakies
Baldwin
Ballou
Beining
Below
Bertog
Binkley
Jones

Obama

135.00 Total

Audit Report

Load Dues Manually

T Al Post

| Dues ( @u
M $50.00 0

M sra na

¥

S m

% 4
nd | Last Name
0 Aaron

Crusie
Chad
Byron
Lance
Patrick
Bonnie
Joseph
Michael
Billy
Leo
Russell
Henry
Toby
Iatt

Barak
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Post Manual Dues H

8. The sytem will prompt you toonfirm the
year, month and unito which the dues list Year 2015 -]
should be posted.Clickthe "Post' button.

Month | July |~

Unit | 01: Widgetopia |v|

Post Cancel

Hotification
You will receive a confirmation that these
elected dues were successfully posted to July

dues have beenpostel 2 G KS YSY

dues history —

L]

Sy}

Remember, even after the dues post, your dues amounts will still be shown on the Manual
Dues Checkoff. For many clients, the dues check off will change only slightly from month to
month. Take advamatge of this by using the existing list as a starting point for the next
month. With any luck, you can simply update the members who have changed and then
post the updated list to the next month, rather than clearing the list and starting over each
time.

Even if your memberdo pay a different amount every month, it would likely still be faster
to load dues using this "Manual Dues" process (as opposed to editing members manually)
because you can sort the members to match your paper dues list and enterghikly.

voy  If a member did not pay dues, you might like to indicate a reason. Mouse over the
dues box and you wilee a pencil. Use this to selectiuesreason code and/or even
a note of explanation(Create dues reasons under Settings/Members/Dues.)

v~ If you need to make the same change to several people, use the check box to select
them. Then use tharrow or percent symbolat the top to increase/ decrease the
dues amount by either a dollar figuoe by a percentage. Is also possible to add
the same dues reason codes/notes to the selected members.

Revised 12/2020
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Load Dues File

Many companies provide dues list in digital files. If your loopbrted duesfilesthis way in the
previoussoftware, this custonziation is offered in RCSNG too. If you would like to set up this
process, please contact supp@¢866-727-8291)

1. Fromthe MembersTay t A O] 2y a&[ 2F R 5dzSa CAf S¢

Dashboard Members Finance Checks Income Reports

Member List & Reports
. Load Dues Manually
L|St Create New Member
Load Dues File
Unit Clear Dues e [nitial | Last Name
Widgetopia Dues Report Bowman
Widgetopia Update to International Franklin
Widgetopia Update from International Malone
Widgetopia Updates from the Company Kern

2. A screen will appear tited L Y LJ2 NIi 5 A'Il_nApcxnrtiDues
a. Select thedues programOnlythe
duesoptions customizedor your local Dues Program: (an ]
will be displayed. Month: (e =
Year: [2015 [-]
b. Fill in the prompts They will vary Bonus Dues |iiaquaues [-]
somewhat by dues program/local. Sub Dues Type: L5 5u0 Dues -]
Unit: [ 1: General Motors [-]
A A w4 ~ Update Status: O
c. Nextdickona{ Sf SOU 5 dzS Update Department -
Browse to the location of your dues Update MemberAddress: (]
file on your computer. Update Member Information: []
File: Select Dues File

L}

v~y Most locals receive thedues files by email. When the message arrives, optert
download the dues file. We suggest you create a dues folder specifically for your dues
files, so that you can locate it and browse to your due files easily when needed. You can
edit the dues e name to include the date to make it even easier to identify later.

Revised 12/2020
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After a dues file is selected, the program will
evaluate it and display results in thB4sic =~ B2sic overview

. . . Total Dues Count: 5
Overview' shown at the right side. Total Dues Amount: $245.88

Additional information
Arrears Dues: 245 88 paid by 5 members

Normally, you will see summary éthe Clock number 178551552 not found, member will be created

. Clock number 513149689 not found. member will be created
dues andmember count of the selected file. . 1imper 750293008 not found. member will be created

Clock number 814143484 not found. member will be created

. . . . Clock number 814184922 not found. member will be created
If the file layoutisincorrect, you will receive  coudn't find department with code 15D1
Coudn't find department with code 71M1
a message to that effect also. Coudn't find department with code 25E1
Contact support (86.627_8291) if you are Coudn't find department with code 2721

. Coudn't find department with code 25N1
uncertain about why.

3. / f A Olmpotey’ d
Once the dues have been imported / posted you will receive a confirmabiate the
details of the posting can also be found in the Activity Log in settings.

After importing the file, the Print Result button at the bottom right willactivate. Use this
option to view/printmembers who were added to yoanembershipdata by the dues file as
well as negative dues amounts on the file.

v\ Note that most dues programs offer the option "Report" at the bottom left, by
Q "Import". This offers the option to simplyew/print the entire dues list you have
selected.

How can | be sure myuksposted?

1 Check thédashboardor a quick snapshot of all dues posted
or

1 Run a Dues Report
SelectMembersthen Dues ReportChoose from the options provided what date range and
the particulars of what you would like to capture.
or

1 Spot check a specific member
SelectMembersthen Members List & ReportsUse the Quick Seardiarto locate one of
the members on theluesfile and open theiMember Information Screendick onthe
oDueg button to review the dues posted.
Be sure thatShow Rfundst I AliPued I NBed OKS O]
(This informationcan also be printetdy clickngon the &Print DuesReporté Button.)
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To Clear Dues

Dashboard Members Finance Checks Inco

If you needo clear dues for anyeason, yowanclear
Member List & Reports

dues for a particular unit / month / year. Load Dues Manually
From the top menu, seledflembersthen Clear Dues. ues | Load DuesFile
Clear Dues
jram: Dues Report

Update to International

Update from International

Updates from the Company

Indicate the Yeal¥lonth to be clearedas well as the type and unit.

Then click the "Clear Dues" button.
Member Clear Dues

ear :
Month :

[ Clear All types of Dues [ Clear All Units:

[ Clear Refund Amounts:

You willreceive a confirmation that will tell you that the dues have been cleared.

Member Dues Cleared.

Revised 12/2020
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UAW Update to International

This process allows you to create a file of membership updates for submission to the UAW
International website. We recommend you do thegulary, perhaps monthly througout the year
to keep your inforation synchronized.

1. From the top menu bar, seletdembersthen "Update to International'.
2. Choosebetween?2 options

1 Export only changes since a spedaitite
1 Export full membership data

3. Select the Download' button.

4. The system will create a MBRUP.zip file; download this file to your computer or a flash
drive-- take note of where becausewu will need to be able to locate it to upload it to the
UAW Site.

5. Use the link at the bottom of thpage to reach the UAW Luis Systenupload the
"MBRUP.zipfile.

(You will need a current login to their site; for help, email therns#rrequest@uaw.nét

Update to International

This process allows you to create a file of membership updates for submission to the UAW International website. We recommend you do this regularly, perhaps monthly,
throughout the year to keep your information synchronized.

Use the selections below to create the "mbrup.zip” file.
Then, click the link below to import it.

The following member details are shared with UAW for members of Active, Retired, and Surviving Spouses:
Note: Member status changes (such as deletions) are also transmitted.

Name, First Marital Status
Name, Last Seniority Date
Name. Middle Initial Sex

Address Skill Trades
City Job Status
State Phone Number
ZIP Code Unit

Birth Date

The last update file was created on 05/17/2018

O Export only changes since the date shown
@ Export full membership data

] Omit Clock Number?

] Omit SS Number?

Link to the UAW site to upload the "mbrup.zip" file:htips://localunion.uaw.org/pct.php

Download

Revised 12/2020
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“g)‘ Note that there is an option taot send your RCSNG clock numbers or SSN. This may be
YSSRSR AT (GUKSAS ARSYGAFASNR R2 y20 YIGOK
For example, if the client does not track SSN and simply uses fillers or another number for
SSN. Uploading these substitutes may result in a lot of errors on LUIS as they run the
numbers against the death registery etc.

UAW Updatefrom International

This procesallows you to update your RCSNG membership data from the UAW's LUIS system. You
can chooseo update only UAWIDS from that systembasic member informatioas well.

1. Download an RCS Membership fifeom the UAW Luis system

Log in to the UAW's LUIS System. RCSNG offers links to thisteigeD@shboardunder Links
& Resourcesnd also on théJAW Update from Internationakcreen

The followingnstructionsregarding the Luis Systeran be found on the UAW websitader
the help tab / membership manual:

If you have not created a username or passwaptkase click on the help button from the
P12 LyGSNYylLGAz2ylt 6So0 aaiaSe bSEGT Ot Afgeh. 2y &
Complete the questions argtnd. The UAW will senay more information

Once logged in to LUISick on Menbership from the top scroll bar thercsoll down to
GwSLIBDNI &S SO ¢ than® Wwe $ ISANK & CliekibBontibedo generate a
MBRUPNEW.DAflle --savethis file to your computewhereyou will be able to locate later.

2. Import the file to RCSNG-Return towww.rcsng.conweb site
From the top menu, select Members thé&lpdate from International

Revised 12/2020
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http://www.rcsng.com/

Dashboard

Members Finance Checks Income Reports

rom Inten

updates basic r
WV site to dowr

5 updated from

AW ID

Member List & Reports
Load Dues Manually
Load Dues File

Clear Dues aded from Liternational o

Dues Report
. {localugin.uaw.org/pct.pl
Update to International =
Update from International ;

Updates from the Company |

Last Name

T I TNEITITG

v\ One thing to consider when Updating & from International.. Both systems use the
SocialSecurity Number fieltb identify and match up member records. With that in mind,
if your RCSNG does not use real S&NLUIS doesg/ou could end up with two records for
each of your members. It's important that your data matchedeaforeyou synch up!

Update from International

This process updates basic member information from a file downloaded from International or you can choose to ONLY update UAW ID.

Link to the UAW site to download the "mbrupnew dat” file: https://localunion.uaw ora/pct. php

Member fields updated from International:

UAWID
Last Name
Address 1

City
Zip
[J UAW ID update only?
E Create new members?

&) Update members status?

Clock

First Name

Address 2
State

Select File MBRUPNEW.DAT

Update

a. Indicate whatinformation should be imported; ake you selections with the check

marks

A warning regarding status If your RCSNG data supports more than one type of
Active/Retired/Survivor/or Deceased statugou may not want to update status. The
UAWLUIS systeranly supports a single status for each of these.

Example: The UAWLUISsystemhas just one type of Activel
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In RCSNG/ou might have moreActive-1, Active Lyoff -2, ActiveBeck -3
Updatingstatusfrom LUIS would set yodr, 2, 3 memberallto 1!

b. Cickthe "Select Filesbutton and browseso selecthe file you downloadearlierfrom
the UAWLUIS system
c. Click thedd LJR I hiutfoa to begin the loading process.

The system will now update yourfsmare from the International.

Please note& when the system is done updating you will receive results from the download.
Please read them carefully

Revised 12/2020
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Financial Intro

The Financial area of RCSNG considtsedChecksincome, Balancing, and Reports tabs as well
as the related Dashboard and Settings items. Financial aicegstomizable; users can be
granted privileges with fulhccess or they can be restricted to viewly, to hide Social Security
numbers, or to hideeportingoptions

For users of the previous versions of RCS Financial, there are a few key differences to note:

Migration

Our staff works withclientindividually whether they arepgrading from the previous RCS
programs or moving from another systeliVe can often import your previous data to give help
you make a smooth transitionThis a great time to clean house for a clean start. We will
evaluate the data for any special concerns atify the clientof corrections needed.

When moving from the &N NRTKtS O dzZNNB y (i & SonwdedtherRlbaded inthA £ £ 0
RCSNQ®Dnlythe current year will be migrated tthe new webbased programs. Anyrevious

years of Financial will still be accessifsbm their existing shortcuts using the previous vems
programs.

No Year EndRollOver Process

w/ {bD KIFa y2 da, Sl N 9 \B&weenRderSheraithndngy thatSarfedzo A G S Y
extraroll-oversteps just continue the book work as usual. As time goes omillibe possible to

run reports that span multiple years if needed.

Manyareas such as employeetails and YTD totals, deductions, tax tables will now have year
indicators. Thiss necessargsmuch of theinformation s subject to change from year to year.

Of course Financial Secretaries and bookkeepers have many iraptyearend dutiessuch as
W-2 forms, tax reports, LM and 990 Reporting. The tools to complete these jobs douie
Reports tab from the topenu bar

Tax Table Maintenance

Because RCSN€webbased, our staff administrators will maintain te&ate and federatax
tables as well as the FICA/MECAese tables can be reviewed by clients in the Settings, but
not edited.

Individual clients will need to maintain only their FUTA and SUakes as thes

unemployment rates can vary by state/businedsocal and city taxes are also managed by the
users.
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Financial - Checks

Dashboard Members Checks Income Balancing Reports Grievance  Settings

Create New Check
Check List

Getting Started withChecks

From the top menu ba select Checkihiend / NBNevii Gheck there (or from the Check List.)

Fewthings to know about checks for starters:
1 In RCSNGnere is nocheckpostingprocess. Checks are included in reportomgesaved.
1 Printchecks only as needed; check printing is not required.
1 The required fields can be edited by tabbing through the parggicking on fields with the
cursor. All required fields must be completed to save your check.

@® Payable O Payroll [ Journal Entry | -

E——
RCS Union 1234 09133
1 250 12th Avenue
> Coralville, 1A 52241 12/21/2020 )
PAY 00/100 dollars $0.00
To the =
order of o
MEMO
ADDL MEMO
+Add
Fund Account Committee Ac... | Invoice Amount | Funct Category | Purpose
800 General Fund $0.00
Gross: $0.00
4 Save & New E Save & Repeat Back b

Writing a Check

Working fromtop to bottom, review each field, includintpose that prefill.

1. Check TypeSelectdPayables or & t tol&.
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Payables are written to Vendgrscluding businesses and organizations.
Payroll is paid to employees including those you pay lost time.
(WagesLT and reimbursements to officers and k&taff will be made in payroll with the
exceptions of refunded dues and reimbursements for larger asset/inventory items.)
2. Journal Entry
Journal Entrghecksare usedo record expensethat donot have areal, printed check.
Examples includbank fees, odine payments, and debit card expenses. In the past, these
were referred to as dummy checks 999 checks
Note that that JE checks have a separate numbering system from real checks.
3. Check NumberThe system will suggest the next expected check numbeequenceThis
canbe changedhis as needed.
4. Date:The system will suggest the current date, or your last used date in a series. You may
alsochange this as needed.
5 Vendor:t &8 (2 GKS 2NRSNJ 27FX
1. An exsting vendor
Select an existing vendor by one of several methods
X dzaS GdKS RNRBL) fAad I NNBg (G2 aSS ez
X SYGdSN) G§KS TANRAVnddr Bame tOseardtl OG SNA 2 F
X SYyiSN GKS OSYR2NJ ydzYoSNJ 6 F2NJ K2 a
2. Crede a new vendor with full details
At the bottom of the drop list, there is an option f@reate Newg This is a link to a
new Vendor Information page. Once the vendor is saved, just use Back to return to
the check in progress.
3. Create a quick vendompfeviously known as ane-time vendor)
Simply type in the name and keep goiMghen the checls saved, there will be a
pop-up window offering the opportunity to add a mailing address.
6. Memo: This is the main memo field, appears on the check itsaffpldssible to select a
previously used memo by typing just a few letters of it.
7.1 RRQf Ad@tieralspace for more lengthy memos. Appears on stubs, but not the
check itself.
Pay End DateEnter a pay period end date if desired.
% Dues DeductionGeneraly used only for bonus checks that need dues withheld by a flat
percentage. Check the box and enter the percent to be withheld. (Often 1.15%)

dz

S

© ©
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10.Check Split Grid

Most checks have just one roWwut itis possible tasplit the check in t@s many as 3fbws.

The check grid will be outlined in red until all the details are complete.

(Payrol) checks have few additionalfieldscompared toPayable checks.

Fund |Acceunt | Committee ... | Shift | Rate | Hours |Amount | Feder... | FICA | ME... | State | Purpose
800 General Fund 300 Wages (Officers) $27.500 20 $550.00 $39.65 $34.. $7.98 511.94 RecSecPay
800 General Fund 641 Refreshments Reimbursem $52.731 0 $52.73 $0.00 $0.00 $0.00 $0.00 Meeting Refreshments
Rep: 0 Pol: 0 Cont 0 Gen: 0 Adm: 0 Gross: $602.73
$93.67
Federal: $39.65 FICA 53410 MECA §7.98 State: $11.94 % Dues: §0.00 Net $509.06
Fund Select the source fund of this mondype the fund number or search.
Search with the scroll bar or typing just a few letters of the description
Account Select the account number, type account numpmrsearch the list
Search with the scroll bar or typing just a few letters of theafgtion
Committee  Additional option for sortinfyeporting that can be enabled in All Settings.
(Shift) Not required, but if filled can be used to automatically calculate shift
differentials in the Financial Unit settings.
This can be set on the engylee record
(Rate) Not required but can be used to calculate pay. Can be set on employee
record as an ovewritable default.
(Hours) Not required but can be used to calculate pay. Standard hours can be set on
employee record as an ov&rritable default.
Amount If arate and hours are found this will auto calculafejot, enter it here.
(Taxes) Taxes will be autoaticallycalculated.
If the check had multiple taxable lines, you may notice they wilbtpds
the taxable total chanes.
Becareful about eding these taxesFICA and MECA are flat rates and
generally should not be edited without assistance.
Purpose Used mostly for check splits with multiple rows to differentiate between
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11.Functional Hous boxes (For LM2 clients only)
LM2 filers need to record both pa&hd unpaid work for the local on payroll checks.
Payable checks require functional codes on soiye accounts

Rep Repregntational (bargaining, contract enforcement, organizing, increasing
solidarity and awareness in the communitygo item$

Pol  Political (costsrelated to influencing an election or legislation)

Cont Contributions(Donations to charityfundraisers, scholarships, memorials)

Gen General Overheadjanitors, maintenance, security, dues refunds, interest)

Adm Administration (elections, constitutionatonvention, payrolland bookwork)

T Percent of Timeon Payableg certain accounts are iddified in the Chart of
Accounts as eligible for T. These are expenses that support the full operation of the
local and not just one specific purpose. These include postage and supplies for
general use, building rental, interneind phone etc.

The actualLM percentages that will be applied to these payables using T comes
from the hours entered on payroll checks to the officers on LM Schedule 11.

12. After all the selections are made and details are entered, save the check!

4 m Save &New m Save & Repeat Back ’
Options:
1. Save & New Save the current check and start a fresh one
2. Save Save the current che@ndstay on tte page
3. Save & Repeat Save the current checthen start another with the same split
4. Back Return to the previous page

Remember there is no check posting in RCSNG, once the check is saved it is available throughout
the system foreports, reconciling; even if it hasot been printedyet.

\

v\’ If the Sae buttons arenot activex
Look for any fields outlined in redhis indicates the information entered has an error or
missingrequireddetails.
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CheckPrinting

There are two ways to print a check
1. Individually, fom the check screen
1. Load thecorresponding sheet of check stock for the check number to be printed.
2. Choose the Print button.
The check should open with Adobe Reader. Review the check details for acquracy
you can still go badio edit before printing if needed.
3. Selectprint from Addoe ReaderActual Sizenust beselected

yv2Y If the check alignment needs adjustmeXit
Q This can be done in Settings/All Settings/Financial/Check Template ¢ Adseember your
print jobs should be set to open with Adobe Reader and printing in Actual Size.

2. Batchprinting from the Check List
1. Enter and save a group of checks (without printing)
Return to the Check List and click et Printed onlybox to isolatefresh checks.
Use the check boxes on the left side to select which checks to print
If desired, seledPrint Vauchersor aCheck Summargeport for your records.
[FAad adSLI Aa (2 atNRyld /KSO{laé¢ 606SOl dzas
f2y3ISNI FLIISFENI A dab2d tNAYGSRE®

arowd

*The checksvill open with Adobe Reader, lowest numberéit. Review the check
details for accuracy you can still go back to editefore printing if needed.

6. Selectprint from Adobe Reader, Actual Simeist beselected.

Clicking the Print Checks button will change the check statB&fd for printee whether the user
follows throughwith printing it onpaper or not.

Checks can be rprinted any time, as needed.

Some users like to print Journal Entry checks for their records. However, if this is not nieeided

you would rather they nobeA y Of dzZRSR ¢ KSy OK S Qujuit gelect thdnmfar  t NRA y
printing and cancel before actually printing in Adobe Reading so will change their status to
PRNwhich will male it easier to isolate fresh checks next time.
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Check List

Thecheck list is a great home base for writing checks. By default, when you land there you will find
the most recent date checks right on tgpmaking it easy to see where you left off. For those who
also use Membership, much of the functionality of the pagikbe familiar

It is possible to sort the page by clicking the column headerseverse the sort, just click the
header again.

Notice theSettings Co@t the top right corner, open this link to edit which check detail columns
appear in the list ad in what orderIn the example below, this user doeet use Additional
Memo. Removingthat columnwould leavemore spacefor the standardviemo field.

Check List Create New Check Filter OFF - | ¥
Oan © [ Not Printed only
‘ Check# CheckType |+ | Expense Date | Gross Amount Vendor / Employ... | Memo Additional Memo ‘ Status
U 20313 Payroll 09/18/2017 $125.00 Herv Bensson Quarterly Stipend PRN 4]
O 20312 Payrell 09/18/2017 $125.00 Mick Bates Quarterly Stipend PRN
O 20311 Payroll 09/18/2017 $125.00 Brian Artimest Quarterly Stipend PRN
L 20307 Payroll 08/22/2017 $630.00 Chad Aregood PRN
O J-990212 Payable 07/31/2017 $500.00  Checking Bank Buying a CD!
O J-990211 Payable 07/31/2017 -5100,000.00 Savings Bank Goal: Open a new savings accot PRN, REC
L 20315 Payable 07/31/2017 -$500.00 WHITE #6739 Buying a CD!
O 20310 Payable 07/31/2017 $100,000.00  Savings Bank Goal: Open a new savings accot PRN, REC
O 20306 Payroll 07/27/2017 $599.92  Charles Couch A/P, P/R, BANKING, REPORTS, NV PRN
O 20305 Payroll 07/27/2017 $85.76 Chad Aregood VP duties, go to bank, presiden PRN
O 20304 Payable 07/20/2017 $29.44  Chief Supermarket REFRESHMENTS FOR MEETINGS PRN
O 20303 Payable 07/20/2017 $695.00 Roberts Custom So RCS FALL TRAINING IN MOLINE PRN
O 20302 Payroll 07/20/2017 $599.92  Charles Couch A/P, P/R, BANKING, REPORTS, N PRN z
Check Summary Report O D\SEIa: last 12 months only Page size.[ 30 |v‘ [ - ‘ - |1 | » | Ll ] 1562 check(s) on 53 pages

In the top left corner in green brackets, tiint VouchersandPrint Check®ptionsare used to
mark and print checks or vouchers for the itefleggyged with check marks along the left column
Review the Check Printing instructions for more details.

TheQuick Searclvoxis a speedy way to locate checks, most commonly by check numban. It ¢
also be used with just a few letters to match vendors, employees, even memos.

v /L yQi FTAYR GKS 2ftR OKSO14&a &2dz  NB &SI NOKAY

b2GS 53 & & | & {bowm For effizighdy Kridl sp2edfbg default this box is
checked to limit the amount th amount of data displayed. If older checks are needed,
remember to uncheck it.
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Filter On/Filter Onis a powerful tool for isolating a specific group of checks, either to simply locate
a specific check or to make a report of them.

1. Click the Filtebutton to ON

2.4 GKS ftSTi aARS:T OK223aS | OKSO] LINRLISNIe
3. Choose a comparative
4. Choose or enter the appropriate value.
5. If you want more than one filter, just click the + symbol to add an additional row or more.
Example
Find any checks written in February that have been voided (at any time):
CheCk |_|St Create New Check Filter ON «  £¥
[Expense Date [][ange  [+][ozioti2017  |[F - [ozzsi2017  |[F
|\abided |v‘|equal |v||Yes |v|
+  ClearAll
Oa @ [0 Not Printed only
|Check# Check Type 'l Expense Date | Gross A... | Vendor/Employee Memo Additional Me... | Status
||:| 20084 Payable 02/03/2017 $55.43 PENELOPE A. CAMPBELL DUES REFUND FOR JANUARY 2/ VOID on 02/15/2017
O 20081 Payable 02/03/2017 57995 Jacqueline A. Mcdowell' DUES REFUND FOR JANUARY 2i VOID on02/15/2017
Check Summary Report [ Display last 12 months only Page size:ho |-|[ -4 | - |1 | »> | L ] 2 check(s) on 1 page

Check Summary Report

Now that you can build custom queries, ptigtNJ a | @S G KS NBadz 6a 6AGK
WSLIZNIE d GKS o620G02Y { Bdude afyfchedistsd inith® Ndshbof @ ¢ K
the Check Listndthe number of checks shown at the bottom right of the page.

There are two formats offered
Check Summarig list of the checks, one line per check.
Check Details a more complete listingf@ll check details, formatted like the A40.5 report.
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CheckRepay

Do you find that you keep writing the same checks over and over? Maybe your officers get the
same allowances each quarter, or your stewards get the same pay each month? If you have a
number of these, repay could save you a lot of work.

Check Repay lets you set up check templates, and then generate a batch of them quickly.

1. Set up a name for the group of checksSettings/All Settings/Financial/Repay Groups
Repay Groups

Existing entries can be edited; changing a description will update its associated records.
Deleting an entry will permanently remove this detail from associated records - caution!

¢ add i

Description

Quarterly Stipends
Officer Allowances

Montly Payables

2. From Checks/Check Repay, seféctate a Template
The check screen wilok much like a regular checklowevernotice there is no date nor
check number.
Plus, at the top, there is a selectiomsort these bythe repay group:

Check D) Payable ® Payroll ] Journal Entry

Xy, UAW LOCAL 2075
i Repay Period | Quarterly Stipends
PX 1440 BELLEFONTAINE AVE <

LIMA, Ohio 45804 s

PAY One Hundred Fourteen and 72/100 dollars $114.72

Tothe  [Mick £ Bates By

orderof 411 sR197
Wapakoneta, Ohio 45895

MEMO Quarterly Stipend
ADD'L MEMO PayEnd Date | 111000 | &) [ % Dues Deduction
dadd
Fund Account Committee ... | Shift | Rate | Hours ‘ Amount | Feder... ‘ FICA | MECA | State | Purpose
800 General Fund 311 Wages (Other) $0.0001 0 $125.00 $0.00 57.75 $1.81 $0.72
Rep: 0 Pol: 0 Cont 0 Gen: 0 Adm: 0 Gross: $125.00
$10.28
Federal: 50.00 FICA 5775 MECA: 51.81 Siate: 5072 % Dues: 50.00 Net $114.72

{| m Save & New m Save & Repeat Back ‘/k

Once the template chdss are created, you can start to create real checks!
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3. To create real checksReturn to the Check Repay template list. All templates from all the

© N A

10. !

Period

Expense Date

Pay End Date

Initial Check Number

groups will be listed herel £ A O1 aDSY SN} S / KSO1aé¢ G2 3Si
Check Repay templates ( Generate Checks’ Create Template Filter OFF -
Repay Period A | Check Type ‘ Amount | Vendor / Employee | Memo
Officer Allowances Payroll $50.00 Herv Bensson Monthly Allowance
Officer Allowances Payroll $50.00 Mick Bates Monthly Allowance
Officer Allowances Payroll $50.00  Brian Artimest Meonthly Allowance
Quarterly Stipends Payroll $125.00 Brian Artimest Quarterly Stipend
Quarterly Stipends Payroll $125.00 Herv Bensson Quarterly Stipend
Quarterly Stipends Payroll $125.00 Mick Bates Quarterly Stipend
Start at the top left, select a groug checks.
Enter a current Expense Date and Pay End date to be used on these checks
Enter the first check number from which to start.
G LIRF G8 / K S Ofjusing Sdekdy@édiicaoyisi markingstbox will offer the
choice of whictOl f SY Rl NJ di& SHoudbbe &pplieddz
9. On the right, mark the check templates to be generated.
OKSOl O2dzyid || LIJJISIFNAR U 0KS uaazy T U
WSLIZNIU€e 02 NBOASYG e2dz2NJ aSft SOu y AT Saa
11. To create the checksOK2 2 4SS aDOYISWMIEGS { St S
Check Repay templates BackTo List
: [ | Repay Period ‘ Check Type ‘ Amount | Vendor / Empl... | Memo
I@B il Quarterly Stipends Payroll $125.00 Brian Artimest Quarterly Stipend
] Quarterly Stipends Payroll $125.00 Herv Bensson Quarterly Stipend
il Quarterly Stipends Payrall $125.00 Mick Bates Quarterly Stipend
20311
Update Check Deductions? 4] Week Number
Generate selected
Selected Template Summary (3} F'agesize.[% |'|I - | - |1 | » | - ]3check(5)un1page

12. A corfirmation bar a the top indicatethe checks were created.

Checks created

They can now be found on the Check List. Now the real, numbered checks can be edited and

printed just like any other check. Should you need to add a row for a stgplipursement, for

example, just do that prior to printing the actual check.
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Check Approval Process

Automate your expense approvalith this optional,advanced featureAfter vouchers are
entered, the signers log in individually to review and authotimeproposed check€ontact RCS
Support b activate this processAn RCSN@dministrator willadd this feature to your client
settings and themgrant this additionaliserprivilege toeach ofthe authorizedchecksigrers.

Once enabled, the Check Ligtl showtwo additional columns to indicate their status. The
authorizedsignerg(and only those authorized signerspy log in to the system timdicate their
approvwal or reject the waiting expenses.

Check List

Al © Print Vouchers Print Chacks (2}

‘ s1 ‘ s2 ‘ Checks#

v + 51005

v 48047

’ v + 48048
v 48949

% ® @ 48950

v + 48951

@ & 48952

v 51004

Expense Date

07/01/2019
05/09/2019
05/09/2019
05/09/2019
05/09/2019
05/09/2019
05/09/2019
12/20/2018

Create New Check

* | Memo Gross Amount

Donation made from Christmas... $500.00

Wages - Vice President 5920.00
Wages - President $920.00
Wages - Recording Secretary 5920.00
Secretary to officers + Supplies. $4,165.01
Secretary to officers $920.00
$920.00
$5,239.90

Vendor / Employee

CAN Council Great ...

Deborah Arden

John Burnell

Edward Haubenstri...

Candice lzzo
Clara Martin

Dennis Taylor

United Way Of Sagi...

Q Filter OFF « £

Not Printed only Not Approved

Status

PRN, APRV: 51,52

APRV: 51,52

APRV: 51, 52

APRV: 51,52

Rejected by 52

APRV: 51, 52

Rejected by S1, APRV: 52
PRN, APRV: 51,52

Anyone with financial access caee theapprovalstatus but only the signers (and administrators)
can approve or reject an expens@nce approved, any changes by anyone other than (Al, A2, S1,
S2) would wipe out the approvals.

Al, A2

S1, S2

Pair of thumbs
Green Check

Barred Red Circle
In this example above:

Warrant Approval 1, Warrant Approval 2

Signer 1 Signer 2
Check waiting review
Approved

Rejected An explanation can be noted avell)

1 Check 48952 may have been rejected by Signer 1 because there is no memo.
1 Check 48950 Signethhs not yet evaluated it yet. Signer 2 may have rejected this expense
0SOlIdzaS 2F GKS dzydzidz f f

e KA3IK

' YR dzy SELJX | A

*Note that even checks that have not yet been officially apprasastbe printed as needed.

*The only checks that carelprinted without approvals are voids and JE for transfers.
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Check Digital Signatures

Another advanced check ! R
optional feature is digital

check signatures. For those Ai8 Conoen

onation made from Christmas gate drive

organizations allowed to do IDREDAND 00/108
. . il
so, this can be a great time i By Bl
Michi
saver! 1, M1 48602
Steps:

07/01/2018

$ **500.00

DOLLARS 2

1. Start by capturing the signatureA.clean, level signature on white paper that is scanned and
emailed can work. Alternativelyhére are many simpldreeapps available for phones and
tabletsthat can get the job done. Go the app store on your devi@nd ®archdécapture

signaturé ® ¢ KSasS | LIJA

image. Several also make it easy to share that image via email etc. A fead@ S

t S

82dz aA3y

GS5ATAGH (COf BOFNBGND { ATyl GdzNBé 0@

Gae {AIyl GdNBt Il Ré o8

2. Upload the signatures to the system.

GKS RSOAOS g
dNASRY

¢ SC

0KS LRSFa [I¢

Go to Settings > All Settings > Financial > Employer Settings > S1, S2 Digital Signature
The signatures are not displayed for security reasons but can be uploaded andidedese

3. Once the signatures are loaded, print a test check to inspect the alignment and placement. The

check Template feature (also in Financial Settings) will allow you to move the signatures in to

the correct placement.
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Employees

Use theEmployee List to create and manage payroll Employ&eg.checks cut to staff;koard
members, and members on lesime should be paid through payroll so that these expenses can be
properly reported on the LM and 990. (There are just two exceptihsesrefunds and
reimbursements for large purchases sholble paid through payable3his is important because it

will direct those items to the correct area of the LM repprt.

Creating a new employee

Click the Create New Employéebutton at the topright to start a fresh employee form. The
required fields are noted with asterisks; these fields are mandatory to save the record.

Information entered in other fields must be valid before tr#avée button at the bottom will
activate. As shown here for ample, the date entered is invalid, so the boxislined in red
and the Save is disabled. If the Sdwees notactivate, watch for the red outline to find the
error.

Employee Form Import
Social Security #: 555555555 #* Last Name: Mittel * Seniority Date: 01!01!201| Fiy
Clock #: 12515 * First Name: Fred 1
AW ID: Middle Initial: W-4 Fited Date: [ 11100/ |

Personal Info | Tax/Deductions | Address | YTD Totals | Actiity | Paid Time Off |

— A
Year [2017 - @ 1
Phone: ( )- - Unit: [ [+] Employer Sponsored Health |0
R CDVEHQE Cost:
Cola Rate: Pension: [
) Emp. Contributions: 0
Base Rate; Officer. | -] Lifei
_— ife insurance: 0
Default Hours: Title:
Last Check: Dependent care benefits: ]
|

Shift: _
Inactive:

Notes:

ol |

r Back e

Y2) Notice the Tmport" button at the top right corner. If the new enipyee already exsts in
the RCSN®&lembership, you can use this option to start the Employee record. Member and
Employee records are linked in RCSNG, saving you the hassle of updating the shared fields
in two places.
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There are many additional/optional fields on the Employee Form. Users of the previous RCS
Financial should recognize many of the same detdilg with one important change. Because

RCSNG Financial does not roll over at year end, many of the employds degastored and can be
viewed by year.

For example, employee Jane might have had a base rate of pay of $32.50 in 2014, and then $35.00
in 2015. Use theYeat drop down to review settings for a previous year.

Employee Tab: Personal Info

Social Security #: | 123-45-6789 #+  LastName |Calamity 7+ seniority Date: | 11000 |
Clock #: 123456789 ) First Name: Jane
UAW ID: P Middle Initial: |J W4 Filed Date: [ 11100/ /|
Personal Info | Tax/Deductions | Address | YTD Totals | Activity | Paid Time Off |
— Y
Year (2017 -] = m
Phone: (/555 | )-|286 |- |5585 Unit: [01: GENERALDYNAMICS [~ Employer Sponsored Health |0
. Coverage Cost:
ColaRate:  |2.500 Pension:  [] o, Contribut
) - mp. Contributions: 0
Base Rate: 35000 Officer: | New Officer this year | v| e
—_— " A ITe Insurance: 0
Default Hours: |20 Title: Financial Secretary _
Last Check: 07/11/2017 Dependent care benefits: 0
shift: 1
Inactive: O
Notes: Keep an eye on Jane!
v

When enteral here, theCola Rate, Base Rate, Default Howaed Shift will pre-fill aswage checks

are created. This is a real tingaver if these amounts are generally the same each payroll. Of
course, even when these values gilg they can be adjusted as needddring check creation. If

the employee wages and hours fluctuate frequently, it might be best to leave these values blank.
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Be sure to complete th®fficerandTitle fields; this is important information is used for both the
LM and the 990 worksheets afiorms. If an employee had a vote on thdBBard during the year in
guestion, then the drop list should have a selection indicating whether the position is newly
elected, continued, or completed during that year. If the employee did not hold any positiamgdu
the year, therthat Officer feld would be blank.

Personal Info | Tax/Deductions | Address | YTD Totals | Actiity | Paid Time Off |

Shift: 1

Inactive:
Notes: Keep an eye on Jane!

B A
Year | 2017 -] @ 4]
Phone: (/555 |)-|286 |- 5555 Unit: [ 01: GENERAL DYNAMICS -] Employer Sponsored Health |0
. Coverage Cost:
Cola Rate: 2,500 Pension:  [] S contributi
) - mp. Contributions: 0
Base Rate: 35.000 Officer: | MNew Officer this year ‘v|
#lar : : Life insurance: 0
Title:
Default Hours: |20 itle Financial Secretary -
Last Check: 07/11/2017 Dependent care benefits: 0
O

<

. Past employees who were used on prior year chedkg will not be in the future-- can be
@ set inactive. Thelhactive' check box indicates thesamployeesshould not @ shown as
available for future check writing, etc.
Employees who were used on past transactions in the systematare deleted, but this
option limits where they will be seen in the future.
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Employee Tab: TagsDeductions

social Security # |123-45-6789 #+  LastName: |Calamity # s senionity Date: | 1111000 |
Clock #: 123456780 s First Name: |Jane
UAW ID: ’ Middle Initial: |J W-4 Filed Date: [ 11400/ VY |
Personal Info | Tax/Deductions | Address | YTD Totals | Activity | Paid Tme Off
Year: 2017 -]
Tax Option: Weekly ~ City Tax: | LYC, ‘ S | 01%
State: @® Standardrate O Single ® Married Local Tax 1: | School [~||003%
O Flat rate Deductions: |2 Extra $: |0.00 Extra %: |0.00
Local Tax 2: | [~]lo%
Federal: @® Standard rate O Single ® Married
. 1loe
O Flat rate Deductions: |2.00 Extra $: |0.00 Extra %: |0.00 Local Tax 3: | ‘ | 0%
Deductions Schedule Week 4 | Amount | Pct. | Yearly Max Amount
FOC Bi-Weekly 1 350.00 0.000 0.00
Christmas Savings Monthly 2 0.00 5.000 2500.00
401K Weekly 0.00 20.000 0.00
agam 0.00 0.000 0.00

Use this tab to set up the employg@axandwithholding preferencesTheTax Option, State, Fed
areas are to indicate whictax tables should be applied and how. The employeealaobe
configured to withhold an additional dollar amount or percentage if requested.

v\ The official state anfederal tax tables in RCSNG are maintained by-R€8eed to update

Q your tax tables yourself at the start of the yealf youreceive a warning that you have
selected a tax option or a state table that is not yet defined in the system, please contact
support.

In additions tathe standardstate and federalax tables we offer the option of applying rounded
tablesand flat rates irSettings Go toSettings/Financial/Employer Setting® select an alternative
method of calculation.

Otherpayroll deductions andity and locataxes can be created and maintained in
Settings/FinancidlCity Taxesnd Settings/Financial/Local Taxes.

Once definedn Settings use the drop list at right to apply@ty Taxand/or Local Taxto an
employee. A cit tax is just that; a tax deduction later forwarded to the city revenue department.
Many communities also have one or marecal Taxedike school district taxes and county taxes.

Deductionslike payroll garnishments, child support, and 401K can beegpplithe table at the
bottom of the screen. The available deductions will be shown, just fill in the schedule and the
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dollar amount or percentage rate to be deduct¢tiNote-G KS a9yl 6t S t I @ NRf f
Employer settings must be checked to dgmleductions to Employees.

Employee Tab: Address

The employee address tab works much like the member addres3 kebemployee's primary

address is shown at the left. If enabled for Membership, the member can also have a secondary
address on the righfThis is commonly used for retirees who spend the winter months in warmer
climates. The system can store both of thaddressesjust use the switch button to swap them as
needed.

Note that changes to an employee who also has a member record will automatically be applied to
bothrecords.

Warning

This employee also has a member record. Both
Primary records will be updated.

Address Yes Cancel

Employee Tab: YTD Totals

This tab is a summary of the wage, taxes, and dedlus in payroll for the yeatio date. While you

can change the year drop list to review past years, no data can be edited here directly. The totals
are generated from records in payroll history.

Personal Info | Tax/Deductions | Address | YTD Totals | Activity | Paid Time OFf |
Year [2017 -]
Pay | Hours | Amount Taxes Withheld Pay
Wages, Regular 40.00 1500.00 Federal Tax: 274.36 15
Lost Time, Regular 24,00 900.00 State Tax: 107.15
Vacation 20.00 700.00 Fica: 210.80 I
Sick Time 8.00 300.00 Meca: 49.30 v
Deductions Withheld Pay
401K 480.00 1=
FOC 350.00
Christmas Savings 45.00
Dues: 0.00 v
Total Pay: 3400.00 Net Pay: 1880.88
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Employee Tab: Activity

The employedctivity tab lists the checks paid to this employee during the past 12 months.
The checks listed are clickable; click to pop open the check screen for review. Bsxkbeatton
to return to the list.

Personal Info | Tax/Deductions | Address | YTD Totals | Activity | Paid Time Off |

Year: 2017 -]

Number | Date | Amount | Memo Status

20469 10/10/2017 $700.00 20 hrs vacation time payout PRN

20471 07/11/2017 $1,500.00 July FS Wages PRN

20472 07/11/2017 $900.00 LT for Negotiations 7/5-7/8 PRN

20470 07/11/2017 $300.00 Sick Pay 7/8 PRN

Total Amount: $3,400.00 Print

Employee Tab: Paid Time Off

The system can track Employee paid time allowances in thisBoeany staff that does earn time,
enter the number of hours allowed for the year under Allowance. Leave any categories that do not
apply blank.

As checks are paid though out the year, thenber of hours paid, the balance, and the related
checks will be listed for reference.

Personal Info | Tax/Deductions | Address | YTD Totals | Activity | Paid Time Off |

Year: 2017 3 01012017 - 121312017

Time Type | Allowance | Used | Balance Notes:

Vacation 120 20 100

SickTime 80 8 72

Misc Time 0 0 0

Personal Time o 0 0

Number Date Amount Hours Type Memo

20469 10/10/2017 $700.00 20 Vacation 20 hrs vacation time payout
20470 07/11/2017 $300.00 g Sick Time Sick Pay 7/8

91 OK @SINRa ftAaGSR ft2gly0Sa IyR y2G4Sa NBE O
over of remaining allowances due to the complexity of rules folousremployers. At year end,

the same starting allowance will carry over to the next year and if need be it can be increased to
include any roll over from the previous period. Use the Notes to indicate any such calculations for
clarity.
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Allowances candmanaged by calendar year OR employee seniority dateE®@boyer Settings
to make this selection.

Finding an existingemployee

Much like the Member List, to find an employee, use tQiitk Searchbutton at the top right.
You can search by first and last name, cloclor SSN. Check théjhore Inactivé box to omit past
employees that are no longer in use. Double click to select and open an employee record.

Employee List Create New Employee

SS# | Clock | Last Name | First Name ‘ Middle Initial

181-81-8187 181818181 Coppinger Miley A

125-12-512¢ 125125125 Coppinger Luke S

™ Ignore Inactive Pagesize: (30 |-|[ «« | «[1 [* | » ] 2 employee(s)on1 page
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VendorsList

Dashboard Members Finance Checks Income Reports Grievance Settings
Use theVendors Listo create and :’"';'"ye“
. endors
manage Vendors' List Account and Fund Set Up Sl
Transfers
Vendors are the businesses | Name1 Allocation of Assets | Phone

organizationsand nonstaff peopleto be paid with checks or received from on receipts. Vendors
can be edited and created here on the Vendor List but also directly from the transaction screens as
a time saver.

Use the Quick Searchbar to locate an existing vendor. Enter part of the vendor number or
vendor name to narrow down the list of choices. Double click to select and open a vendor.

There is a&ettings GeaSymbolon this window; use thito access column settings if you would like
to change the columns displayed or the order of the columns. As with other lists, you can sort the
results by clicking on the column headers. In the example below, the list is sorted by Vendor
Number.

At the bdtom of the window thereis an option of=xport Vendor List
Export an MS Excel list of the vendors including addresses, default fund and accounts etc.

Vendors L|St Create New Vendor {}
[ 1099 c%ed
VendorNo 4 | Name 1 Address State ZIP code City ' 4 l \
1 Roberts Custom Software Inc. 3667 1st Street lllinois 61244 East Moline ! 4
2 Chemical Service & Supplies 1000 Maple Ave Ohio 44870 Sandusky
3 Gordon Food Service P.O. Box 88029 inois 60680-1029 Chicago
4 Officemax P.O. Box 9020 lowa 50368-9020 Des Moines
5 Gundlach Sheet Metal Works Inc. 910 Columbus Avenue Ohio 44870 Sandusky
6 Buckeye Cablesysyem P.O. Box 10027 OChio 43699-0027 Toledo
7 Ohio Edison P.O. Box 3690 Ohio 44399-0001 Akron I
8 Ameritech Michigan 48663-0003 Saginaw
9 Patsy Garrett 3319 Bardshar Rd Ohio 44870 Sandusky
10 Westfield Group P.O. Box 9001566 Kentucky 40290-1566 Louisville
11 Pam Ferrell Treasurer Of Erie County 247 Columbus Ave. 5te 115 Ohio 44870 Sandusky
12 Republic Services #263 P.O. Box 9001099 Kentucky 40290-1099 Louisville
13 Local 1216 Uaw P.O.Box 732 Chio 44870 Sandusky L
u
Export Vendor List Pagesize:[ 30 |v| [ - | - |1 | > | > ] 315 vendor(s) on 11 pages
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Creating a new vendor

Click the Create Newwendor' button at the top right to start a fresh employee form. Every
transaction will have a vendor number in RCSNG, but thererayetwo required fieldsnoted with
asterisks.

Information entered in other fields must be valid before tr#ave button at the bottom wiill
activate. As shown here for example, the date entered is invalid, so the baxiised in redand
the Save is disabled. If the Sal@es na activate, watch for the red outline to find the error.

The Tax ID/SSN# and 109%dseis only required for vendors

Tax[D/SS#: |595-55-5685 who arenot incorporatedand are paid over $600 during a year,
Business Type: |Janitorial as well as lawyers and arbitrators.
1099:; I g

Most often this will apply to small, sidausiness type vendors
who work under a Tax ID number. An individual might sirapg/their SSN. Examples include lawn
care, catering, and snow removal.

Vendor Tab: Address
Enter the vendor's address information, if available. It will also print on your checks and display
through the address window.
& Note that LM2 filers will wantio be sure to fill in theAddressand Business Type
particularly for vendors who aggregate over $5000 in income or expense.

These details are required to export LM schedules.
Vendor Information

VenderNo: 7 #  Tax ID/SS# Phone:  (|225 )-|355 |- 0197
Name1: Pigaly Wigaly #  Business Type: Grocery Store Notes: Refreshments can be charged to
account; billed monthly to the loca
Name2: 1099: =
Address | Expense and Income | Activity | woFiled: | |

Address: 3373 Choctaw Drive

City: Baton Rouge

State: Louisiana 3
ZIP Code: | 70805

County: | East Baton Rouge Pari

Country: (USA

**\Jendors with income or expenses aggregating over $5000.00 in a calendar
year must have a business type and full address recorded for LM purposes
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Vendor Tab: Expense and Income

Default fund and account numbers to beedlson checks and receipts are indicated on the
"Expense and Inconmidab. Because vendors are usually used again and again for the same type of
transaction, this is a great time saver when writing checks and receipts.

Select a default fund and account feach of the drop lists. These defaults can be aiduten at
the time of entering a transaction if needed.

Address [ Expense and Income [ Activity ] W-3 Filed: | 05/05/2015
Payable Voucher Income Receipt
Expense Fund: | 800 General Fund 3 Income Fund: | 800 General Fund 3
Income Account: 641 Refund Refreshments |

[] Use expense split options
Expense Account. | 641 Refreshments- Cofiee Donuts Fa

Note that t is possible to set up asplit’ of the check

Payable Voucher accounts as a default here too.

Expense Fund: | 800 General Fund 3

This is commonly used for forwarding federal tax
payments. The LM requires we differentiate
between taxes forwarded and direct taxes. Setting
this up here makes it easy to remember aondio!

¥ Use expense split options

Expense Account. | 383 Federal Income Taxes (941) Foa
Expense Account. | 384 FICA-Employee OASDI and.-HI IH
Expense Account. (402 FICA Employer OASDI and HI (!3

Vendor Tab:Activity

This is a quick recap of the selectezhdor's transactions during the last 12 months. Just double
click a row to jump to that check or receipt. This list can also be printed withRhet™ button.

Address | Expense and Income | Activity_| w-oFiled:| |

Year: 2017 -]

Type | Date Amount Memo | Status

Payable Check No: 20474 09/22/2017 $55.00 Donuts, mbr meeting 9-15

Payable Check No: 20473 07/11/2017 $681.25 PICNIC SUPPLIES, MEMBERSHIP MTG SUPPLIES

Income Receipt No: 699750 01/05/2017 547.65 Refund - Overpayment xms party

Total Amount: -$688.60 Print
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50 RCS 86827-8291



Financial - Income

Dashboard Members Checks Income Balancing Reports Grievance  Settings

Create New Receipt
Income Receipt List
Reports _
Bank Deposits
nses ] Financial ] Tax ] EmployeeT Bank Deposit Slip a0
Recipts

Receipts can be initiated from the top menu bar by seledtimgmeandthen Create New
Receipt There is also @reate New Income Receiputton on the Income Receipt List

At the top of each receipt there is an image of a baaimple receipfollowedby a grid at the

bottom of the page for completing theéetails. Rceiptsoften have justone line of detailbut it
ispossible to have as mangnany moreseparate rowsThis lets the user fierentiate between
various funds, accounts, purposes &is.neeled.

Likechecks, itis possible to use your keyboard to move through the Receipt screen without the
mouse if you prefer. Use the tab key to move to the next field, use the arrow keys to move up
or down in lists, and the space bar to ciggdect items

Receipt Income (] Journal Entry ]
Received From ACME Manufacturing Widget Division 3 &) Receipt# 1010102 #*
101 Widget Way
Utopia, Wisconsin 58994 Date 04/01/2016 %
Memo JanuaryAcme Dues 105 reg/ 104 bonus Amount $6,802.00
Deposited on
%k add il delete
Fund Account Committ... | Amount Purpose Type | Numbe...
800 General Fund 101 Dues - Regular (Private Sector) $4,410.00 105 reg Direct Deposit 105
800 General Fund 105 Dues - Bonus and Profit Sharing $2,392.00 104 bonus Direct Deposit 104
Total: $6,802.00
& i,
% Save & New m Back |/
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Starting fromReceived Fom

The vendorcan be selecteth several ways:

1 Type in an existingendor nameg or at least the first couple of letters

1 Type in an existing vendor number.

1 Clickthe down arrow at the righto choose from thanost frequenty used recent
vendors

1 Use thecreate newoption to jump to the Vendor area to set up a venduath full
details. Save the details. TBackbutton can be used to return to the receipt
progress

1 Type the name of a newendor. Even if it is not a recognized vendor, the address can be
added later when the receiptis savethia, (1 @ LIS 2 T -k & 82 vl yIR # Ry S
automaticallybe saved and will be available to use again in the future.

Memo
Type in additional infol@out this transaction, beyond the account number and amount.

Receipt Number
Once started, the receipt number should prefill to the next receipt number in sequence.

Date

¢tKS RIFIGS gAff Fdzi2YlFGAOFft& RSTI dzf youhae G2RI & Q
created a receipt, the next receipt will default to that same date. if @ entering receipts for a

variety of dates, be sure to update the field. The date is indicated by typing in the digits with

slasheor by using the calendar to click thday.

Receipt Details Grid

As with other fields, the Fund, Account (and Committee Code if in use) can be selected by typing
the start of the description, the account number or by clicking the drop list in the right corner of
the field.
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Bank Deposits

A bank deposit should be recorded ireteystem for each time money is deposited at the bank,
whether byhuman or electronic delivery. Each income item on thaekstatement should have a
matching deposientry in the system

While asingle depositmight consist of asingle receiptgenerallydepositsare the monies from
several receipts delivered to the bank at one visit.

The Bank Deposit List offers an overview of the previous depasiésed Like other lists, it can be
sorted by clicking the column headers, but by default it will show the most recent deposits at the
top of the page.

BankS DepOSit L|St Create New Bank Deposit Filter OFF -
Number For ... | Deposit To Commercial | Deposit To Other Assets Date Number Of Membe... | Description

| 1 $765.00 $0.00 10/05/2017 0 Ticket Sales =
2 $3.43 $0.00 09/30/2017 0 Checking Interest
1 $375.00 $0.00 10/02/2017 1 Tshirt Sales Receipts; 1 walk up dues
1 $0.00 $7.67 09/30/2017 0 CD Interest
1 $52,386.11 $0.00 10/11/2017 1114 October Dues -1114 members

The bank deposit totals for each month will normally match the totals of your receipts for the month.
The A132 Report (see Reports>IncomeE&pense> Monthly Summary of Cash Received) will list
both for your review.

Add anew deposit

Select Create Blew Bank Deposibutton on the top right of the List and complete the form:
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Bank Deposit

Bank Deposit Date 10/05/2017

*If there is more than one deposit
Bank Deposit Number for the day 2

on for the datejncrement up to
uniquely identify each deposit.

Deposit to Commercial Checking Account

®Add deposits to primary checking

2y GKS a/ 2YYSNOALI
Add deposits to CDS, Savings, et al

2y UKS GhiKSNJ!aasi

Other Asset Account

Number of Members Paid Regular/Sub Dues |0

Deposit Description
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Bank Deposit Slips

TheDeposit Sligeature isoptional. This todlets youselectthe receipts that make up the current
deposit, then print out the list with totals. We find that that many balancing errors for income stem

from math errors and typos on deposits. This tool helps prevent tl&ran users who doot

normaly use deposit slipsan use the tool tdind deposit errorsvhen balancing. Match up each

receipt to its deposit to find which doest add up correctly.

Bank Deposit Slip

Date

Bank Deposit Date |10/05/2017

Number of Deposit | 1

Check:
Cash:
Direct Deposit:
Wire Transfer:

Grand Total:

{ St SO

with the deposit receipt for future reference.

Receipt# Amount Date Payee Memo
) 699727 $25.00 10/05/2017 lda Maie Ticket Sales =
M 699726 $20.00 10/05/2017 Becky Burr Ticket Sales
M 99725 $25.00 10/05/2017 Bob Butler Ticket Sales
M 699724 $30.00 10/05/2017 Wilma Wong Ticket Sales
M 699723 535.00 10/05/2017 Zena Warrior Princess Ticket Sales
Print M 699722 $20.00 10/05/2017 Gerri Grant Ticket Sales
M 699721 $40.00 10/05/2017 Mike Moe Ticket Sales
M 699720 520.00 10/05/2017 Molly Mason Ticket Sales
M 699719 $25.00 10/05/2017 Bran Jordan Ticket Sales
M 699718 520.00 10/05/2017 Jason Jones Ticket Sales
$200.00 M 699717 $325.00 10/04/2017 Joe Fritz/pool Ticket Sales
s565.00 | 2 699716 $100.00 10/04/2017 Betty Boop Ticket Sales
$0.00 | 499715 $55.00 10/04/2017 Kate Miller Ticket Sales
$0.00
M 699714 $25.00 10/04/2017 Fred Jones Ticket Sales
STBSDD D AOOT12 50.66 NARMNEMINT Chaca Ranl Mav danmncit rarractian ;
1 Only reciepts dated on or before the deposit date are shown
. . . £ A M A “ S P Sz - A
1 Receipts already assosciated wittRan K SNJ RSLJ2aAu 62y Qu 0S
e A = > A X AR A R L A L z
UKS Ay Of dzZRSR NBOSALIWaz UKSY LINAYU 0K
Deposit date 10/05/2017 Deposit #1
Receipt Cash Check Direct Deposit Wire Transfer ~ Vendor Memo
699714 $25.00 Fred Jones Ticket Sales
699715 $55.00 Kate Miller Ticket Sales
699716 $100.00 Betty Boop Ticket Sales
699717 $325.00 Joe Fritz/pool Ticket Sales
699718 $20.00 Jason Jones Ticket Sales
699719 $25.00 Bran Jordan Ticket Sales
699720 $20.00 Molly Mason Ticket Sales
699721 $40.00 Mike Moe Ticket Sales
699722 $20.00 Gerri Grant Ticket Sales
699723 $35.00 Zena Warrior Princess  Ticket Sales
699724 $30.00 Wilma Wong Ticket Sales
699725 $25.00 Bob Butler Ticket Sales
699726 $20.00 Becky Burr Ticket Sales
699727 $25.00 Ida Maie Ticket Sales
Direct Wire
Totals Cash Check Deposit Transfer
$ 565.00 $200.00 $0.00 $0.00 $765.00
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Financial - Balancing

Dashboard Members Checks Income Balancing Reports Grievance  Settings

Check Reconciliation

Reports Allocation of Assets

| Transfers
ense | Financial | Tax Reports | Employee | Miscé  checkbook Balance M | 990 |

AFGSNI I K $hcome rgogiptQand depositOdraiirtthe system and the bank
statement is available it istime to balance the books
Balancing Reports G

CheckReconciliation

Check Reconciliation

Allocation of Assets

, , _— y
From the top main menu, choo&alancing Check Reconciliatian | 7, sers

7 Checkbook Balance
Enter Balances L

On the left sectionenter the month to be balanced and the beginning and closing bank figures
from the primary checkingtatement.

CheCk ReconCiIiation Quick Reconciliation
[4] Check all expenses listed on the bank statement(s); changes to the list are saved automatically.
Date
Check# Amount Date | Payee
Year: 2017 - ™ 20275 $1,235.00 06/21/2017 AWARDS &T-SHIRTS SPECIALISTINC. |
M 20284 $25.50 06/28/2017 Lock Sixteen P.0. Box 348
Month: | July | e |
™ 20286 583.28 06/28/2017 ANDREW M. KLOSTERMAN
Ll 20287 $8.97 06/29/2017 Oscar Williams u
Bank Balance ™ 20288 $40.25 06/29/2017 Alex Saam Jr.
Previous: 65732.69 | 20290 $10.11  06/29/2017 Eric Jankowski
[ 8.33
Deposit Amount: 532.769.57 20291 H 06/29/2017 Chad Brown
M 20292 $8.48 06/29/2017 Michael Barnes
Ending: 6945097
g ™~ 20293 $625.00 06/29/2017 International Union Uaw
Difference: -$170.00 M 20204 $30.00 07/13/2017 Wil
Total Reconciled: 529.221.29 M 20205 $434.02 07/13/2017 Folsom-Somerville Ins.
Total Reconciled amount should match the total of all E )
-hecks, debits and charges againstyour bank statement(s). 20296 $104.36 07/13/2017 Time Warner Cable
M 20297 $226.99 07/13/2017 Building Corporation
= |
A 5] 20298 $1,040.42  07/13/2017 Region 2b Ohio-Article 23 Voluntary Ex [
Outstanding Report  Reconciled Report 106 check(s)

ChooseSave Balance® record this information.

Revised 12/2020
56 RCS 86827-8291



Reconcile expenses

On the rightside, you will see a list of eligibtbecls and journal entry checks.
With the bank statement for reference, move through the list and check the box for any expense
shown as cleared on the bank statement. (No need to press save, the checks are stored dynamically.)

You can mark the boxes by click) the mouse or by clicking the space bdust use the up and down
arrows on the keyboard to move through the list.

TheTotal Reconcileghown at the left will update as each row is selected. Mark each expense until
the Total Reconciled matches the amount of all checks/debits/and charges on the current bank
statement. Any expenses voided during the month will also show a check.

Quick Reanciliationis an advanced, optional featifor reconciling or wmeconciling large
v= numbers of checkslf the monthly bank statement is extremely long, it might be faster to
Q clear a lagerangeof checksthen unmark any exceptions. As a safeguard, slystem

automatically makes a backdyefore applying the changethis offers a recovery point in

the event of an errar

If all transactionsare complete and accutato this point for thisbankaccount (andhere are no
other account transactionsthe following will happen:

1 The Previous and Ending statement balance will match the checking statement
1 The Deposit Amount shown will match the checking statement
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1 The Total Reconciled will match the total of suhalb charges against the checking.

Check Reconciliation

Z Check all expel
Date
Check
Year: 2017 -]
Month: | September |v| 0 20248
If you have questions, please call us al the number on this stalement. | 20263
Chase Plalinum Business Checki L 20287
| CHECKING SU MMARY| ase Plalinum Business Checking Bank Balance 9
I 20289
INSTANCES AMOUNT - .
Beginning Balance 70,326.36 1 Previous: 70326.36 M 2031
Deposils and Additions 2 38,686.03 Deposit Amount: 538 636.03 M 20326
Checks Paid 27 38,512.23 o —
Eleclronic Withdrawals 5] 12,587.88 Ending: 57912.28 &
Ending Balance 35 20338
¢ $57,912.28 Difference: 50.00
M 20341
Total Reconciled: $51,100.11 =
Total Reconciled amount should match the total of all 20342
checks, dehits and charges against your bank statement{s). [l 20347
LI @ 20340
Il I,

Outstanding Report Reconciled Report

TheDifferencewill usuallybe zero dollarsExceptionscan include

1 If there are tansfersto or from arother bank accounts/cash asset

1 Expenseghat were drawn against a differetiank accountéashassetc not this checking
account. For example, a CD penaltysavings account fegould not be noted on this
checking statement, but transactions are still needed to balance the Total Cash Assets in the
next step.

1 Specidunusual Journal Entries such as adjustments thahdicappearon the statement.

If the Difference isred andnot zeroX again,this might be ok if one of the situations above exists.
Any activity from alifferent bank accounbf course will nomatch the statement.

If there is no activity from a different bank account and no specialurnal Entry, start to rechck
each figure.

1. Confirm thePrevious and Ending numbers match thank statement- if not: correctthem.

2. Confirm the total Deposit Amounbn screemrmatchesthe total bank depositsif not: The
A-132 Income Report can help yoeview the deposits entered against the receipts.
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3. Confirm the Total Reconciled match the sum of all expenses on the stateriénot:
review the liston screen. Look closely for eadheck number and dollar amount, checking
off on the statemento make sure all checks are marked and no extras!

Bank Balance

Previous: 70326.36
Deposit Amount: 338,686.03
Ending: 57912.28
Difference: 5208.27

Total Reconciled: 550.891.84

Total Reconciled amount should match the total of all
checks, dehits and charges against vour bank statement(s).

%DED@@EE@EE

(=1l

Outstanding Report Reconciled Report
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Common mistakes

1 Typographical errors on the Previous and Ending Amount values.

1 One or more deposits may have been skipped. Eaok Haposit on the statement
should be entered individually.

1 Dates might be incorreat on checks or deposits or receiptdsers often enter

transactions at month end anaifget to enter the correct, dateBom earlier in the

month.,

Typos on the dollar amau

Checknumber mix up; checkgrinted on the wrong check stock

Forgetting to reconcile debit card purchase or cash withdrawals

Forgetting to enter interest income receipts and deposits

= =4 =4 A

The Check Reconciliation tool is designedctear expenses ANBelp users find such errors.
While it is required to reconcile your checks, the other information on the screen is for your
reference There is no requirement for the difference to be zeras noted above there can be
situations wherehis is acceptable.

Outstanding Report

After all the expenses are reconciled and the figures correspond with the checking bank statement,
be sure to print the Outstanding Check Report. Any expenses written prior to the month end that
have not been cashed will be listed and talli&dis reportshould always be printed and kept with

the bank statement as the two items comprise your actual balance for the account.

Reconciled Report

The Reconciled Report will print all items checked off for the month shown. This can be a useful
tool in cases whex the total reconciled dmot quite match the total on the statement. Print the
Reconciled Report and compare to the bank statement to find the variance.

52y Q0 &i2L) Koalhdsing ofithk BotaPChsh Ag9disthd next step: the Allocation of
Assets.
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Allocation of Assets

The Allocation of Assets page is an important one. Input the final values for each and all Cash
Assets here. These final values for each bank account on the left will be compared to the Balance to
Account on the right. Ais is a form of checks and balances; to confirm transactions have been
entered for all activity.

This page may be quite simple if the client has just one checking account. Likewise, if there are
several accounts being managed, the Other Asset Accatimluld be extensive.

Allocation of Assets

Year | 2017 - Month | September -
Ending Balance per Bank Statement 57912.28 Monthly Balancing Steps
Less-Outstanding Checks $3,899.52 1. Record all income, expenses, and transfers.
Actual Bank Balance 5401276 2. Reconcile expenses under the month cleared.
54 3. Record month end staterment balances on the left.
Cash On Hand 0 4. The Total Cash Assets and Balance to Account must match before
proceeding with reporting.
Other Asset Accounts S add
Change in Value co... | Description Amount
Chase CD #75-89155 $100,453.94
Community Bank Savings #3081 $0.00
Balance to Account - Previous Month $164,897.98
Add NetIncome: $36,686.03
Total: $203,584.01
Less Expenditures: $49 64082
Total Cash Assets: $154,466.70 Balance to Account: $153,943.19
Steps
2 . . “ , 9 < A ~
1. Enterthe closing value of the primary checkihngu a9y RAY 3 . [ty OS LISNJ . |

2. Enter the value ofangt / | & K 2 €asH oh jaRdisdnoney received during the month that
was not deposited in time to appear on the current bank statement.

3. Update the closing value of any other Cash Assets listed in the table.
Notice that if the amount is different than the priononth, the change is noted. This serves as a
reminder to record related activity.

Once the Allocation of Assets figures have been updated for the current mentimpare this to
the Balance to Account on the righin the example shown above, the two figgrare not in
balance and theed text is a warning

In this scenario, stop and reviemMDo not continue to reporting until the error is located and
corrected. The two numbers must match. Review ttigeck reconciliation andoafirm any activity
on other acounts has been documead correctly. Remember that dates are important, and all
activity should have entries.

RCS support can also assist you with balancing if needed.
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Transfers

On theBalancingmenu, choosdransfers.

In the past, we foundhat many users are unsure what checks or receipts to make when they want
to transfer money between fund®rbetween bank accountsNegative offset entries (because the
money moved isot really new or spent) can be very confusirighis area makes trafess easy.

|;' 2‘-} Dashboard Members Checks Income  Balancing Reports Grlevance  Settlngs

Check Reconciliation

Transfer Histo ry Allocation of Assets

: _ Transfers é——— L

The toolprovidesthe usermore informationto better understand each type of transfer. The user
completes the page, indicating where the funds originate from and movehen the program
creates the rguired expense and receipt records.

Creating a transfer from this area will also create a record onTdamsferHistory. The transfers
can be updated from the transfer argar, the actual receipts and checks associated with the
Transfer can also be edited as needed.

The list lets yowuickly review transfers apart from other transactions that would be on the check
and receipt lists.

Transfer H iStOFy Create New Transfer  Filter OFF ~
Transfer Date Purpose Total Amount

06/30/2017 JUN Monthly Penny Allocation (member count 423) $1,304.75 |~
05/31/2017 MAY Monthly Penny Allocation (member count 408) $1,277.85
05/25/2017 Close out Chase CD $50,101.49
04/30/2017 APR Monthly Penny Allocation (member count 364) $1,158.29
03/31/2017 membership aproved $500.00 donation to civil right comm, for safty city. $500.00

Create New Transfeio start a new transfer.
The first step will be to indicate the type:

= Maonthly Penny Allocation
() Transfer Between Funds
() Open/Purchase of Asset

() Close/Cash In of Asset
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Penny Transfer/Monthly Penny Allocation

Transfer H iStory Create New Transfer  Filter OFF -

Transfer Date Purpose | Total Amount T

1. ChooseCreate New TransferThen, click the bullet to select tidonthly Penny

Allocation
Transfer
Date: £s | Date 1 Receipt/Check # | Vendor Mem...
Purpose: (jionthly Penny Allocation (member count 446) 08/04/2013° (685455 Chrysler 18 =
08/12/2015 950523 International Union Uaw 3
[ 08/17/2015 950527 Chrysler 80
@© Monthly Penny Allocation & August ~| 2015 ~ 08/17/2015 950529 International Union Uaw 3
O Transfer Between Funds 08/12/2015 950524 Chrysler 345
© Open/Purchase of Asset 08/20/2015 84008 Katie Quitter 3 [
D Close/Cash In of Asset Total 446
Transfer From: Transfer To:
Fund | Account 1 amount 1 | Fund | Account amount
800 General Fund 293 Transfer Between Funds -$17.84 810 Education Fund 293 Transfer Between Funds $8.92
820 Recreation Fund 293 Transfer Between Funds $4.46
840 Retired Members Fui 293 Transfer Between Funds $4.46
Total: -$17.84 Total: $17.84

m Back

As before, the Penny Allocation process is automafBue calculation of how much to transfer to

which funds comes from two things:

Pennies Per Member for theuhd multiplied by Per Capita Member Count

1 Pennies Per Member are defined in S&gs/Account and Fun8etup

 PCTmembercountsl a SR 2y (KS Y2y (i0KQad RdzSa NBOSA LI a

**Alternately, some clientgalculate this monthly transfer by a percentage of their dues dollar
amount, ather than pennies per membeiThe percentage noted is applied agst 80% of the
dues total rather than a count of members. Tarsoption in Setup.
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2. Indicate the month.
1 At the top right corner, we list the dues receipts ahues refund checks that have been

counted tocreate thetotal member countand total dues
1 Atthe bottom of the pagethe transfer amounts calculatday the system
3. Review the totals.Items in the top cornetransactionlist can be clicked to open and revise
as needed.
4. Add any additional notess needed.
5. Save

After savinghe Penny Transfethere will be a new entry for it othe Transfer List There will also
be a corresponding Journal Entry receipt created lher last day of that monthEitherof these can
be edited. For best results, we suggest if you want to etidelete the transfer, return to find it on
the Transfer Lisand edit the transfer record so that all related transaction will be updated
automatically

Note: Past penny transactions were migrated as regular journal entry receipts; they were not
addedto this Transfer List This list will grow as you begin to use this new feature.

We believe this new tool will help users locate and manage transfeyau create transfers
manually without the Transfers feature, the systerlwoQ i A y Of dtie Srandfé St A y

Revised 12/2020
64 RCS 86827-8291



Bank Transfersl 2 3

1. Sart by entering transactions to cover any change in value before closifgere may be new
interest on the account and/or penalties or fees. Tdamounts wil not be offset they are
real, newincome/expenses.

2. Using the transfer screen (Balancing>Transfestart a new Transfer
Start by selecting the appropriate type of transfer with the bullets, then fill in the rest.

Open/Purchase is used to open a new asset or add additional funds tosiim@X)ther Asset
makes a pair of checks.

Close/Cash in used to close @ther Asset accountor withdraw partial funds; makes a pair of
receipts.

Creating a transfer with the tool records this transfer in the transfer list for easy location, Bsbit a
createsthe checks or receipts needed in the system to effect the change. You could do these
transactions without the tool, but many folks find it confusifigpis tool helps folks get the correct
offsets automatically.

Transfer
Date: 10/31/2018 =] 56315
Purpose: Open new GD at Fidelity #000000{ 10/31/2018

PAY Ten Thousand and 00/100 dollars $10,000.00
Vendor Fidelity Investments
28699 Chagrin Blvd

© Monthly Penny Allocation Woodmere Village, Ohio 44122-4547
O Transfer Between Funds

® Open/Purchase of Asset Create a Check? = 26315
O Close/Cash In of Asset

MEMO: Open new CD at Fidelity #x___

Transfer from Vendor ~ Best Reward Credit Unit ~ 4 Add @ Remove | Transfer to Vendor  Fidelity Investments Fidelit -~  +Add @ Remove
Fund Amount Fund Amount
800 General Fund -$10,000.00 800 General Fund $10,000.00

Total: -$10,000.00 Total: $10,000.00

= -
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3 Update the Allocation of Asds page
The last step is to update the corresponding bank accounts on the Allocation of Assets.

L¥ @2dz KIS ONB I (cP®Rio SettingSpAll Settitgs SHiklarcidl t 8dd & new
account to your available accounts.

If you have closed such account¢ many users also visit settings to update the account name as
such, like

G. Lyl 2F ! YSNRB/OHZ2 d SR | MNOKINHKOHA MY €

Update the Other Asset values to the correct end of month amount.

PR R R R e e e =

Year 2018 - Month  oOctober v

Ending Balance per Bank Statement|

Less-Outstanding Checks $131,625.48
Actual Bank Balance -§131,625.48
Cash on Hand |
Other Asset Accounts + add
Change In Val... | Description Amount
THIRD FEDERAL 5VGS & LOAN 50.00
BEST REWARD CR UN $124,100.00
PETTY CASH $100.00
J.P. MORGAN CHASE BANK $50,000.00
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Financial - Inventory

Inventory is maintained under the Balancing tab on the top, main menu bar. Use this area to
documentFixed Asset items (land, building, furniture, equipment and so on) as well as Inventory
items (such as resale items, give away items, recognition awatidesBnd the like.) By keeping a
current catalog of your inventory, you will be able to produce an accugpertlist as needed for
audits. The software can also use this information for LM reporting.

UserAccess?

Access to maintain the inventory area was initially granted to all existing Financial Edit users. Please
note however this can be adjusted per client request. It is possible to grant inventory accass as
standalone privilege. If your local would like delegate the task of inventory maintenance to a

user who should not have access to any other area, this is no problem. Simply request access for
inventory only for the new user.

Getting Started

For anyonecurrently maintairing this information in aprealsheet or other digital documenit
may be possible for our staff tmigratethese existing records to RCSN®leasecontact us for
assistance.

Large quantity items? Delet®uted tem.?

Every item in Inventory will have an Acquisition Date, and mkeltyli eventually a Deactivation

Date. These dates are used to identify your active inventory at any given time. When working on
your LM, you need to know the active items as of Decembé& fat example, keeping in mind that
list will likely shift from gar to year. To this end, two pieces of advice:

We recommend an individual record per item. This allows you to maintain accurate details for each
piece. (Use the tools to create and deactivate multiples.)

Only delete accidental entriesypos, duplicateshis sort of error Any real inventory should be

G5SI OGADFGSRE NI (0 K SsNd langek aftiver 5 St SGSRe gKSyYy Al

Consider a printer purchased in 2015, discarded in 2019. If you delete it, any LM worksheets
would nowomit it for the years that it was in séce.
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Inventory List

Start here! Create new items, find a specific iteuith quick searchor use the Filter to isolate
specific items by specific criteria.

This list can be customized to your preferencgslect the Settings icon on the top rightctmoose
which fields are helpful to you for sorting and filtering. You can also use any visible column to sort

the results.

Inventory List CreateNew || Quick Search Q Filter OFF « @
1Al Deactivate ) Active Only
| ID Number a | Status Description Location | Asset Type | Acquisition D... | Assigned... | Deactivati...
= |2 Inactive Suggestion Box Secretary's Office Fixed 01/01/2019 Wilma F. 11/29/2019 =
R Active UAW 4 FT Outdoor Sign Meeting Hall Fixed 01/01/2019
= |4 Active UAW 4 FT Outdoor Sign Meeting Hall Fixed 01/01/2019
g |5 Active Rubber Stamper Financial Secretary's Office Fixed 01/01/2019 FredF.
g e Active 2 Drawer Filing Cabinet Financial Secretary's Office Fixed 01/01/2019 FredF.
a |7 Active Plastic File Containers Financial Secretary's Office Fixed 01/01/2019 FredF.
=8 Active Plastic File Containers Financial Secretary's Office Fixed 01/01/2019 Fred F.
=9 Active Plastic File Containers Financial Secretary's Office Fixed 01/01/2019 Fred F.
=10 Active FredF.
s n Active Columns Settings FredF.
=2 12 Active FredF.
13 Active FredF.
=14 Active FredF.
L] Active Lilrzes FredF.
= 1e Active -

Download to Excel Fila
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Create New
To add a new item to the inventory list, select Create New. Just a few key fields are required, as
indicated bythe asterisks. You can choose to use as many or as few of the other fields as needed.

Note that the status field is not editable; it is the product of the Asset In compared to the Asset Out
dates.

Inventory Information

Inventory ID Number: 130 +  Status: Active

Description: Brother MFC Printer

Asset Type: Fixed v + Fixed Asset Sub-Type: Office Furniture and Equipment v

| AssetDetails | Reiated Documents

Manufacturer: Brother Assetin Asset Out
Model MEC-913200W Acquisition Date: 11/11/2016 ==} Deactivation Date: =2
Serial Number: Cost Price: 285.00 Sale Price:
Location: Ern e Check Number: 87522 Deactivation Method: v
Assigned to User: Fred F. v OnlLoan?
Size: v
Color: v

Network printer, shared by front office. Toner on repeat order via Staples TN210

Notes:

q Save & New u Save & Replicata Back |>

Notice that several fields offer drop list selectierthese are maintained in the Financial Settings
Area. From the top menu, choose Settings > All Settings > Financial > Inventory

The second tab, Related Documents, allows the upload of-atitd as a scanned receipt,
purchase order, warrantg anything yu might like to store with the record.
vy Needto addnultipleA RSy GAOFf AdSyakK !a&asS G4KS a{l S I yR
Q of the same item. Follow the escreen prompts

When an item is discarded, sold, or donatedzLJR I G S G KS &S Yh dzyis (KNS lad &l
important to add these details to deactivate an item. (Generally, the delete option is only for
errors.)You can Deactivate multiple, identical items from the Inventory List as well.
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Filtering and Reporting
The Inventory List offerfltering; an option to narrow down the list to the items yauwe after.

1 Quick Searclenter the first symbols of the ID Number, Description, Manufacturer,
Location, Assigned User.
1 Active Only This check box limits the display to only items in servigepreset for
G2RIF&8Qa RIGSY odzi &2dz Oy &aStSOd lye RIFIGSd
1 Filter ON  Turn the filter on to apply one or moinits to your returns.
Use the green plus to add more constraiawvs as needed, the orange
negativeto remove any unwanted rows.

Inve ntory L|St Create New Q Filter ON ~ o
Asset Type v equal v Fixed v
Location v equal v Storage Unit v

=0

All Deactivate Active Only

ID Number Status Description Location Asset Type Acquisition Date | Assigned to User | Deactivation ...

47 Active 10'x 20° Canopies Storage Unit Fixed 01/01/2019 -
46 Active 10'x 20" Canopies Storage Unit Fixed 01/01/2019

45 Active Small cash box Storage Unit Fixed 01/01/2019

44 Active Boxes of picnic supplies Storage Unit Fixed 01/01/2019

43 Active Boxes of picnic supplies Storage Unit Fixed 01/01/2019

42 Active Plastic Totes w/o lids Storage Unit Fixed 01/01/2019

41 Active Plastic Totes w/o lids Storage Unit Fixed 01/01/2019

40 Active Plastic Totes w/o lids Storage Unit Fixed 01/01/2019

39 Active Tables Storage Unit Fixed 01/01/2019

38 Active Tables Storage Unit Fixed 01/01/2019

37 Active Tables Storage Unit Fixed 01/01/2019

36 Active Tables Storage Unit Fixed 01/01/2019 h

Download to Excel File Page size: 30 v € | ¢ . ;w28 asset(s) on 1 pages
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To sort the list, click a column header. Take it to a secondary or even third level by holding down
CTRL as you click column headers. (Just click again to toggle the sort direction up or down.)

All Deactivate Active Only
‘ ID Number ‘ Status 1~ | Description ELocation 24 | Asset Type ‘ Acquisition Date ‘ Assigned to User ‘ Deactivation ...
29 Active 35 Galllon Plastic Tubs (Green)  Storage Unit Fixed 01/01/2019
28 Active 35 Gallon Plastic Tubs (Green)  Storage Unit Fixed 01/01/2019
27 Active 35 Gallon Plastic Tubs (Green)  Storage Unit Fixed 01/01/2019
44 Active Boxes of picnic supplies Storage Unit Fixed 01/01/2019

Download to Excel Filbutton at the bottom left will export thenventoryitems currently
displayed in the same sort sequence.

B [ D E F G H | J K L M N [0} P
Status Description Asset Fixed Asset Sub-Type Manufacturer Model Serial Location  Assigned Size Color Acquisition Date Cost Price Check Number On Loan?
Type Number to User

Active  10'x 20' Canopies Fixed Office Furniture and Equipment ~ Sunbrella Storage Unit 01/01/2019 "180.00

Active  10'x 20' Canopies Fixed Office Furniture and Equipment  Sunbrella Storage Unit 01/01/2019  "180.00

Active 35 Gallon Plastic Tubs Fixed Office Furniture and Equipment Storage Unit green 01/01/2019 2000

Active 33 Ga\li:m Plastic Tubs Fixed Office Furniture and Equipment Storage Unit green 01/01/2019  20.00

Active 33 Ga\li:m Plastic Tubs Fixed Office Furniture and Equipment Storage Unit green 01/01/2019 2000

Active é’;xes ﬁf picnic supplies  Fixed Office Furniture and Equipment Storage Unit 01/01/2019 2500

Active  Boxes of picnic supplies  Fixed Office Furniture and Equipment Storage Unit 01/01/2019 "5.00

Of course, one of the primary goals to all this documentation: LM2 preparation.
Go to Reports> LM> Schedules to run the Schedule 6 & 7 Worksheet
The schedule will be sorted based on the item details to sort and summarize for the LM2.

Financial Reports

| Income & Expenses | Financial | Tax | Employee | w-2w-311099 [t | 990 | Aux |

Year: 2018 "  Schedules &
Total Receipts: 5662,144.62 & Schedule 6 & 7 Worksheet *New!l  (3)
LMz2 Blank Form Schedule & & 10 Worksheet
Worksheet Schedule 11 - Disbursement to Officers
® Schedules Schedule 12 - Disbursement to Employees
Verification Reports Schedule 14 - ltemization page
Generate Schedule 14 - All other receipts < $5,000 (WS-2)
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Financial Reports

Financial Reports are found on the Repaéais on the top, main menu bar. They are sorted by
category to make them e&s to locate quigly.

Choose the report type on the left for the desired report.

The specific options available for that report will appear to the rifjlate that many reports can be
run for all funds or a specific fund.

s E"‘J Dashboard Members Checks Income Balancing Reports Grievance  Settings

Financial Reports

| Income & Expenses | Financial | Tax | Employee | w-2/w-3/1099 | Lm | 990 |

Income & ExpenseReport Tab

Financial Reports

Income & Expenses | Financial | Tax [ Employee | w-2aw-3/1009 | v | 990

Income Monthly Summary of Cash Received (RPTA42/A-132)
(®) Monthly Summary of Cash Received (RPTA42/A-132)

O summary of Income by Month (RPTA44) Fund: ] All Funds

(O Summary of Dues Received (A-3A) Start date:

O Export to Excel End date:

Expenses Generate

0 Expenditure Detail Report (A-40 1/2)
0 Summary of Expenditures (A-41)

) Export to Excel

Combined
O Account Detail Report
(0 Vendor Detail Report

) Committee Report
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Monthly Summary of Cash Received (RPTA42132)

= =4 4 -4 A

FORM A-42/A-132

10/23/2017 13:30:13 Monthly SUMMARY of CASH Received Report Period 01JAN2017-31JAN2017

UAW LOCAL 4000

Liss each receipt in date/receipt number sequence with details
Summarizesncome summary by accounumber
Summarizes income by fund

Lists bank deposits
UAW locals also will see the PCT StatemeBAA

Region No.: 2B
Page: 1

Date Rept # Amount

Account

Fund

Received From

01/04/2017 699651

01/04/2017 699652

01/04/2017 699653

or $2.00

Purpose: #1681447 L. U.2075 RET WORKERS CHAPT

or $2.00
Purpose: #1681419 L.U. 1331 RET WORKERS CHAPTER

64.80 101 - Dues - Regular (Private Sector)

343.70 115 - Dues - Retired Workers @ $1.00

42.70 115 - Dues - Retired Workers @ $1.00

850 - Retired Workers

Chapter Fund

880 - Retiree Local 1331

Fund

800 - General Fund

Purpose: (1) REGULAR DUES FOR JANUARY

Summary of Income by Month (RPTA44)

2 International Union

Uaw

2 International Union

Uaw

18 General
Dynamics

1 List each incomea@ount with dollar amount by month, by quarter

FORM A-44
10/23/2017 13:36:47

SUMMARY of INCOME by MONTH

UAW LOCAL 4000

Report Date MAR 2017

Page: 1

Total For Total For Total For
Classification Jan. Eeb.  March Quarter April May. June  Quarter 6 Months
101-Dues - Regular 2681659 2582521 3114122  83783.02 0.00 0.00 0.00 0.00 83783.02
105-Dues - Bonus 0.00 §5.82 0.00 95.82 0.00 0.00 0.00 0.00 95.82
115-Dues - Retired 386.40 386.75 386.75 1159.90 0.00 0.00 0.00 0.00 1159.90
122-Initiations - Intl 0.00 0.00 1.00 1.00 0.00 0.00 0.00 0.00 1.00
123-Initiations - 0.00 0.00 19.00 19.00 0.00 0.00 0.00 0.00 19.00
188-Interest on 218 191 211 6.20 0.00 0.00 0.00 0.00 6.20
217-Raffie 1205.00 460.00 995.00 2660.00 0.00 0.00 0.00 0.00 2660.00
255-Sales - Shirts 32439 0.00 0.00 32439 0.00 0.00 0.00 0.00 32439
293-Transfer 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
441-Refund 0.00 2.00 0.00 2.00 0.00 0.00 0.00 0.00 2.00
649-Refund Reg. 0.00 0.00 700.00 700.00 0.00 0.00 0.00 0.00 700.00
TOTAL 2873456 2677169 3324508  B8751.33 0.00 0.00 0.00 0.00 88751.33
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Summary of Dues Received3A)

1 Lists dues receipts along with thelollarvalue and member count
1 DuesTotals
1 Incudes calculations for UAW PCT payment on LUIS

10/23/2017 13:38:54 Summary of Dues Recieved Report Period:  01/01/2017 -01/31/2017
Date Rept # Received from # Mbrs Amount

01/04/2017 699653 18-General Dynamics 1 64 80
Purpose: (1) REGULAR DUES FOR JANUARY

01/04/2017 699654 18-General Dynamics 1 88.48
Purpose: #426407 (1) REG DUES FOR JANUARY

01M12/2017 699656 18-General Dynamics 1 130.87
Purpose: #426965 (1) REG DUES FOR JANUARY

01M17/2017 699657 18-General Dynamics 281 2541113
Purpose: #427257 (281) REG DUES FOR JANUARY

01/25/2017 699660 18-General Dynamics 14 1,121.31

Purpose: #427843 (13) REG DUES FOR JANUARY
Unit Totals for 18-General Dynamics
Regular Dues 298 26816.59

*20% = 5363.32 (1/2 hour dues total)
Net Dues = 21453.27

*26.3% = 0.00 (1/2 hour dues total)
Net Dues = 0.00

Grand Totals for Regular Dues 298 2681659

*20% = 5363.32 (1/2 hour dues total)
Net Dues = 21453 27

*26.3% = 0.00 (1/2 hour dues total)
Net Dues = 0.00
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Export to Excel

Export all receipts to WS Excel spreadsheet for flexible reporting/research
This i€Excel format isommonly requested by auditors.

The exported table is large, the columns can be read as follows.

Revised 12/2020

75

Column |Field

A Receipt Date O |Fund 4 AC |Count? AQ |Vendor number
B Receipt # P |Account 4 AD [Amount 7 AR |Vendor Mame
C Fund Q0 |Countd AE (Fund 8 AS |Vendor Mame 2
D Account R |Amount4 AF |Account 8 AT [Vendor Address
E Count S |Fund5 AG [Count 8 AU |vVendor Address 2
F Amount T [Accounts AH |Amount 8 AN |V, City, 5t, Zip
G fund 2 U |Count5 Al |Fund 9 AV |Purpose

H Account 2 Vo [Amount 5 Al JAccount S

1 Count 2 W |Fund 6 AK [Count9

1 Amount 2 X |Account© AL JAmount3

K Fund 3 ¥ |Count@ AM (Fund 10

L Account 3 Z |[Amount© AM JAccount 10

Y Count 3 AL |Fund 7 AQ |Count 10

M Amount 3 AB |Account 7 AP JAmount 10
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Expenditure Detail Report (A40 %)

1 Lisseach expense (check or jourraltry) with details

1 Summarizes account totals for the periddstswvages and payables separately

FORM A-40 1/2 UAW LOCAL 4000
10/23/2017 15:03:11 SUMMARY of EXPENDITURES Report Period 01JAN2017-31JAN201T Page: 1
Date To Whom Check# Amount Fund Hrs Account
01/05/2017 Lee's Famous Recipe C 20029 235.00
235.00 800-General Fund (640)-Refreshments- Caterers

Purpose: REFESHMENTS FOR UNION RETIREE
01/05/2017 WILLIAM A. GREER 20030 10.00

10.00 850-Retired Workers (510)-Door Prizes

Chapter Fund

Purpose: RETIREE DOOR FPRIZE WINNER JANUARY
01/05/2017 TONY MALCOLM 20031 10.00

10.00 850-Retired Workers (510)-Door Prizes

Chapter Fund
Purpose: RETIREE DOOR FPRIZE WINNER JANUARY

01/05/2017 Weoil 20032 30.00
30.00 810-Education Fund (766)-Technical and Support Fees

(Sample of the start above, sample of the totals below)

FORM A-40 1/2 UAW LOCAL 4000
10/23/2017 15:03:11 SUMMARY of EXPENDITURES  Report Period 01JAN2017-31JAN2017 Page: 6

5% Wage Totals $$

314-Lost Time (Officers) 3,959 41 317-Lost Time (Others) 1,241.87
321-Weekly/Monthly Exp Allowance - Officers 210.00 356-Severance (Officers) 27714
359-Severance (Others) 8692 605-Postage Reimbursement 14.30
637-Reimburse Recognition/Service Award 7.03 757-Reimburse Supplies 65.57
Gross Total of Wage checks: 586224

FED-439.79 FICA-358.07 MECA- 83.76 DUES-0.00

OH Tax-102.05

Net Total of Wage checks: 4,878.57

$$ Payable Totals $$
101-Refund Dues - Regular 38903 383-Federal Income Taxes (941) Forward 47896
D0A CIrt A Crnnlacan MACNT and U Canser, A Ao OE DOE Ciatn lnrmrarma Tavean Canaae A 4 OE2 20
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Summary of Expenditures

1 Lists each expense account with dollar amounehghmonth, then totalsby quarter
1 Accounts listed in order

o First:Wage account numbers are listed (amounts are gross amounts)

o Wage deductions are next, see the yellbighlight, negative numbers

o Last: Paylles

\

@' Some account numbers might be used in both payables and wages. Examples
include:

1 Voids from a previous year (wages at the top, payables in the bottom section)
1 Reimbursements (Exampl8ee the Postage reimbursement in wages, but there
could also be asther entry for 605 Postage in the payable sectioiole

Sample:
FORM A-41 UAW LOCAL 4000
10/23/2017 15:06:48 SUMMARY of EXPENDITURES by MONTH Report Date APR 2017

Total For Total For Total For
Classification Jan. Feb. March Quarter April May. June Quarter 6 Months
314-Lost Time (Officers) 395541 320880 792694 1518515 451049 0.00 0.00 451089 19696.04
317-Lost Time (Others) 1241.87 000 119233 2434 20 239.09 0.00 0.00 239.09 2673.29
321-Weekly/Monthly Exp 210.00 0.00 200.00 410.00 42000 0.00 0.00 42000 230.00
327-Officer- Non-Tax Trav 0.00 0.00 480 62 480.62 250.00 0.00 0.00 250.00 730.62
337-Others- Non-Tax Trav 0.00 0.00 7972 79.72 500.00 0.00 0.00 500.00 579.72
356-Severance (Officers) 27714 230.90 574.38 1082.42 31577 0.00 0.00 31577 138519
359-Severance (Others) 86.92 0.00 8346 170.38 16.74 0.00 0.00 16.74 18712
605-Postage Reimbursem 14.30 850 15.21 38.01 6.80 0.00 0.00 6.80 44 81
637-Reimburse Recognitio 7.03 0.00 0.00 7.03 2130 0.00 0.00 2130 2833
641-Refreshments Reimbu 0.00 52.19 196.68 243 87 92 67 0.00 0.00 92 67 34154
T07-Reimburse Soc./Rec. 0.00 0.00 0.00 0.00 223.98 0.00 0.00 223.98 22308
T57-Reimburse Supplies 65.57 0.00 41.06 106.63 14.46 0.00 0.00 14.46 121.09
T74-Reimburse Travel Pai 0.00 0.00 0.00 0.00 203.28 0.00 0.00 203.28 203.28
FEDERAL TAXES -439.79 -331.24  -1017.83 -1788.86 -510.36 0.00 0.00 -510.36 -2299.22
FICA -35807  -21883 51855  -119545 34114 0.00 0.00 -341.14 -1536 59
MECA 8376 5118 -14468 27062 -79.80 0.00 0.00 -75.80 -350.42
DUES 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
State -102.05 7062 -22543 -398.10 -115.82 0.00 0.00 -115.82 -513.92
101-Refund Dues - Regula 389.03 315.05 164.52 871.60 0.00 0.00 0.00 0.00 871.60
383-Federal Income Taxes 47896 43979 33124 124999  1017.83 0.00 0.00 1017.83 2267.82
384-FICA-Employee OAS 459.95 44183 270.01 1181.79 763.23 0.00 0.00 763.23 1945 02
385-State Income Taxes F 185338 0.00 0.00 1853.38 55924 0.00 0.00 55924 2412 62
402-FICA Employer OASD 459.95 441.83 270.01 1181.79 763.23 0.00 0.00 763.23 1945 02
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Export to Excel

Export all expense records to advbsoft Excel spreadsheet for flexible reporting/research

T ¢KS a{LXAG 5FaGlFé LINRPBYLIG I ff 2gaondésibmadzing NJ ( 2
for checks wth more than one detail row ashowing a separate line for each.

For Audit purposes, most users uncheck this detail.

Financial Reports

Income & Expenses | Financial | Tax [ Employee | w-2w-3/1000 [ v [ 990

Income
) Menthly Summary of Cash Received (RPTA42/A-132)
) summary of Income by Month (RPTA44)

Export to Excel

Start date: |09/01/2017 #
End date: |09/30/2017 #*

) Summary of Dues Received (A-3A)

O Export to Excel ™ Split Data?
Generate

Expenses

() Expenditure Detail Report (A-40 1/2)

) Summary of Expenditures (A-41)

(® Export to Excel
Column Description
A type Q |taxable AG |local tax 1 AW |purpose
B expanse date R |overtime AH |[local tax 2 Ax|"Y" all the time
C number 5 |overtime percentage Al |local tax 3 AY |going to be reissued
D sequence T |shift AJ |deduction 1 AZ |city tax code
E wvendor number or employee clock U |union dues AK |deduction 2 BA |local tax 1 code
F vendor name one or employee name V |dues AL |deduction 3 BB |local tax 2 code
G vendor name two or blank W |federal tax AM |city tax BC |local tax 3 code
H street X |state tax AM |deduction 4 BD |rep hours
| city Y |fica AO |deduction 5 BE |polhours
J state Z |meca AP |deduction 6 BF |cont hours
K zip AL |total amount AQ |voided BG |gen hours
L fund number AB |net AR |voided date BH |adm hours
M invoice amount (wage - zero) AC |state tax marital status AS |blank Bl |lmreport
N account number AD |state tax deduction AT |printed BJ |vendortaxid
8] rate AE |federal tax marital status AU |reconciled BK |vendor note
P hours AF |federal tax deduction AV |pay ending date

Revised 12/2020
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Combinedincome & Expense Reports

Account Detail Report

. . . . e Account Detail Report
This report provides transactiatetails of specific accounts.

Start Date: 01/01/2017  |[F]
1. Select a date range anbate = *
End Date: 01/31/2017 *

2. Choose to search one, multiple or all account
Group By Account: []

numbers. In this examplell accounts forall types of  account ype:  [AiAccountTypes B
transaction(income, payables, and wagesill be Print All Accounts: [¥]
included.

) Print By Committee Code: [
3. The results can be grouped by a committ@el€ or by ¢ account By Fund: [

fund Title:
4. A custom title at the bottom can be added.

Ranars o

Account Detail Report

Start Date: 01/01/2017 #

To limit your results to a specific account or End Date: .

accounts, UlOK SOl UKS a! fTHen,! O croupB.yaccount [

add the desired accounts to the box by searchingt —AccountTyper  [Pajasie -]
Print All Accounts: [] M

accountname, then clicking thadd button.

640 Refreshments- Caterers

. . . 641 Refreshments- Coffee Dy
This report is great for resegetning unexpected

account totals when further details are needed
about an accounon the Financial Report for

643 Refreshments- Meals at

Print By Committee Code: [

example.
Drimt A mmmiim # D Einmel (|
SUMMARY of ACCOUNTS for 2017 UAW LOCAL 4000
10/23/2017 Report Period  01JAN2017-31JAN2017 Page: 1

EXPENSES

Expense: 640 Refreshments- Caterers

Date Check # To Whom Amount Fund Memo

01/05/2017 20029 Lee's Famous Recipe 23500 800 REFESHMENTS FOR UNION RETIREE
Chicken

01/11/2017 20040 Lock Sixteen P.0. Box 24 50 800 REFRESHMENTS FOR CIVIL RIGHTS
348 MEETINGS

Expense: 640 Refreshments- Caterers 259 50 TOTAL

EXPENSES

Expense: 641 Refreshments- Coffee Donuts Food Soft Dk

Date Check # To Whom Amount Fund Memo

01/12/2017 20042 Chief Supermarkets Inc. 27472 800 REFRESHMENTS FOR MEETINGS, HAMS

FOR RETIREE MTG

01/18/2017 20053 Elida Depot Pizza & 117.90 800 REFRESHMENTS FOR MEETINGS VETS &
Drive Thru WORKER WORKER

01/19/2017 20054 Fat Jacks Pizza 18479 800 REFRESHMENTS FOR MEETINGS

Expense: 641 Refreshments- Coffee Donuts 577.41 TOTAL

Revised 12/2020
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Vendor Detail Report

This report provides transaction details of specific vendors.

1. Specify a date range

N

Choose Income or Expense transactions
3. Print All Vendors or check the box to select speci
ones.

Vendor Detail Report

® Income O Expense

If checked|ocatethe desired vendor in the search

bar then add each to the larger baith the add
box.
4. Indicate Totals Only, or Detsifor each

[ Print Selected Vendors Qnly (1)

Internal Revenue Service | Tl

Start date: |10/01/2017 #
End date: |10/31/2017 #

transaction.
B
(O Totals Only ® Details
Generate

Sample:

10/23/17 UAW LOCAL 4000

16:37:51 Vendor Expense Detail for 01/01/17 - 12/3117 Page : 1
Check Date Check Nbr Amount Purpose Reconciled

Vendor Name: Internal Revenue Service Vendor No: 6
0171212017 990164 1418.86 DECEMBER 941 TAX DEPOSIT Y
02/08/2017 990169 1323.45 Q1/2017 941 TAX DEPOSIT Y
02/17/2017 990170 271.64 940 EMPLOYERS ANNUAL UNEMPLOYMENT TAX Y
0371612017 990181 871.26 FEB 941 TAX DEPOSIT Y
04/13/2017 990194 2544 29 941 TAX DEPOSIT Y
05/11/2017 990204 135224 941 TAX DEPOSIT Y
06/08/2017 990208 389355 Y
Total : 11775.29

Revised 12/2020

80 RCS 86@27-8291



Committee Report

v~ The Committee Report option must be enable®ittings> All Settingsbefore any of
Q these tools will be availablen screen

Settings
" F . . -
L] Start Sereen = Financial Committee
¥ [yFinancial
|_] Account Groups - Enabled: 4
|_] Check Template Existing entries can be edited; changing a description will update its associated records.
) Deleting an entry will permanently remaove this detail from associated records - caution!
| City Taxes
| ') Deductions »add @
|| Employer Settings Description
| ] FICAMECA Setup 2017 Picnic
|_] Financial Committee 2017 Organizers
|_J FUTA/SUTA Setup 2017 Easter Parade
Sl Aacal Tavae

The Committee Report offers another level of ogjing forincome and expense beyond account
and fund. @mmittee descriptions let yotlagrelated activities and then report on them later.

1. Check theenabledbox to turn on the
feature.

2. Clickaddthen enter a description for Start date:
the code. Repeat as needed for End date:

Committee Report

multiples. Committee: (] 2017 Picnic [ All Committees
3. Choose theodein the split area of (12017 Organizers
related checks and receipts i8] 2017 Baster Parade
4. Finally, us the Committee Report Generate
compile resultdor one or more
committees
SUMMARY of Committees for: 01/01/17 - 12/31/17 UAW LOCAL 4000 Page: 1

Committee: 2017 Picnic

Date Receipt# To Whom Hours Amount Fund Acc Memo
04/30/2017 699715 Margaret Boyd null 30500 800 259 Ticket Sales
06/21/2017 699716 FRANK EICKHOLT 857.00 800 251 Raffle
2017 Picnic Income Total 1182.00
Date Check # To Whom Hours Amount Fund Acc Memo
08/15/2017 20318 Betty Clown service 80000 800 697
08/18/2017 20313 Terry Ellis 40.00 1401.68 800 300 this shows up on te check picn 2017
2017 Picnic Expense Total 2201.68

Revised 12/2020
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Financial Report Tab

TheFinancial tab holds the financial stateméwpe reports;they recapor detail the full financial

overview for the date rangselected.

Cash & Fund Summary Report (43)

Review monthly totals for income and expense, then compare the resulting balanice bank
statement balances to confirm the data is balanced each martiis report igshe key toquickly
confirmingthe books are balanced for the month, and each month along the way.

Financial Reports

Income & Expenses | Financial |  Tax

| Employee | w-2/w-3i1099 | Lm | 990 |

The top section
compares the calculated
balance against the final

) Financial Report
) Ledger Report
O Trustees Semi-Annual Audit Report

® Cash & Fund Summary Report (A-43)

Cash & Fund Summary Report (A-43)

Month: | September

|'|

Year: 2017

|'|

Generate

® All Funds O Individual Funds

balances of
the total cash assets. THgalance to Accounshould match thel otal Cash Assetsin

this example, they do up until April.

If these numbers daot match, the month is not yet in balance.

Form A-43
10/24/2017 09:54:51

UAW LOCAL 4000

Cash and Fund Summary

Report Date: SEP 2017

RECAPITULATION JAN FEB MAR APR
Total Cash Assets-Previous Month 177.046.81 170,205.59 187,083.73 173.181.06
Add-Net Income 28,734.56 26,771.69 33,245.08 29,789.98
Total 205,781.37 196,977.28 221,228 81 202,971.04
Less-Net Expenditures 35,575.78 5,003 55 48,047.75 34,308 38
Balance to Account 170,205.50 187,083.73 173,181.06 EE_{?EE}

Allocation of Assets
Balance per Bank Statement 21,078.36 38,409.80 25,400.05 20,157 .48
Less-Outstanding Checks 1.420.50 975.71 2.770.74 2.463 48
Actual Bank Balance 10,657.86 37.434.00 22,629.31 17.694.00
Cash On Hand 0.00 0.00 0.00 0.00
Other Assets:
CHASE CD #100077296566 100,453.94 100,453.94 100,453 94 100.453.94
CHASE SAVINGS #3325058656 50,003.79 50,005.70 50,007.81 50,000.72
Total Cash Assets 170,205.59 187,083.73 173,181.06 168,247.66 1
e
Report Cont'd

Revised 12/2020
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The lower section of the-A3 report shows thectivity of each fund for the same period. At the
very bottom the totals are repeated once more. The bottom totals should also match the pair
above. The bottom totals represent the Balance to Account split out between the funds.

Hereisa small sample stion of the bottomfund and totals areaf an A43 report.

Revised 12/2020

»

F
Si¢
e
i
1
JAN FEB MAR k
Women's Fund f
Bal - Prev. Month ]
2597 2597 2597 i
Add - Income v
0.00 0.00 0.00 £
Total i
2597 25.97 2597 §
Less - Expenses !
0.00 0.00 0.00 =
Bal - End of Month i
25497 25.97 2597 i
i
:
Total Funds

170,205.59 187,983.73 173,181.06
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Financial Report

The Finanial Report is the standard summary provided to the membership monthly.

1 Detailsincome and expensmtals for the periodselected.
1 Provides beginning batae, closing balances, and total cash askstsomparison.

Income & Expenses | Financial | Tax | Employee | w-2w-31099 [ M | 990 |

(O Cash & Fund Summary Report (A-43) Financial Report

® Financial Report

© Ledger Report Print Prev Year Comparison: U

O Trustees Semi-Annual Audit Report Print Income Percentage Statement: [ ]
Fund: [ All Funds
Committee: [+ Al
Start date: [[] custom Year:
End date: 2016

Generate

The report is most commonly run for one month, for all funds, but there are some additional

options:

1. Print Prev year ComparisayLists only income expense but includes the value for the
previous year along with the dollar and percent change since that period.

2. Print Income Percentage StatemenAlong with the account total dollar amounts, a
percentage of the total for each is alksted. Includes previous year comparison too.

3. Fundg Choose to show all activity, or that of just a single fund.

4. Committeec Choose to show
all activity, or just that from a
specified committee.

Revised 12/2020

Financial Report

Print Prev Year Comparison: =

Print Income Percentage Statement: [|

Fund:

A

[¥1 2017 Picnic

[] 2017 Organizers

[[] 2017 Easter Parade

01/01/2017

12317201

Committee:

Start date:

End date:

Generate
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[+ All Funds

[ custom Year:
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Sample Financial Report

104816 LIAW LOCAL 4000 Paga: 1 104816 AW LOCAL 4000 Paga: 2
124207 Combined Funds Financial Report D1 SANTT-Z1JANTY 20T Combined Funds Financial Report D1SANTT-31JANTY
Begiming Bafancs 177,045 81 S il 36,5757
e Total 170,205.59
Dues - Regular (Privatz Sector) 2631659
Dues - RESred Woress & §1.00 of $2.00 386,40 Baginning Batancs I77.042.81
Interest on Chase Savngs 218 Incoms 28,734.58
FafMe Procesds 1,205.00 Expences 35.575.78
Sales - Shis Sweatciothes eic. 32439 Diffsrencs LB
Transter Between Funds 0.oo Ealance 05055
Income Total 2B,734.56
- : FUND BALANCES
Los! Time [Ccrs) 3,559.41 Generl Furd 5 101,863.52
Lost Time (Omers) 1,241.87 Educ:ation Fund 5 621209
Waekiy/Monily Exp Aliowanes - Officers 210,00 Recreation Fund 5 31,3574
Severance (Ofcess) 7714 Teed Eppie Hunt Fund ¥ 274.00
Severance (Omers) 96.02 Ratired Members Fund 2075 5 3.287.49
Posiage Relmbursement 1430 Retined Workars Chapter Fund 5 18,264.05
Relmburse Recognifion/Senice Award 703 Mew Memioar Onientation Fund 5 4,185.02
Reimburse Supplies @5.57 Retiree Local 1331 Fund 5 1,379.61
Federal Taees 4379 Fishing WWith Heros e -
EE;A ‘?‘;:5; Building Fund 5 1964
o, T ms C2vil Rights Fund 5 0w
e — =T Vesaran's Fund 5 2,815.08
Fecerl Income Taxes (341) Forward 47886 WWomer's Fund ¥ e
FICA-Empiyes CASD and HI Forward 450,85 i o Al N 170.205.58
State Income Taees Forward 1,853.38
FICA Empioyer CASDI and HI {341) 459,95
Unempigyment Taxes Staa 2414
Door Prizes 2000
Intemet Sanvice (Access Feee) 2843 ALLOCATION OF ASSETS
Par Capia Tanes - Inamatonal 15,029.32 achual Bank Balance $ 13,657.85
Per Capita Taxes - CAP Counclis 806.39 Cash On Hand $ 0o
Per Capita Taxes - Afilates 2725
Per Capita Taxes- Ratired Workers 65% 1.57 CHASE CD#100077 295566 ¥ 100,453.54
Raffle and Fundraiser Costs 283,00 CHASE SAVINGS #3325058658 $ 50,093.79
RECOgniSon/Senice ANarTs 130.00
Refreshments- Caterers 25350 Total Cash Assets ' 170.205.58
Refreshments- Cofiee Donuts Food Soft Dk 57741 Endl of Regort
Renital of Bulldng/CMce 800,00
Resale li2ms - Shirts Sweat Clothes etc 1,331.00
Supplies - Ofice 32235
Techrical and Supgon Fees 5.396.67
Telephone 104.21
Trave-Direct Pd Aling Hotel Tr Agancy 1,674.30

When in balance:

Revised 12/2020
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CheckbookLedger Report

The checkbook ledgelists eachindividualexpense and income is noted in sequemadengwith a
running balance after each entry.

The user has a choice to see income entriemaisidual receipts, or like the bank statement,
instead show bank deposits.

This example uses receipts.

| Income & Expenses | Financial | Tax | Employee | w-2w-3/1000 | LM | 990 | Aux |

() Cash & Fund Summary Report (A-43)

O Financial Report

() General Ledger
® Checkbook Ledger

Ledger Report
Start Date: 10/01/2019
End Date: 10/31/2019

() Trustees Semi-Annual Audit Report

Ledger Report

Begining balance: 17704681

@® Receipts O Deposits

Generate

Report Period 0D1JAN2017 - 31JAN2017

Type Date Number Mame Memo Debit Credit Ending balance
Imcome 01/0442017 820851 Internaticnal Union Uaw #1881447 LU 2075 RET 34370 17730805
Imcome 010442017 Go0a52 Intermational Union Uaw #1681418 L.U. 1331 4270 177433.2
Imcome 01/0442017 Ge0G53 General Dynamics (1) REGULAR DUES §4.80 177408.0
Imcome 010442017 GoaG654 General Dynamics #4268407 (1) REG DUES BB.48 177586 4
Payable 01052017 20034 Cappie Sportswear & Sc SHIRTS FOR 1331.00 178255 4!
Payable 01052017 20033 Roberts Custom Softwar WEB BASE §75.00 175685804
Payable 01052017 20032 Wil INTERMET HOUSING 30.00 1758504
Payable 01052017 20031 TOMNY MALCOLM RETIREE DOOR PRIZE 10.00 1756404
Payable 01052017 20030 WILLIAM A. GREER RETIREE DOOR PRIZE 10.00 1756304
Payable 01052017 20029 Lee's Famous Recipe C REFESHMENTS FOR 235.00 1753054
Payable 0112017 20038 Region 2-B Uaw WALTER P. REUTHER 70.00 1753254
Payable 0112017 20039 Region 2-B Uaw DOUGLAS A. FRASER 50.00 1752654
Payable oM 12017 20040 Lock Sixteen P.0. Box 3 REFRESHMENTS FOR 24 .50 1752408
Payable oM 12017 20041 Time Wamer Cable 01012017 ~ 0173117 104.21 175136.7
Payrall 011142017 20037 Termy Ellis ASP, PIR. BANKING, 84665 1744001
Payroll 011142017 20038 Lori J Mizlo RETIREES MEETING 301.33 174188.8
Payroll 0141142017 20035 Keri Heald RETIREES MTG 15518 1740338
Joumal Entry o1 z2017 990164 Intermal Revenue Servic DECEMBER 941 TAX 1418.88 1726147
Joumal Entry 0122017 980157 EXPEDIA BOOKING FEE FOR 12.00 1728027
Joumal Entry 01242017 880155 EXPEDIA FLIGHT INSURANCE 111.00 1724017
Payable 01242017 20045 Region 2b Chio-Article 2 DECEMBER PER 80638 1718853
Payable 0122017 20044 Building Corporation DECEMBER PER a78.83 1707054
Payable oMMM22017 20043 Office Depot SUPPLIES FOR 2017 32235 170:383.0
Payable omM22017 20042 Chief Supermarkets Inc. REFRESHMENTS FOR 27472 1701082
Imcome omM22017 sieuelatati] General Dynamics #4260865 (1) REG DUES 130.87 170238.2
Imcome 0122017 Go0G55 Gregory Gebolys #3350 32438 1705636

Revised 12/2020
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Trustees SemiAnnual Audit

Manyof ourclients have periodictru&tS I dzRAGa G2 NBGASE GKS 0622117
UAW clients do this twice a year, following a specific process outlined in the guide for the duties of
the Financial Secretary.

This report in no way replaces the review processbwever, it is an official format that can be

printed, signedand submittedfor official use once the review is complete.

For other clients, the date range ~ Financial Reports

can be adjusted as needed and Income & Expenses | Financial | Tax | Employee | w-2w-31099 | v | 990
may still be a useful recap of the O cash & Fund Summary Report (A-43) Trustees Semi-Annual Audit Report
financial activity for the period. © Financial Report
O Ledger Report Year 2017 [ selected Date Range
® Trustees Semi-Annual Audit Report
(=) 1st half-year Start date: | 10/01/2017

M 2nd halfyear End date: |10/31/2017

FORM A-20 UAW TRUSTEES' SEMI-ANNUAL AUDIT REPORT Page: 1
UAW LOCAL 4000

1. Local Union 4000 Region 26 Period Ending  JUN 2017 S

2. Address 3667 1st Street City, State, Zip East Mcline OH 45804

Article 40, Section 12, of the Constitution provides that the Trustees shall audit, or cause to be audited by a Certified Public

Accountant selected by the Local's Executive Board, the books and financial affairs of their Local Union semi-annually on the UAW LOCAL 4000 Page: 2
forms approved by the Intemational Union. This semi-annual report shall be reported to the Local Union. A copy of the form must _ Repert Date JUN 2017

be forwarded to the Intemational Union Secretary-Treasurer (Auditing Depariment) and to the Local Unicn's Regional Director.

il For Total For  Total For
PERIOD: JANUARY 01 - JUNE 30 Government Forms Chechlist frter  Apdl  May.  June Quarer § Months
{A) Quarterly Tax Forms 1002 364 404 425 1192 2195
BECAPITULATION Annual:
- Unemployment Tax Forms 78302 2886632 3154424 3272554 0343610 17721042
3. Balance Previous Period (Total Cash Assets) 3§ 177,046 81 -LM 8382 o.oo 0.00 0.0o n.oo 8582
4. Total Income 5 191,039.99 - 990/ 990EZ 159.20 BETE 40215 383ps 117285 233275
5. Total 3 368,086.50 100 0.00 0.00 400 400 5.00
6. Less - Total Expenditures 5 204,707.94 18.00 000 0o 78.00 7800 8a.00
7. BALANCE TO ACCOUNT 5 163,378.86 L Ll e Lo L L
000 21000 0.00 000 21000 21000
) 820 101 177 0.00 3.88 D28
(8 (< 560.00 000 126000 000 1,260.00 3.820.00
= ceETS
FUND BALANCES . 000 000 318587 000 319597 3.105.97
: 3
General Fund 3 93,22097 Actual Bank Balance (Comm Acct) 5 61,742.92 200 0.00 0.00 487.00 257.00 257.00
Education Fund ¥ 4,974.24 Cash OnHand (Deposited )} 3 0.00 55435 000 0.00 000 000 12438
Recreation Fund 3 33,759.25 CHASE CD #100077296566 5 100,45394  gop 325,00 0.00 000 32500 225.00
Ted Epple Hunt Fund ] 274.00 CHASE SAVINGS #3325058658 5 000 o000 0.00 32000 0.00 32000 320,00
Retired Members Fund 2075 5 548969 TOTAL CASHASSETS kA 162 196.66 000 0.00 0.00 a2000 82000 820,00
Retired Workers Chapter Fund 5 14.205.39 000 000 50,101.48 000 5010148 50,0142
New Member Crientation Fund $ 4,210.02 feo oo noo oo 0O0 oo
) 0.00 0.00 -50,101.40 000 -50,101.48  -50.101.42
Retiree Local 1331 Fund 3 1,599.26

o ] 000 000 20240 000 20240 202.40
Eishing Wi Hisss 5 S 200 0.00 0.00 .00 0.00 2,00
Building Fund 3 109.64 0.00 0.00 000 31500 31500 21500
Civil Rights Fund 3 1,365.00 700.00 0.00 0.00 0.00 0.00 TO0.00
Veteran's Fund ¥ 3,757.13 75133 2078008 3731653 3518215 10228686 19103099
Women's Fund 3 2597 TAT24 2046307 3731410 3432515 101,10232  189,840.58

TOTAL OF ALL FUNDS 5 163,378.86 i
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87 RCS 86827-8291



Tax Report Tab

The software provideseveralworksheets, forms, andxports to meetemployer obligations. RCS
regularly addto the tools available here based on user requirements.

Please remember that state and federal withholding tables and the fica/meca rates are maintained
by RCSNG administrators. FUTA and Sbk€A are managed by the users in Settings.

940-941 Worksheet (Wageand Tax Report)

The Wage and Tax Report is the best friend of the employer!
This report is key for making regular tax payments and completing tax forms.

Financial Reports

Income & Expenses | Financial | Tax | Employee | w-2w-3/1099 [ LM [ 990 |
(=) 940-941 Worksheet (Wage and Tax Report) 940-941 Worksheet (Wage and Tax Report)
O Form 941: Employer's Quarterly Federal Tax Return
i . Year 2017
) Review Previous Federal 941 Payments ] Schedule B
(® Quarter 1: January, February, March
() Form 840: Employer's Annual Federal Unemployment (FUTA) [] Selected Date Range

(O Quarter 2: April, May, June
() Quarterly State Wage Report

O Employee Payroll Tax Report

(O Quarter 3: July, August, September Start date: | 10/01/201

(O Quarter 4: October, November, December End date: |[10/31/2017

O Full Year

Generate

This report includes severahportant areador the date range selected

1. Recapof Gross Wagepaid, the amount withheld, and taxes due

2. Break out of the federal payment for the period, by account and f@iReying your federal
withholding with the correct account number important for gurate LM reporting.)

3. QTD Summarg reference this area for filling in the quarterly Federal 941 Form. Line
numbers are provided to match the form.
*Notice for those needing a 941 Schedule B, this is also available. Remember, Schedule B
reports liability based on wage payments, NOT what was actieelsarded to the IRS
(Hopefully they will be the same amount!)

4. FUTA; line number are provided fohe annual Federal 940 Form. For large employers who
may need to pay during the year, this will calculate periodic payments too.

5. State Unemployment Calculate state unemployent paynents

6. Any City and Local taxes

Revised 12/2020
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All employers complete IRS Form 941, regardless of how often they are required to forward their
payments. In addition to the Wage and Tax Report details above, we have taken this job a step
farther by recreating the actual PDF form and-filkeng as much of the data as possible.

Please refer to irs.gov for complete 941 instructions.

To use the prdilled Form941:

1. Generate the form
2. Save the form to your pdWe recommend creating a folder in youn@iments or desktop
for 941 worksheets and formS&tore these types of filabhere with uniqgue namesy date.
3. After savingreview and complete the form.
a. Most notably, from line 13, the remainder of the first page will be blank and must be
completed by the user.
b. Part 2 #16 must be completed
4. If necessarySchedule B can also be printed.
5. Print, Sign, Mail!

Where you file depends on whether you include a payment with Form 941.

With a
Without a payment..

Ifyou'rein... payment...
Connecticut New Jersey Department  Internal
Delaware New York of the Revenue
District of Columbia North Carolina Treasury Service
Florida Ohio Internal P.O. Box
Georgia Pennsylvania Revenue 804522
Illinois Rhode Island Service Cincinnati,
Indiana South Carolina Cincinnati, OH
Kentucky Tennessee OH 45280-4522
Maine Vermont 45999-0005
Maryland Virginia
Massachusetts West Virginia
Michigan Wisconsin
MNew Hampshire
Alabama Missouri Department  Internal
Alaska Montana of the Revenue
Arizona Mebraska Treasury Service
Arkansas Nevada Internal P.O. Box
California Mew Mexico Revenue 37941
Colorado Morth Dakota Service Hartford, CT
Hawaii Oklahoma Ogden, UT 06176-7941
Idaho Oregon 84201-0005
lowa South Dakota
Kansas Texas
Louisiana Utah
Minnesota Washington
Mississippi Wyoming

Revised 12/2020
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Review Previous Federal 941 Payments
In the process of Form 941, line 13 asks how much has been paid for the period in question. This
tool can help research what payments were made withttimee accounts use for this purpose.

1 Remember that the payments are commonly made a bit late when entering the date range.

1 Also watch out for payments that may have been during that time frame but meant to apply
to another period.

Review Previous Federal 941 Payments
This example, if seehing for paynents
made for the first quarter: it would be

important to omit the 1/12 payment or Start date-
rerun starting after 1/12. : —

use this option to review checks ssued Using accounts 383, 3584, 402

Generate
Federal 941 Payments Review UAW LOCAL 4000
10/24/2017 Report Period  01JAN2017-15APR2017 Page: 1
EXPENSES
Expense: 383 Federal Income Taxes (941) Forward
Date Check # To Whom Amount Fund Memeo
0 0 000164 A A HER Py 045 v -G A
02/08/2017 990169 Internal Revenue Servic 43979 800 Q1/2017 941 TAX DEPOSIT
03/16/2017 990181 Internal Revenue Servic 331.24 800 FEB 941 TAX DEPOSIT
04/13/2017 990194 Internal Revenue Servic 1017.83 800 941 March Tax Depaosit
Expense: 383 Federal Income Taxes (941) Forwa —2287. 82 Account TOTAL
EXPENSES
Expense: 384 FICA-Employee OASDI and HI Forward
Date Check # To Whom Amount Fund Memo
D4H22047 —990164—Interral Revenue Servie 469-95—860 DECEMBER 94+ TAX DEPOSIT
02/08/2017 990169 Internal Revenue Servic 441.83 800 Q1/2017 941 TAX DEPOSIT
03/16/2017 990181 Internal Revenue Servic 270.01 800 FEB 941 TAX DEPOSIT
04/13/2017 990194 Internal Revenue Servic 763.23 800 941 March Tax Depasit
Expense: 384 FICA-Employee OASDI and HI For ~1945:02 Account TOTAL
EXPENSES
Expense: 402 FICA Employer OASDI and HI (941)

Date Check # To Whom Amount Fund Memo

Qa0 164 N D 0

02/08/2017 990169 Internal Revenue Servic 441.83 800 Q1/2017 941 TAX DEPOSIT

03/16/2017 990181 Internal Revenue Servic 270.01 800 FEB 941 TAX DEPOSIT
04/13/2017 990194 Internal Revenue Servic 763.23 800 941 March Tax Deposit
Expense: 402 FICA Employer OASDI and HI (941) +945.02 - Accoumt TOTAL—

616786 TOTAL

Revised 12/2020
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Form 940s also referenced on the Wage and Tax Report. This optionsajlou to create and

complete the form with some prélled data.Please refer to irs.gov for complete 940 instructions.

To use the prdilled Form 940:

1.
2.

Generate the form
Save the form to your pdVe recommend creating a folder in your documents or degkto
for these reports and storing them all there with unique names by date.
After savingreview and complete the form.
a. Beware of line 14is your state a credit reduction state? Schedule A might apply
b. Complete Part 4, Part 5 if applicable, payment vouchapplicable
Print, Sign, Mail!

Revised 12/2020

91 RCS 86@27-8291

Ui /



- 940 for 2016: Hﬂﬁ“ Annual Federal Unemployment (FUTA) Tax Return
rirvant of S Tomsoary — inlersl R Saeios

s 1 | e N v e e

| letinzn, CIANY LOMCAL 4000
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sty | 3557 Tt Stvuct
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B
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Quarterly State Wage Report

The Quarterly State Wage Report is commonly used to provide withholding information to the
state revenue department.

Several states now will accept this in the form of an uploatedrom the softwareg as shown
KSNBE gAU0K GKS G/ NBFGS | CAtSéE 2LIA2y w/ {
When submitting this information to the state, the SS will be required on the report/in the file.

Income & Expenses | Financial [ Tax | Employee | w-2we3/1099 | v | 990 |

() 940-941 Worksheet (Wage and Tax Report) Quartery State Wage Report
) Form 941: Employer's Quarterly Federal Tax Return
O Review Previous Federal 941 Payments Print YTD Gross Wages and State Taxes: [/

- File Layout:
() Form 940: Employer's Annual Federal Unemployment (FUTA)

_ Start date: 05/01/2017
(*) Quarterly State Wage Report
) Employee Payroll Tax Report End date: 05/31/2017

Print: () Entire 88
O Last 4 digits
® No SS

Generate Report Create a File

EmployeePayroll Tax Report

The Employee Payroll Tax report can be run for one or all employees.

LG 2FFSNB F ONARST NBOIFLI F2N G§KS foryhe pedoll R dz ¢
UAW LOCAL 4000 Page: 1
10/24/2017 13:21:36 Employee Payroll Tax Report Report Period: ~ 01/01/2017 -01/31/2017
----------- WAGES----------  —oomimmi e - TAXES - - - oo e
Name Taxable Federal FUTA Federal FI1CA City Local
Soc Sec No  Clock Nontaxable FICA SUTA State MECA
Ma 276.23 276.23 276.23 0.00 17.13
n 0.00 276.23 276.23 2.360H 401
YTD Employee Totals 276.23 276.23 276.23 0.00 17.13
0.00 276.23 276.23 2.360H 401
e 286.67 286.67 286.67 0.00 1777
2. 0.00 286.67 286.67 2.870H 4.16
YTD Employee Totals 286.67 286.67 286.67 0.00 17.77
0.00 286.67 286.67 2.870H 416
Lori 903.99 903.99 90399 4059 56.04
58 E 0.00 903.99 903.99 12.430H 13.11
YTD Employee Totals 903.99 903.99 90399 4059 56.04
0.00 903.99 903.99 12.430H 13.11

Revised 12/2020
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Employee Tab Reports

Detail Summary of Employee Wages by Week

Slect a date range, one or all employees, and SSN or no. Results include:

1 Each employee shown with all wage check details

i Totals Income & Expenses | Financial | Tax | Employee | w-2/w-3/1099 | LM | 990 |

(®) Detail Report of Employee Wages by Week Detail Report of Employee Wages by Week
) summary of Employee Wages by Month/Year

O Employee Deduction Detail Report Start date: | 01/01/2017 #
O Lost Time Report End date: |01/31/2017 #*

O Monthly Wage & Tax Report Print: ® Entire 35
(O New Hire Report O Last 4 digits
(O Pension Credit Report O No ss8
O Paid Time Off Report Keri Heald 3 0 A
Print Employee With Zero Wages?
Generate

Revised 12/2020
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10/24/2017 13:27:22 Employee Detail Report Report Period 01JAN2017 - 31JAN2017 F
e EARNINGS s oo TAXES - e DEDUCTIONS -——
Year
2017  Check No Wages Tx Diem By Laws Federal FI1CA. Dues
Hours 0Oth Rmb Ntx Diem Expenses State M.E.C.A.
City Local 1 Local 2 Local 3
Function Cat Hrs: Rep Pol Cont Gen Adm
SS Number: S, Name: Keri Heald
11Jan 20035 145.04 0.00 10.15 0.00 9.62 0.00
457 0.00 0.00 0.00 123 225
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 4.50
18Jan 20046 80.57 0.00 564 0.00 535 0.00
257 0.00 0.00 0.00 0.48 1.25
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 2.50
25Jan 20060 106.36 0.00 745 0.00 7.06 0.00
337 0.00 0.00 0.00 0.73 1.65
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 330
3Jan 20074 0.00 0.00 210.00 4.40 13.02 0.00
21.00 0.00 0.00 0.00 200 3.05
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
3Jan 20073 27396 0.00 19.18 1271 1817 0.00
857 0.00 0.00 0.00 a7 425
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
January 605.93 0.00 25242 17.11 5322 0.00
TOTAL 40.08 0.00 0.00 0.00 8.31 1245
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 10.30
GRAND 605.93 0.00 25242 17.11 53.22 0.00
TOTALS 40.08 0.00 0.00 0.00 831 1245
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 10.30
Revised 12/2020
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Summary of Employee Wages by Month/Year

Select a date range, one or all employess SSNorn®@ I OK SYLJX 28S5SQa Y2y idKf

1 Wage payments (taxable and otherwise)
1 Hours
M Taxes and other deductions
i Allowance Time used
10/24/2017 14:38:59 PAGE 27
R e Keri . Heald
e EARNINGS ——-  —eeeeeemeememm TAXES DEDUCTIONS e
Maonth Wages Tx Diem Federal F.lC.A. Local 1 Dues
Hours Mtz Diem  State M.E.C.A. Local 2
By Laws Oth Rmb City Local 3
YVac Time Sick Time Prsnl Time Misc Time
January fi05.03 000 171 53.22 0.0 0.00
40.08 0.00 e | 12.45 0.00
252 42 0.00 0.00 0.00
0.00 0.00 0.00 0.00
February B54.10 0.00 4430 50,66 0.0 0.00
28.71 0.00 14.18 13.25 0.00
50.7TR 0.00 0.00 0.00
0.00 0.00 0.00 0.00
March D34 68 0.00 28,82 74.30 0.0 0.00
40 35 0.00 1251 1740 0.00
20542 1521 0.00 0.00
0.00 0.00 0.00 0.00
15T Quarier 2204 71 0.00 90.32 184.27 0.0 0.00
1168.14 0.00 35.00 4310 0.00
57762 1521 0.00 0.00
0.00 0.00 0.00 0.00
gp ril 1,882.15 0.00 197 62 154 43 0.00 0.00
g9a.7e 250.00 5567 3g.12 0.00
508.74 101.64 0.00 0.00
0.00 0.00 0.00 0.00
Mﬁ:v' 1.017.7B 0.00 4305 a41.16 0.00 0.00
53.TH 0.00 18.53 18.88 0.00
291.25 108.00 0.00 0.00
0.00 0.00 0.00 0.00
June 35542 0.o0 440 38.60 0.00 0.00
3228 0.00 440 a.56 0.00
234 BB 0.00 0.00 0.00
0.00 0.00 0.00 0.00
MDD Quarter 3355.35 0.00 25087 27218 0.00 0.00
184 B4 250.00 78.60 83.66 0.00
103467 209.64 0.00 0.00
Revised 12/2020
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Employee Deduction Detail Report

The Employee Deductidbetail Report is primarily use do pay and report +iar related
deduction, such as child support, dues, 401K. It can be run for any date range to determine what
has been withheld so that the appropriate amount can be forwarded.

Income & Expenses | Financial | Tax [ Employee | w-2aw-3/1099 [ Lm | 990
() Detail Report of Employee Wages by Week Employee Deduction Detail Report
(O Summary of Employee Wages by Month/Year
® Employee Deduction Detail Report Start date: #
O Lost Time Report End date: #
O Menthly Wage & Tax Report Print: (® Entire SS O Last 4 digits O No SS
' New Hire Report % Dues: City Taxes: Local Taxes: Extra Deductions:
O Pension Credit Report O CNYC [ school [ child Support
) Paid Time Off Report [ xmas

[ 401K

[] Garnishment

If multiple deduction types are selected, a separate sheet for each will be generated.

10/24/2017 15:42:10 UAW LOCAL 4000 Page: 1
EMPLOYEE Payroll Deductions For: 401K Report Period: 01SEP2017-30SEP2017
S5 NBR Name Check # Date Current SUB TOT YTD
291-78-9663 Chad J. Aregood 20477 09/08/2017 141.61
291-78-9663 Chad J. Aregood 20478 09/22/2017 141.61
SUB TOTALS: 283.22 28322
123-45-6789  Jane J. Calamity
SUB TOTALS: 0.00 480.00
Grand Totals For: 401K 28322 763.22

Revised 12/2020
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Lost Time Report

The lost time is that and more! Because it can be
customized several way# is one of the most flexible

reporting tools.

Choose:

Report format

To irclude individual check details or not
All or one employee

All or one unit

A date range

Which type of wages should be included

o gk wnNPE

Review the following sample to see the different
formats and options available.

Revised 12/2020
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Lost Time Report

® Print by Account within a Date Range
0 Print by Pay Ending Date

0 Print All Employee

() Print One Employee

(0 Calculate Bonus Amount

Print Check Details [
Unit [ Al

Start date: 10/01/2017
End date: 105312017

Select YTD ] wages, Overtime

[»]

L] wages, Regular

[ Lost Time, Overtime
[ Lost Time, Regular
[1Bv Laws

[«]
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Lost Time Report By Account within e&Date Rangdno check details)

10/24/2017 15:43:08 UAW LOCAL 4000 Page 1
Lost-Time Report for All units: 01SEP2017-30SEP2017
Pay Ending Date Name Account Hours Lost-Time Amt
10/24/2017 Chad J Aregood 300-Wages (Officers) 80.00 2832.16
314-Lost Time (Officers) 21.00 743.45
356-Severance (Officers) 0.14 52.04
09/24/2017 Henry Bertog 314-Lost Time (Officers) 19.40 629 14
321-Weekly/Monthly Exp 15.00 150.00
356-Severance (Officers) 0.28 4404
09/24/2017 Mark Jutte 317-Lost Time (Others) 4.00 134.41
359-Severance (Others) 0.07 941
Lost Time Report By Account within a Date Rand®ith check details)
10/24/2017 15:44:21 UAW LOCAL 4000 Page 1
Lost-Time Report for All units: 01SEP2017-30SEP2017
Chad J Aregood
300 - Wages (Officers) Hours: 80.00 Gross: 2,832.16
20477 Date: 09/08/2017 PE: 1072472017 40.00 1,416.08
20478 Date: 09/22/2017 PE: 10/24/2017 40.00 1,416.08
314 - Lost Time (Officers) Hours: 21.00 Gross: 743.45
20372 Date: 09/13/2017 PE: 09/10/2017 18.00 637 24
RETIREE MTG, PICNIC PREP
20398 Date: 09/28/2017 PE: 09/24/2017 3.00 106.21
OFF SHIFT UNION MTGS AT UNION HALL
356 - Severance (Officers) Hours: 0.14 Gross: 52.04
20372 Date: 09/13/2017 PE: 09/10/2017 0.07 44 61
RETIREE MTG, PICNIC PREP
20398 Date: 09/28/2017 PE: 09/24/2017 0.07 7.43
OFF SHIFT UNION MTGS AT UNION HALL
Byron G Artrip
317 - Lost Time (Others) Hours: 40.00 Gross: 1,401.60
20362 Date: 09/07/2017 PE: 09/03/2017 40.00 1,401.60
Standing comm. training Black Lake
356 - Severance (Officers) Hours: 0.07 Gross: 98.11
20362 Date: 09/07/2017 PE: 09/03/2017 0.07 98.11

Standing comm. training Black Lake

Revised 12/2020
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Lost Time Report By Pay Ending Date

10/24/2017 15:45:05 UAW LOCAL 4000 Page 1
Lost-Time Repaort for All units: 01SEP2017-30SEP2017

Pay Ending Date Name Account Hours Lost-Time Amt
09/03/2017 Charles L Couch 314-Lost Time (Officers) 16.00 560.67
356-Severance (Officers) 0.07 39.25
09/03/2017 Lisa A Cage 317-Lost Time (Others) 60.00 1392.60
359-Severance (Others) 0.07 97.48
09/03/2017 Maurice L Shelby 317-Lost Time (Others) 60.00 2016.12
359-Severance (Others) 0.07 14113
09/03/2017 Byron G Artrip 317-Lost Time (Others) 40.00 1401.60
356-Severance (Officers) 0.07 98.11
09/03/2017 Henry Bertog 314-Lost Time (Officers) 4.00 129.72
J56-Severance (Officers) 0.07 9.08
Total 180.35 588576
091072017 Carol R Elliott 317-Lost Time (Others) 8.00 280.34
359-Severance (Others) 0.07 19.62
09/10/2017 Chad J Aregood 314-Lost Time (Officers) 18.00 637.24
356-Severance (Officers) 0.07 44 61
09/10/2017 Charles L Couch 314-Lost Time (Officers) 16.00 560.67
356-Severance (Officers) 0.07 39.25
09/10/2017 Britton D Munson 314-Lost Time (Officers) 18.00 587.88
356-Severance (Officers) 0.07 4115

Revised 12/2020
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Lost Time Report Print All Employee (no check details)

10/24/2017 15:46:17 UAW LOCAL 4000 Page
Lost-Time Report for All units: 015EP2017-30SEP2017

Name Purpose Hours Lost-Time Amt
Chad J Aregood 101.14 3627 .65
Henry Bertog OFF SHIFT UNION MTGS AT 34 .68 823.18
Mark Jutte OFF SHIFT UNION MTGS AT 4.07 143.82
Charles L Couch AlP, PIR, BANKING, 64.28 2399.68
Britton D Munson OFF SHIFT UNION MTGS AT 26.14 908.60
ROBERT D LEIBER 2017 PICNIC PREP 8.07 299 96
Jennifer R Thomas 2017 PICNIC PREP 8.0v 284.06
Maurice L Shelby 2017 PICNIC PREP 68.14 2444 89
Harry G Williams 2017 PICNIC PREP 8.07 27760
Carol R Elliott 2017 PICNIC PREP 8.07 29996
Lisa A Cage Standing comm. training Black 60.07 1490.08
Byron G Artrip Standing comm. training Black 40.07 149971

Grand Total 430.87 14499.19

Lost Time Report Print All Employees (witltheck details)

10/24/2017 15:47:10 UAW LOCAL 4000 Page 1
Lost-Time Repaort for All units: 01SEP2017-30SEP2017

Name Purpose Hours Lost-Time Amt
Chad J Aregood 101.14 3627.65
20372 RETIREE MTG, PICNIC PREP 18.07 681.85
20398 OFF SHIFT UNION MTGS AT UNION 307 11364
HALL
20477 40.00 1416.08
20478 40.00 1416.08
Henry Bertog 34 68 823.18
20360 meetings at the hall 407 138.80
20371 RETIREE MTG/ PICNIC PREP 7.07 242 90
20389 PAYROLL / BUILDING CORP. AT UNION 547 187.38
HALL
20390 PRESIDENT EXPENCE 15 DAYS IN 15.00 150.00
SEPT
20397 OFF SHIFT UNION MTGS AT UNION 307 104.10
HAI

Revised 12/2020
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10/24/2017 15:49:28

Lost Time Report Print One Employe¢no check details)

UAW LOCAL 4000
Lost-Time Report for All units: 01SEP2017-30SEP2017

Page 1

Name

Purpose

Chad J Aregood

Grand Total

10/24/2017 15:50:42

Hours Lost-Time Amt
101.14 3627.65
101.14 3627.65

Lost Time Report Print One Employee (with check details)

UAW LOCAL 4000

Lost-Time Report for All units: 01SEP2017-30SEP2017

Page 1

Name

Purpose

Chad J Aregood

Grand Total

Revised 12/2020

20372
20398

20477
20478

RETIREE MTG, PICNIC PREP
OFF SHIFT UNION MTGS AT UNION

HALL

102

Hours Lost-Time Amt

101.14 3627.65
18.07 681.85
3o7 113.64
40.00 1416.08
40.00 1416.08

101.14 3627.65
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Lost Time Reporg Calculate Bonus Amount

Calculating bonus time/pay that employees Lost Time Report
might have missed out awhile on union
business used to be a tir@nsuming project. © Print by Account within a Date Range

() Print by Pay Ending Date

This report allows a date range that spans t ¢, pyint Al Employee

calendar years, select exactly the types of  © print one Employee
accounts to include, then indicate the bonus & calculate Bonus Amount %ofpayor |5
to calculate. The report can find the past pay o All Employee Seniority Dates
andcalculate how much the employee is due i & Al
Select YTD [ wages, Overtime [4]
In this example, the period to review was Se ¥ wages, Regular
2016-Sept2017. All wags and Lost Time ¥ Lost Time, Overtime
hours were eligibleand the hours were M Lost Time, Regular | |
multiplied by $5 to find the bonus amount ['1Bv Laws A
owed. Generate
10/24/2017 16:01:08 Page 1
Bonus Calculation Report for All units: 01SEP2016-31AUG2017
Name Account Hours Amount $5.00 per hour
Chad J Aregood 314 Lost Time (Officers) 167.00 5881.10 835.00
12/07/2004 Total 167.00 5881.10 835.00
Henry Bertog 314 Lost Time (Officers) 273.30 881250 1366.50
Total 273.30 8812.50 1366.50
Jeffrey S Bingman 317 Lost Time (Others) 37.00 1240.57 185.00
08/22/2005 Total 37.00 1240.57 185.00
Tim Bowen 317 Lost Time (Others) 51.50 1817.03 25750
Total 51.50 1817.03 257.50
Lisa A Cage 317 Lost Time (Others) 2.00 46.18 10.00
10/03/2007 Total 2.00 46.18 10.00

Revised 12/2020
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Monthly Wage & Tax Report

Table reflecting the wages and taxes withheld for each month, and each quarter.

1072472017 16:05:27 Monthly Wage and Tax TOTALS

Month Wages WH. ELCA MECA, State City Tax Local
January 577534 43979 358.07 8376 102.05 OH 0.00 0.00
February 352970 3324 218.83 51.18 70.62 OH 0.00 0.00
March 9977.11 1017.83 618.55 144.68 22543 OH 0.00 0.00
1st Quarter 18282 15 178586 1195.45 279.62 35810 0.00 0.00
April 550249 510.36 3114 79.80 115.82 OH 0.00 0.00
May 15306.93 1651.55 949.01 221.99 344 60 OH 0.00 0.00
June 4675.99 43858 289.92 67.81 87.83 OH 0.00 0.00
2nd Quarter 25485 41 2600.49 1580.07 369.60 54825 0.00 0.00
July 5639.61 500.57 34967 8177 7319 OH 192 0.58

G020 NY
August 6814 34 680 65 422 50 9382 143.81 OH 0.00 0.00
September 14499 .19 1520.02 89897 210.26 361.08 OH 0.00 0.00
3rd Quarter 2695314 270124 1671.14 390.85 668.28 142 058
Oclober 15062 11 1749.75 933.82 218.41 403.23 OH 0.00 0.00
16.95 NY

November 0.00 0.00 0.00 0.00 0.00 0.00 0.00
December 0.00 0.00 0.00 0.00 0.00 0.00 0.00
4th Quarter 15062 .11 1749.75 933.82 218.41 42018 0.00 0.00

Total Year 86782.81 8840.34 5380.48 1258.48 2034.81 1.92 0.58

New Hire Report

The New Hire Report is often requested from the state, it is used as a tool to help them locate
those who owe child support but are not paying. The fil@imatted to be uploaded to the

systent it isnot formatted to be legible for users. While its purpose is to keep the state aware of
any new hires, generally anyone paid in the period will be included.

Revised 12/2020
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Paid Time Off Report

If employeeallowances for paid time off are being used,
this report is a summary of the balances. The details
option will include a list of any of the checks that were

included in the calculations for review.

The example shown is a client using caleruksed
allowances, but seniorifpased calendar is also an optior

in Settings.

2A0K OKSO1l

A

RSGFAT &X

Date:

Employee:

Paid Time Off Report

10/01/2017

[+ All

Print Details:

Generate

10/24/2017 16:17:46 Paid Time Off Report for 010¢t2017 Page: 1
Employee Time Type Allowance Used Balance
Calamity Jane J Vacation 120.00 40.00 80.00
Sick 80.00 16.00 64.00
2 A0 K2dzi OKSO1 RSGIAf ax
10/24/2017 16:18:08 Paid Time Off Report for 010¢ct2017 Page: 1
Employee Time Type Allowance Used Balance
Calamity Jane J Vacation 120.00 40.00 80.00
Sick 80.00 16.00 64.00
Check Date Pay Hours Account Memo
Vacation 20480 06/23/2017 1,500.00 40.00 341 - Vacation Wacation 6-19 week
Sick 20479 10/01/2017 300.00 800  355-Sick Pay Out Sick 9/30/17
20470 0711172017 300.00 800  355-Sick Pay Sick Pay 7/8

Revised 12/2020
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W-2/W -3/1099 Report Tab

RCSNG makdsese important formsa breeze No preprinted W-2s nor 1099s to buyust print

right onplain paper. Red forms but no color printer? No worries, our black and white copies are
approved by SSA as well.

Some clients do choose to order window envelopes designed for the address to peek through,
particularly if they have a large number to maitefnatively, the Print Address button offers the
choice of printingdbels or right on #10 envelopes.

Income & Expenses ] Financial ] Tax l Employee ] W-2/W-3/1099 I L ] 990 ]

(=) W-2 & W-3 forms W-2 & W-3 forms

O w-26

11099 & 1096 Year: | 2016 j o Generate Print Address
Report Type Copy Template
= Al W-2 (4 employees) Employee Copies (B,C,2,2) 3 2-Up (2 forms per page, 2 pages per Emploﬂ
O Selected Employees (0) [ Print Instructions

O W-2 Employee Instructions
O Form W-3 Transmittal of Wages and Tax Statements
(O Create an electronic file (EFW2 format) to submit Copy A and W-3 to the Social Security Office

The Employee Insfructions mustbe printed and provided to employees with Form W-2.
Mailing the employee W-2 Forms:
Office supply stores offer compatible W-2 window envelopes to fit these official documents.
Altematively, the "PrintAddress” button offers two additional options:
1) Print the W-2 recipientaddress information directly on to No. 10 envelopes.
When prinfing in Adobe, be sure to check "Choose paper source by PDF page size."
2) Print the W-2 recipientaddress information on mailing labels for use with any envelope.

Read more aboutW-2 and W-3 at  http:/'www.irs.gov/publirs-pdffiw2w3.pdf

W-2 & W-3 Forms

1. From the top menu bar, choose Reports, then select th2/W-3/1099 tab.

2. Indicate the Year required.

3. Select whether you are printing\ll W-2"s or specific "Selected Employees".
4. Indicate which copy to be printed:

9YLX 28SS / 2NN t6 ampldyeds. (cheRrit Instructions)

9 Y LJ 2 & BKekpwith thi®local records.

9 Y LJ 2 & 5wl to Ratelecounty, lockdepartments as needed.

w / 2 LJeE Mail toaBSAR unless electronically filed. (Color printer required!)
w / 2 LJe @Mailto 8$AQUhless electronically filed.

egee

5. Select which Template:

1 2-Up (2 forms per page) for half sheet forms
1 4-Up (4 forms pepage) for quarter sheet forms

6. Click on Generate button. The forms will be created in a .PDF file. Depending on your browser
and preferences, you can open it and/or save it. We recommend you use Adobe Reader for best
results.

7. Print the fileBe sure to select "Actual Size" ratherah "Fit" for proper alignment.

Revised 12/2020
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Notes about mailing your employee copies:

w 9YLIX 28SNB NS NXBI dzA NBR (-2 forinSsgriRto amplayedsi2fetkh 2 v &
the "Print Instructions” box when printing A8s. Itisalso possible to select "\® Employee
Instructions” and print as many copies as needed later from the print window.

w | I f TF-2&ikddvbdenvebpes for-2p forms can be purchased at office supply stores.

w CKS ¥Sydz 2FFSNB | dat NAYy(d ! RRNSDremployedzi G2y & | 2
addresses directly on No. 10 style envelopes for th2 @nployees.

Social Security Forms/Filing

Social Security Administration forms can be printed in red or black & wbiteven better yet,
they can be filed electronically insteg@etailed steps on electronic filing to follow.)

To printCopy A (Red) you must have a color printer that can print red color.
Otherwise, select Copy A (Black). The black and white version is approved for official use by the
Social Security office.

If you decide to mail the W2 Copy A forms to Social Security Office then you MUST also print the
Form W3. Select WB Transmittal of Wages and Tax Statements and select Template Red (if you
have a color printer) or Black.

To file W3 and SSA Copies eleanically:
Step 1- Register with SSA Business Services Online on their website

To register, go thittp://www.ssa.gov/bso/bsowelcome.htm
Click on "Register" to obtain a User ID and password. The password expires after 90 days.

Step 2¢ In RCSNG, create an electronic file

1. In RCSNG, select: "Create an electronic file (EFW2 format) to submit Copy ABdadh&/
Social Security Office".

2. Enter User ID from step 1 and select "Generate".

The file will be created and you will be prompted to save it to your desired location. (Be sure to
take note of the location so you can find it for Steps 3 & 4).

The file is named W2REPRTC.txt. Adteating the file, the user can log in to SSA website or use
Accuwage to test the file and load to SSA website.

Step 3¢ Verify the file is valid using Accuwage
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Validate the file before uploading to SSA by testing it with the Accuwage application.

Download Accuwage from the link below; there is also a link from the SSA upload page. Accuwage
requires Java; you will bedirected to a Java installer if it is ndteady present on the computer.
http://www.ssa.gov/employer/accuwage/index.html

After installing the application:

1. On the right side of screepclick on W_2 (Regulars).
2. Click on StaTesting.
3. Browse to file created in Step 2 (W2REPRTC.TXT).

There should only be 1 alert on the screen pertaining to the EIN number. This is OK.

Step 4-Upload file to Social Security Administration

Log into SSA system. Same link as alioye//www.ssa.gov/bso/bsowelcome.htm

1. Click on Log in.

2. Enter User ID and password. Make sure you check the agree to terms box.

3. Click on Report Wages to Social Security Administration.

4. Click on | Accept.

5. Click on Upload Formatted Wage File. a. Click on Submit/Resubmit a Formatted Wage.

W-2G

The software can generaggartially prefilled W-2G.Simply select the vendor to generate the form.
Save it to your computer, then complete the form.

Those cliets conducting gaming should review the regulations and requirements.

https://www.irs.gov/formspubs/aboutform-w2g for more details about \A2G

https://www.irs.gov/publ/irs-pdf/p3079.pdf for more information on norprofits and gaming
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1099 & 1096
1099 forms are required for vendors who are BOTH:

T
)l

Paid over $600 in a year

Not incorporated or lawyers or arbitrators

We most commonly sedis used for small sideusiness type vendors like lawn care, snow
removal, bakersand the like.

Vendor Information

Vendor No: 1 * Tax ID/SS#: 84-4621749 Phone: (309 )- 755 - 978
Name1: RCS Union Software * Business Type: Software Notes:
Name2: Attn: Tony 1099: 1099-NEC LN i ] 1

(Type of Pay| Attention: The IRS has changed requirements for reporting nonemployee
compensation for year ending 2020. There is a new form 1099-NEC. The
1099-NEC replaces 70% of amounts reported on previous 1099-MISC forms.

Address [ Defaults [ Activity ' 1099-Rents - continue to use for Rents

1099-MISC - continue to use for prizes and gifts.
1099-NEC - all other nenemployee compensation including services

Payable MEMO Financial Software Support and Maintenance (including parts and materials) and attorney fees.

Like

W2s, the forms are created by the software on your plain paper.

The vendor screen must have thgpe of 109 indicatedfor the vendor to bencluded in 1099s

To create the form, simply select the year, the vendor or all vendors, Bererate

The forms can be mailed in the standard 1099 envelopes sold at office stores. Alternatively, the
Print Addressutton allows you to create labels addresses for these same vendors.

Income & Expenses | Financial | Tax | Employee [ W-2-3/1089 | v | 990 |

C W-2 & W-3 forms 1099 & 1096

O W-2G
~ Year 2016 | 1099s can be generated for vendors that have the 1099 indicator fliagged in Vendor Information.
(») 1099 & 1096 - j Both the Tax1D/$ 8# and 1099 fields are required.

Report Type

(® 1099 Copy: . 1 *CopyAin red requires a color printer.

- Py Copy A (Red)" (to IRS) T | Mternatively, CopyAin black is acceptable forthe IRS Copy.

01096

Phone: |(303) 746-2195

(= Cnly Viendors paid 5600.00 or more 0 Vendor(s) will be printed.

(O All Vendors

O Print Selected Vendors Only
Select which vendors you need to print on your 1099-Misc Forms then click Generate.
APDF file will be generated. You can review the results prior to printing.
Note thatyou can also limit'select specific pages to print with your PDF viewer as needed.
Mailing the 1099 Forms:
Office supply stores offer compatible 1099 window envelopes to fit these official documents.
Altematively, the "Print Address” button offers two additional options:

1) Print the 1099 recipientaddress information directly on to No. 10 envelopes.

When printing in Adobe, be sure to check "Choose paper source by PDF page size."
2) Printthe 1099 recipientaddress information on mailing labels for use with any envelope.

Generate Print Address
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LM ReportTab

RCSNG offers LM reporting not found anywhere elsg'checks and receipts are entered all year

long, the account numbers arwhtegories are captured to make LM reporting relatively ed3¢ZS
YIAfa eNBLW[aKSSda d @SN SyR (G2 KSft L) dzaSNAR |
conference to help with these important and complicated forms. One final option, servicing is
available to those clients who would find it more practical/convenient for ouif sbacomplete

them.

Because the LM reports are required to be submittesfoh yS i G KS 5 SERSNI YSy i
website the software offers a combination @forksheetsandformatted export files that can be
imported to the DOL site.

To access the DGite, the local must vea file number and a pin(pinisrenewed annually.)
Each user must also register for their own log in. At a minimum, the President and Financial
Secretary will need acceskearn more and/or log in at:

https://olms.dol -esa.govefsui

RCSNG preparessers to file either an LM2 or LM3 based their selection in General Client
Settings. Changing between L¥ and LM3?

If the local was LM2 in the past, but now has lower income and can file3,Mhaking this change
in RCSNG &s simple as changing this setting.

However, if the local was L8lin the past and should now file R4 please contact support for
help with this change. The LRIrequires a great deal more detail on expenses, we can help.
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Settings

w [ Client
) ) Name: UAW LOCAL 4000
| Display Seftings
_] General Client Settings Report Heading: AW LOCAL 4000
Start S
L] Start Screen Street: 3667 1st Street
» [ Financial
» [ Grievance City: East Moline
» (3 Import State: Ohio [~
» [ Membership
ZIP Code: 45804
[} Change Password
[’ Change Phone Area Code Phone: { 309 |)- 755 |- |9787 Extension:
L14IP Codes E-mail: Terry@RobertsCustomSoftware.com
Financial Secretary Name: | Connie Turner
President Name:
Type: [uaw M
LM: [2 -]
LM-3

Form LMS3 is required for labor organizations that have total annual receipts between $1:0,000
$250,000.

Income & Expenses | Financial | Tax | Employee | w-2/w-3/1099 | LM | 990

Year: 2016 -] Account Detail Verification Report
Total Receipts: $514,312.08

DISCLAIMER - The information returmed on these reports is only as accurate as the data entered via checks,
M Accept receipts, etc throughout the vear. RCS is notresponsible for incomrect figures.

(2 LM3 Blank Form
O Worksheet
(® Account Detail Verification Report

Generate

To run any of the reports on the page, you must acknowledge the discldinstaites that the data
on the reportsreflects the data entered for thgear.Be sue the data is accurately balancefibr
the and you have completed th&®CS Prep work before beginning!

The Account Detail VerificatioReport is a review of the chart of accounts to double check for any
accounts that may be set up incorrectBun this report and review the results before starting.

LM3 Blank Fornis available for those who like to fill in a blank copy for a haordg/orksheet.

Remember that the file must be completed and filed on the EFS website.
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Worksheetliststhe itemline numbersand the dollar amourgto be used on the LA3. You may
optionally exportthe officer informationfor #24. If you choose this box, both files will be created in
a LM3.zip file. Just open and extract the files to the pc, to the desktop or another.fdlien you
Oty AYLERNI GKS 2FFAOSNE 4AGK GKS a{ OKSRdzZ S wm¢
P12 2FFSNAR Ada t20FKfta F aLAYy] 06221¢ 2F [a AYa
combination of the worksheet and this pink book reference is a great start. ditigrconference

or LM training/workshop is recommended.
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LM-2
Form LM2 is required for labor organizations that have total annual receipts over $250,000.

Income & Expenses | Financial | Tax | Employee | w-22w-31099 [ 1M | 930 |

Year: 2016 M Worksheet
Total RECEinS: $336,711.92

DISCLAIMER - The information returned on these reports is onlyas accurate as the data entered via checks,
[ Accept receipts, etc throughout the year. RC S is not responsible for incorrect figures.

) LM2 Blank Form
(®) Worksheet

O Schedules

(O Verification Reports

Generate

To run any of the reports on the page, you must acknowledge the disclaimer. It states thatdhe da
on the reports reflects the data entered for the yeBe sue the data is accuately balancedor
the and you have completed th&CS Prep work before beginning!

Verification Reports

These reports can be used as part of the LM preparation. ThealdWices when every income and
expense is correctly allocated to one spot. When a code is set up incorrectly or used incorrectly,
this can impact the balancing. Use these tools to locate such errors.

1 Print all functionalized Payables

Payable checks set with LM 0 require the user to indicate a functional category. Use this report to
review payables. Look for checks with LM 0 but no category, or possibly vendors who have been
coded inconsistently/incaectly.

1 Account Detail Verification Report

Review of the chart of accounts to double check for any accoumds may be set up incorrectly
and any checks with inappropriate codes.

1 Wage Function Hour Report

Review checks sorted by employee for functiornurs. Each employee with wages should have at
least one functional hour set.

1 Wage Checks with Zero Functional Hours Report

Find checks with no functional hours set. Each employee with wages should have at least one check
with one functional hour set.

1 Print Income Receipts with 48 LM number
[a I ny NBFEtSOla GKS ahiKSNJI wSOSALIXiag AGSY 2y

reference.
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Worksheet

The LM2 Worksheet breaks out the income and expenses line by line to be transferred to the EFS
form. Every transaction is accounted for, any item moved to a different area must be deducted
from the old line and added to the new to balance.

Exporting Schedules
Clients use a variety of internet browsers with different settings; if you are having troulioheling
your downloads from RCSNG, please ask us for help.

1 To print a report:

1. Select the desired worksheet or schedule, click the Accept box, then Generate. The .PDF
formatted report will be created. Like the other downloaded reports in RCSNG, y@acaror
open it.

2. Open the .PDF file in Adobe Reader and print as needed.

1 To printand export a file for the DOL.
(Applies to Schedules with export files: 11, 12, 14, 15, 16, 17, 18, 19, & 20.)

1./ NBFGS | yS¢g F2f{RSNJI F2NJ 0KS @SINRa [a FTAfSad
a. Rightclick on your desktop then choose New, then Folder
b. bl YS Al a2YSGiKAy3a Slhaeée (42 NBO23yATl Sz A S
2. Select the schedule, click the Export Schedule Information? box, click the Accept box, then
Generate.
Because this process is creating multifliesf (the .PDF report and at least one .CSV file) a .ZIP
file is created to combine them.
3. Open the .ZIP file, you will see the contents inside
4. | £t A0l AG9EGNY OG ! f¢fé
Files will be extracted to: <Browse to select the folder you created on the Desktop>
5 Clicki 9 EGNF OGé ¢KS O2yiaSyita é6Aaft 0SS &aSyid (G2 @&2c
a. The .PDF file is the formatted report that can be viewed &/or printed.
b. The .CSV files are formatted specifically for importing to DOL.

As you review the schedulesvatch out for warnings of missing orimation and make corrections
before proceedingExports missing information will not import correctly.
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Importing Schedules

After you have successfully printed your LM Worksheets and exported your .CSV files, the next step

is to import the .CS¥iles to the DOL Site.

We recommend you import/review each schedule one at a time. This approach makes it easier to

find the files youare looking for and review them for accuracy.

1. Log into your LM on the DOL site. From the top menu, select Import.
_ save [ import )| Add Aftachments | Validate | Submit | PrintThe Entire Report | Help | Print This Page |
2. Sekct Source of Import Data Button & SAS® @4 &
3. UseSelect Schedult indicate the schedule to be imported.
(RCS offers LM2 export files for schedules 11, 12, 14 205%nd LM3 schedule 1.)
4. At Select Import FileuseBrowseto locate the appropriate .CSV file(s) for the schedule you

exported earlier from the RCS software.

Browse to theDesktop and in to youfolder.

Find and Open the .CSV file that lists the same schedule number.

Note: LM2 Schedules 11, 12 and 20 will only have one file listed. Ex. (SCHED11.CSV)
Note: LM2 Schedules 419 will have two files:

0 a l é l] é NJ M'éY LJ2 N‘Ij Select Source Of Import Data | CSV ~
(e)sampleSCHEDM-CSV) i Select Schedule | Schadule 14 - Other Receipts

o 5Sul Af PLYLIZ2 NI Select Import File | Browse.. | SCHEDI4M.CSY
(example SCHED?.CSV) Sebect Detail Import Fde | Browse... | SCHEDI4P.CSV

ClickSubmit Review the results screen.

A Errors indicate the file did not load correctly; review the .PDF report for missing details.
Make corrections to your records as needed then repeatdRport/import steps.

A Warnings are OKThey often indicate a vendor was over $5,000 aggregate but no single
check over $5,000 needed to be detailed.

Qick theSave & Calculate twicbefore moving to the next schedule. Large files might import

quicklybuta F @Ay 3 O2dz R (1S GAYS® ¢KS K2dzNHf I aa

you know when save is complete.
Click Validate before moving to the next schedule.
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NOTES:

LM2 Schedules 11, 12 require some manual entries; these areas are highlightiee PDF
document. Refer to the printed .PDF report for both and note the asterisked areas. These fields do

NOT import, you must type them.

WS2 and W$4 totals (highlighted at the bottom of these worksheets) must also be manually
entered on the Sumnrg Page.

t12 2FFSNE AGa t20FKfta | GLAY] 0221¢ 2F [a Aya
combination of the worksheet and this pink book reference is a great start.

Attending conference or LM training/workshop is recommended.
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990 Report Tab

1 FORM 990EZ must be filed by all Local Unions and CAP Councils having an annual income of
greater than $50,000 but less than $200,000 and total assets less than $500,000.

1 FORM 990 must be filed by all Local Unions and CAP Councils having an ann@abfncom
$200,000 or more OR total assets of $500,000 or moré.

1 FORM 990N must be filed by all Local Unions, Local Union Building Corporations and CAP
Councils having an annual income of LESS than $50,000. Please visit www.IRS.GOV to download
this form.

Noi AOS G4 GKS G2L) 2F GKS dopn LI IS GKS &SIFNRa N

Income & Expenses | Financial [ Tax | Employee | w-20w31099 [ v [ 990 ]

Retum of Organization Exempt From Income Tax

o Total 2016 Receipts $336,711.92 Total 2016 Assets $177,046.81
Year: | 2016 ~J ® Create 990 IRS Form O Create 990EZ IRS Form
(0 990 Schedule D () 990EZ Schedule O

() 990 Schedule O

() 990 Schedule R Generate
own a buillding: () Yes O No

Year: | 2016 j () 990 Worksheet () 990EZ Worksheet

DISCLAIMER - The information returned on these reports is only as accurate as the data entered via checks, receipts, ete
throughout the year. RCS is not responsible for incorrect figures.

L] Accept While this official form offers many pre-filled fields; it requires careful review and completion before submission.

Please save the PDF file to your local computer before editing the form.

Create 990 IRS Form
Select this option to create a partially pfided 990 Form! Much of the client information and

standard answers are loaded automaticdtlysave time. Steps:

Choose tdCreatethe form, Acceptthe disclaimer, therGenerate

Read the popup instructions, thercontinue

The PDF form is generate8lAVE ito your pc!

Once the file is saved to your pc, open it with Adobe Reader to continue wgaokitt.

Hwnpe

*@' Each time you create a 990 forenfresh, new starter forns generated To continue a form
in progress, open the existing file from your pc.
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Scheduls D, O, R
These schedules can also be generated with many items prefilled. Be |saeetto your pc before
completing them.

Worksheet

The worksheet lists the line numbers ttie income and expense. These are the same figures that
would be prefilled when generating the actual form. This is a handy tool for making notes and
reviewing in ase you might elect to move some items to other locations on the form.

P12 2FFSNB | a.tdzS . 221¢ G2 AitHisifagéddeledt G2 | aa
resource.The combination of the worksheet and this blue book reference is a great start.

Attending conference or LM training/workshop is recommended.
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Settings Tab

Dashboard Members Checks Income Balancing Reports Grievance Settings g
All Settings
Log
al Reports
Account and Fund Setup
(pense ] Financial ] Tax Reports ] Employee ] Miscellaneous ] End of Year ] LM ] 99 Backup / Restore
All Settings

Note that the Settings area is used to maintain many drop lists used throughout the sysiem. It
important to keep in mind that deleting a drop ligption (or even a custom drop list) will remove
that detail from existing records!

W Client (Settings)

Display Setting

Size- Increase the size of your RCSNG menus and options for easier reading.
Font¢ Setting youdefaultfont usedon legacynotes and historyn your Member
Information screen.

General Client Settings
Maintaingeneral Loc&) aforrhation; such as address diphone type of organization, and
LM type.

Start Screen

You are predetermining yowgtart screen and your member tab screen.

Start Screen (When you log onto RCSMtat screershould you see first?)

Member Tab (When you open the Membleformation Screen wichtab would you like
the software to take you to fir$).
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wan Financial (Settings)

Account Groups TheGroup Accounbption allows for similar funds (or accounts) to be lumped
together for reporting purposes. This area of s&gs lets youwlefine the master name ajroup.
Then, in Settings/Account and Fund Setypu can associate the accounts or funds that are
involvedwith this group

Example: There are several different interest account numbers; because each asset can have
its own. By creating @roup account for "Interest" and applyingtd each of those accounts,
then allwould be shown aene total "Interest"on the Financial Repart

Check TemplateThistool lets you choose a check layout to fit your thie&rt laser checks. Many
of our clients choose to order checks frdnip://theunionshop.com/because their prducts are
union-made, offer union artwork, and they are familiar with our standard layout.

Often check Template #1 works great, no tweaking needed. However, notice that there is also a
G/ dzali2YAT SR /1 KSO01¢é 2LJiA2y KleprintedSidéids. G KS dza SNJ

*Note ¢ Alwaysbe sure when printing checks that the print job is opening wittobe Readerand
GKI G @2dz AMBISEENR Yy GAY 3T d

City Taxes Name andset thepercentage rate (and possibly limifgy any and all city taxes here.
Once createdthey can be added to employees &gpropriate. Note that each should be defined
yearly because the rate may vary from year to year

Deductions Create and maintain the available employee deductions here, such as Child Support,
401K etc. @ce createdthey can be added tmdividualemployees aseeded.

*Note-0 KS a9yl o6ftS tlIeNRtf 5SRdzOGA2y&aé¢ 062E Ay 9YL
deductions to Employees.

Employer SettingsCritical financial details herélany of these fields have help text to point you
assist you.

Most importantly ¢ be sure to complete your Tax ID numbethese are used for your V2 and
tax forms.

FICA/MECA Setugrica and Meca rates are maintained by RCS Admins, shown here for reference.
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Financial Committee Enable this optiono create an additional way to isolate checks and income
receipts related to a specific committee, event, or cause. For example,ici® I & Hlerey t A O
in Settings. Going forward, when creating checks or receipts you will see a new field called
oCommittee Accourt ¢ this will include the option to select the 2018 picnic. By doing this on all

the related checks and receipts, yoanceventually use the Committee Report to see all activity in

one report.

FUTA/SUTA SetuBecause Federal Unemployment Tax Rate and the State Unemployment Tax
Rates can vary by business/organization, this area is maintained by the client. If yoursiceiud
anotice of arate change, it can be applied here.

Local TaxesCreate and Maintaiany local taxes here, such as county or school taxes. Create a
name and define the percentage, then these taxes can be applied to specific employees as needed.

Payroll Taxes State and Federal taablesare maintained byhe RCS admins$hould aradditional
table or any updatesde needed, please contact us.

Repay Group®fepay checks are used to make it easy to create a batch of checks that are

generated routinely. Use this area to create categories that you might generate as a Goone.

ExampleY a2 SS{fté& tlFIaNRffé-o2NNR{IKSONR ¢ X& o] € SBDSIN
purpose to make it easy to identify and use groupings of checks

s Inventory (Settings)
The inventory area haseveraluserdefined drop lists. Using lists prevents inconsistent labeling
and typos. Use this area to add choices to the following drop lists in Inventory:

Colors
Locations
Size
Users
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Membership (Settings)

[SS— Member Information

Social Security #: 000-10-2313

Committeeq Maintain the list of available o [0

Sonalinie)] Address | Jobinfo | Noles | Histor

committees for your membership. Members can

be filtered bycommitteefor reporting. i

EEEEEE

hhhhh ([419])- 891 - 3300

DepartmentsgCustomize departments for your
specific LocaMembers can be filtered by
department for reporting.

Dues
— Dues Type Customize thdist of the type of duesgur members pay.
Union Dues ReasanDefine the available choices for why someone might notghgs.

History¢ The Member History tab holds 20 separate tabs to help organize related notes. Define
thosecategorieshere then these same categories will #eailable on all members.

Job Classificatiog Maintain the list of availablé W2 6 / f s 47 ZF MisDdbaiskN]y

Medical Coverage Qustomize dist ofd a SRA O f cthorad SiNDuBrBetbers.

Settings Field RCSNG offers some member screen options you may not need or want. Use the
check marks to note those you want to use. For example, "Show Additional Address" lets you store
a primary as well as a secondary address for members.

Statusc¢ Maintain the statises available for use on members
Take care to not delete a valtimat is in use on members; this detail will be lost.

User Defined FieldxCreate custom fields to track additional details about your members. Add up
to 5 custom fields on both the Jdbfo and Personal Info tabs. These new fields can be used to
filter for reports and can be included in reporting results.

Veterang Qustomizethe Veteran drop list choices available on the member tab. Some users opt for
Yes/No while others may chooselist various banches of service.
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https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&docid=RERC67NWVcjhMM&tbnid=Ddmkti-qt9kwHM:&ved=0CAUQjRw&url=https://play.google.com/store/apps/details?id=org.openintents.filemanager&ei=mmeQU4X1HoOAqgaT2YHwCA&bvm=bv.68235269,d.b2U&psig=AFQjCNH47Bc5u3mdFuW4svGfS1j3Pe-PgA&ust=1402059032048667

Change Password

To chang your login password, simp@f A O1 2y (KS &/ KFy3S tI adg¢2NR:
A popup window will prompt you to:

1. Enter your old password
2. Enter the new password that you havesated
3. To confirm new password enter it again. They must match.

The system will let you know if your password is $hort ortoo weak.

Change Phone Area codedf you need to change area codagilablefor membership.

Zip codesg A complete listing of USA zip codased to auto fill city/state on addresses.

Log

The log is a todhat you may never need, but in some casésan be so helpful! We often get calls

2y (0KS adzlLl2 NI LIK2y S FNRBY tadXZfoihdlmeénrbef RhitNifeck,I > & 2
my balance, and so on.

The log tracks many activities including the who, what, where, and wi@pefully with al this
you can iron out the why.

If you simply visit the Log, the most recent actions are listed at the top. Yoclickmany of these
rows for more details about the action. This may help you find recent activity.

For more indepth detective workuse one of these two suggestions:
-dza S Rilt&rS FHLIGA2Yy KSNB (2 yINNRBg R2ey (G2 | &L
-dza S QuiKkSeacclk 6 A GK | g%t RS AQGIKNR ® f&201a y dzY o SNE
number to find the related events

Example: what happened to check #20308? Quick search:
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Account and Fund Set Up

Existing users will find their usual chart of accounts and funds iragdrere, while new users will
load with the standard chart of accounts as a starting point.

Use the Quick Searchbox to locate an existing account by number, name or even the first word
of the description. (The search is not case sensitive.)

To view an account or fund, just double click that row.

L

v\ Itiseasy to create and edit new funds and accountsut please be careful!

Q The official chart of accounts was carefully designed so that the income and expenses
accounts can be mapped to thigght lines of the LM worksheets and forms. The 990 also
draws from this same structure. Before adding any accounis pést to discuss this with an
auditor or RCS Support. An account with a bad LM number could result in LM trouble.

Likewise, a Fund n&be added or changedbut doing so will certainly affect your balance.
Take care in these areas! Generally, you should discuss adding new funds with your auditor
before creating them in the systerRunds created after your initial install should have a
beginning balance of $0. Their value will grow as money is receipted or transferred in.
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