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Exercise 1

Installation and Overview

Exercise: Place the CD version of ICS in the CD drive and allow the system to begin the
installation. The Installation demonstrated below will be for a Stand Alone computer.

Exercise: WSI Installation will appear with the following window.

ﬂWSIInstallation EI@

+Back| = Newt | By Print |

Ics-Windows Version
Upgrade / Installation

Start Installation

Yiew Training Manual

Confirm what version of
ICS you are on?

How to update ICS via
the internet?

Remote Assistance (Only
use with WSsI staff))

Exit

J_:'IL Cloze

Exercise: Select the Start Install button

The ICS-Windows program will begin the installation and the following Welcome window will
display on your monitor.
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flcs-"\-iri'nd'o'ws =

Welcone!

Thiz program will install ICS-Windows System Yersion anto
your computer.

If you have questions about this software, please call
1-888-C5-4wiN

THIS SOFTWARE |5 PROVIDED FOR THE EXCLUSIVE LISE
OF IBE'w LOCALS.

“Warning: This program iz protected by copyright law and
international treaties. Unautharized repraduction or distribution of
thiz program, or any portion of it, may result in severe civil and
criminal penaltiez, and will be prozecuted to the maxinum extent
pozzible under law,

If you agree to these limitations Press the Accept button to start
the ingtallation.

You can chooze niot ba install IC5 Awindaws at any time during
thiz process by clicking Cancel.

Cancel

[ ccepty

Exercise: Select the Accept button.

The following window will display asking if your computer is a server or a stand-alone
workstation. The default setting is stand-alone workstation. If your computer is a server, you
must install on the server computer first and run the client “setup” later from a workstation.

;'1 ICS Windows

Server or Stand Alone? 6

| N

Are vou inztalling a gerver or a gand-alone workstation’y

= Server

¥ Stand-alone workstation [fo netwark connection o 1C5]
Mate: |F you are tving to install a network, wark station, pou
muzt ingtall the zerver first and win the client installer off the
FEIWE,

< Back Cancel

Exercise: Select Next.

The program will ask you to choose a destination location. The system is set to default the
installation to C:\icswin.
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42, [Cs-Windows x|

Choose Destination Location o
\ o

N

|C5 - afindows will be installed or updated 10 a few directones wnder the Following rain folder.
If you would like to install into a different folder, use the browse button below. Pleasze do not
install into the root Folder [usually o).

" Destination Folder

o hicEwin Broveze... |

Cahicel

i

Exercise: Select Next.

ICS-Windows will start the installation. Selecting the Cancel button will abort the installation.

¢3 ICS-Windows x|
Start Installation o
A

r'ou are now ready toinstall [C5 Sadindoss.,

Fress the Mezt button to begin the installation or the B ack buttan ta reenter the installatian
infarmation.

Click the Carncel button if you chooze not toingtall ICS A indows,

Cancel

Exercise: Select Next.

Once the installation is finished, the following window will appear.
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43 105-Windows

Finished

0

|CS Windows has been successhully installed.

Prazz the Finizh Buktan ta esik this installation.

£ Back Eancel

Exercise: Select Finish.
An ICS-Windows icon will appear on your desktop.

Exercise: Double-click on the ICS-Windows icon on your desktop and the ICS program
will open to the Login screen.

Flease Log w

Enter User Name:

Enter Password:

|
Period Covered: =

« OK X Cancel

4
u
b
\
1
5
N
H
§
i
¥

i

YWelcome to IC5-Yindows: IBEYY Local #2401

Exercise: Type the default user name as ICS.
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A password has not been setup in the test database so leave it blank. The Period Covered
will normally show the current report period that you will be working in. In the test database,
we will be working in the report period based on the Month of todays date. At the bottom of
the window you will see “Welcome to ICS-Windows: IBEW Local 2401.” The test local
number that is used for training purposes is Local 2401.

Exercise: Select the OK button.

The ICS-Windows software will open displaying the IBEW emblem.

1424

i 8 2me KoE mAEsE?.f B

The above window is often referred to as a starting point when working with the support team.

The top of the window displays the Title Bar that will show your local union number.

gea ICS-YWindows: Local #2401

The Menu Bar will permit access by the use of the mouse.

File Edit Lsts Dues Records Repaorks SWindow  Help

The black arrow indicates there is a Sub-Menu.
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Lisks

Members k4
Emplowers  Chrl4+E
Grievances  Chel4G
Iob Referral Chrl+1
Code Tables J

Tool Bar is used to activate various ICS functions with a simple click of a speed button

08 rmes Xos =DEHE2 | B

Each speed button has a pop-up hint.

IS
St Achwity Codes fmm|

IBEW Emblem

o
p =l
g
i =
=
=]

Status Bar, at the bottom of the window displays the report period and the directory of the

data you are working in. The following example shows the report period of October, 2008
Your data may show a different report period then this example.

| 1ovog |

Tables: CACSWINACS SAMPLE DATA
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System Control Record & Payment Tables

The goal of the following exercises is to use the ICS-Windows to enter new records, post
payments, process a variety of activities and to produce a Month End Per-Capita report to be
sent to the International Office along with the following: Per Capita Summary, Reversed
Transactions List, Payroll Deductions listing and all applications.

Exercise: Select File/Setup/System Control and then select the System tab.

Systern Control

System Settings Spare Field Names Employer Type Codes
i Field - #1
(+ 2 type codes [original)
i Grievance System Enabled Field-#2 [ || ¢ Unlimited type codes [new)
[+ Job Referral System Enabled
Field - #3
[~ Canadian Local Use SIN Document Storage
[~ Sound Enabled Field - #4 Member Related Documents
[~ Local Payments Batch Entry | J
Add Spare Fields | [all documents attached to
Currency Rounding Method member records will be moved to
this network directory)
* Closest
" Lowest

Next Receipt Control Number
383

'\ Gennfo ) Systerm A Dues i Job Ref i )0 DOues & PF Rates i Card # Range /i Death Ben. Fees | Speedbtns f Modem | Griewance [

fL Close

The Next Receipt Control Number is set to 383. Allow the system to issue the numbers
automatically. Do not track the red numbers printed on the yellow receipts. Both
Miscellaneous and Official Receipts receive Receipt Control Numbers. If your local union
is tracking the red printed numbers on the receipts, the receipt numbers will become out of
sequence.

Exercise: In the section titled Employer Type Codes, select Unlimited type codes
(new).

In prior versions, the locals were limited to two employer types when entering Employer
Information. The system will now allow an unlimited amount of employer types by selecting
the option Unlimited type codes (new).

An interactive Help file is available for reference purposes anywhere in the ICS program. To
bring up the Help file for any form or window, simply press the F1 key. The layout of the
help file may differ depending on the windows operating system you have.
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Exercise: Open the Help file for the System Control Settings by pressing the F1 key on the
keyboard. Close the help file after exploring the contents.

E@ IcsHelp =3 o5

T e o &
Hide Back Fonward  Print

LContents | Index | Search | Favarites | ICS System Control Settl-ﬂgs

@ Introduction - Eelated Topics
@ Inztallation and Upgrading
@ General Information

@ Menuz and tool bars

ICS Concepts .
g % Getting Started The ICE-Windows System Control Eecords are

7] Gietting Started maintained by selecting: File | Setup | System

2] Training Guide Control. The window will by default open to the Gen
[2] Logging in Info tab.

E Mame/pazsword

E Change User

E Adding uzers; &pplying security

m

m

If vou have mstalled IT3 m a network then you may

ﬂ Setting up Printers far different not be allowed to make changes in the System
pil 5 pstem Control ! Control while other users are also m the IC5-
2] Dues Setup Windows program.

E Job Refenal Setup
E Card Murnber Setup
ﬂ Imparting an 10 maszter file

Following are the different tabs shown m the ICS

2] Setting up Dues [and payment System Control Record.
@ Member Information
@ Employer Information + Gen Info. Enter your Local Union Number,
@ Code Tables S

Financial Secretary with yvour local union

4 111} 3 .
address, telephone numhber, the Current Period -

Exercise: Select the Dues tab.

The following is an example of the Dues tab. If the listed feature applies to your local union,
place a check in the box next to the feature to activate the program.

Systern Control

Local Dues Processing Other
v Asgess Local Dues v Allow Employer Update during Payment
[~ Local Dues by Class Code v Allow Class Code Update during Payment
[~ Assess System Council Dues v Edit Member Address on Papment Screen
v Assess Working Dues [~ Do not copy member master "Houwrs™, “"Gross™
¥ Working Dues by Class Code and “Hate"” information to payments

™ Force Upper Case on Member Reports and Labels
[~ Manual Edit Working Paid Thru Date

v Local Death Benefit Fund ) )
Receipt Options:

L [~ Did Style Receipts

[" Auto Papment 2 Enabled :‘v ™ Print Class and Work Pd Thru on Misc Receipts
[~ Auto Payment 3 Enabled - [~ Print Payment Method on Receipts

¥ Use Auto Payment logic in Billing [ Always Print Death Benefit Info

Death Benefit Options " Force Upper Case on Names and Addresses

Pay Code (17~ Print Count [~ Print Optional Field on Receipts

* As Range ,—_| -
Pay Amt| $2.00 | Last # Paid (JUChoacicdin)

°\ Genlnfo i System ) Dues 4 JobRef i |0 Dues & RF Rates j Card #Range jDeathBen.Fees j, Speedbins i Modem j Grievance |

ﬂ Close
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Auto Payment 1, 2 and 3 Enabled will allow the local to automatically process an additional
charge when processing the Basic Dues. In the current exercise, we will activate this option.

Exercise: Place a check in the option Auto Payment 1 Enabled.

v Auto Payment 1 Enabled: =

Exercise: Click on the drop-down and select Code 13, Insurance.

E

Eudel Description -

1 Initiation Fee

11 Diff in Dues--10

12 | Diff in Dues--LU

13 |Insurance |
14 | Other

15  Hospitalization

116 Building Fund

17 | Death Benefits -

In Receipt Options, the user can record if a member pays with Cash, Charge or Check.
Exercise: Place a check in the option, Print Payment method on receipts.

Exercise: Establish card numbers by selecting the Card # Range tab.

Card Number Ranges

Range # Low High MHext Humber
1 [ |
2 | |
The following is Local 2401 card number series: 7000000 - 7001000

The next card number Local 2401 will issue is 7000000.
Exercise: Type the first card number of the series as 7000000.
Exercise: Type the last card number of the series as 7001000.

Exercise: The next card number to be issued by local 2401 will be7000000, in the field
Next Number type 7000000.
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The Card Number Range will look like the following.

Card Number Ranges

Range # Low High MNext Number
1 | 7000000 | 7001000 7000000
2 | |

When the Next Number in the first row equals High the system is designed to click down to
the second block. If the card number fields are blank, the system will not permit new

members to be processed. If assistance is required, call ICS Help Desk at 888-427-4946 or
send an email to ICS_Help@ibew.org.

Exercise: Once the card numbers are entered in the Card # Range tab, select the Close
button and the following Confirm message will appear.

Confirm [eE3m]
'.6.' Save new ystern settings?
_. ...................... E ES ........................ ._ MD | I: anl:E| |

Exercise: Select Yes to save the new system settings.
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Establish Local Dues Rates

Exercise: Select File/Setup/Dues Formulas.

T IC5-Windows: Local #2401
Edit Lists Dues Records Reports Window Help

Change User.. SRV -1
Setup ] Systern Control
Table Operations 2 Passweard Table
Print lob Classifications
Print Setup... 3 el Uellks
Dues Forrmulas
Eelt il Al Check ICS users
Edit Metweark IMI File Shazarn Diata Model "

Wiewy Readme File

Exit

The following Dues Assessment Codes window will appear.

Ef Tables: Dues Assessment Codes

Class Cude| Effective Date| Calc Methud|AmuunURate|Cunstant | ~
3 j 01/01/1998 A 11.00
n 01701719949 A 12.00
u 010142003 A 13.00
n 0270142004 A 10.00
_|App 0170142003 A 13.00
| APP 0270142004 A 12.00
| 0170142003 A 15.00
W 020142004 A 14.00

w

—\ Local Dues J-{ S.C Dues ,n{ “working Dues ,n{ Local Payment Codes Ju'{ Standard Payment Codes ,u"

j-'LQIuse

In the Local Dues tab, add Class Code JW with a Constant of $16.00 effective for the first day
of the current month and year.
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Exercise:
Exercise:
Exercise:

Exercise:

Exercise:

Exercise:

Click the Insert Record (+) on the navigation bar.

Click on the drop-down in the Class Code field and select JW.

Click into the Effective Date and type in the date (MM/DD/YYYY) for the first
day of the current month and year . As you type it will automatically add the “/”
characters.

Click into the field titled, Calc Method and a drop-down will appear. Click on the
drop-down and select A. (Calculation Method A = Constant Amount Only.)

Calculation kethiod:

A=Conztant dmount Only; G=% of Grozs + constant

H=% of hourly rate + constant; B=Amount per Hr Wworked + constant
I1ze blank code for default amount. Enter 1.5% az "1.50",

Click into the field titled Constant and type 16.00.

Select the Post Edit (V) on the navigation bar to save the changes.
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Establish Standard Payment Codes

Previously on Page 9 of the training guide, the feature Auto Payment 1 Enabled was
activated with Code 13 — Insurance. In the Standard Payments tab, the user will enter the
amount that will be charged with the Auto Payment.

Exercise: Click on the Standard Payment Codes tab and select Code 13 - Insurance.

Exercise: Click into the field titled Method and a drop-down will appear. Click on the drop-
down and select “A.”

Exercise: Click into the field titled Constant and type 8.00.
| Tables: Dues Assessrment Codes = ol = |

Code|Description MEthud|AmuuntfRﬂtE| Constant | &
12 |Diff in Dues—LUJ

13 |Insurance ; < 8.00

14| Other | -

1"-,\I:Dcal Dues J-'-fL S.C Dues ,-{ “working Dues ,-'-fL Local Payment Codes }'-‘ Standard Payment Codes ,-'r—

Calculation kethod: [ Close
A=Conztant Amount Only; G=% of Grozs + constant —

H=% of hourly rate + constant; B=Amount per Hr W orked + constant

Uz blank code for default amount. Enter 1.5% as ' 50"

Exercise: Select Close.

Pg. I-16 2/28/2011



Exercise 2

Setup Printers, Employer Codes &
Classification Table Rates

The Print programs must be activated and the printer must be selected for the receipts,
reports, envelopes and job referral cards to print.

Printer Setup

Exercise: Select File/Print Setup/Report Printer.

Edit Lists Dwues Records
Change User...

Setup 3

Table Operations 4

Print

Print Setup... 3 Repart Printer

Edit NI File Official Receipt Printer

Edit Metwork INI File Misc Receipt Printer

View Readme File Job Referral Printer

Registration Card Printer

B Ervelope Printer

‘ Screen Shot

Exercise: Select the appropriate printer from the drop-down and then click OK to activate
the printer program.

Printer Setup

Job Type |Heport Printer j
Frinter
|Y0ur Frinter -
Paper Source Paper Size
|Automatically Select j |Letter j

[~ Tractor Feed?

Qrientatior Copies
¥ Portrait (" Landscape 1

-

Exercise: Select File/Print Setup/Official Receipt Printer.
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[File'

Change User. ..

Setup 3
Table Cperations 3
Print

Prink Sebip. .. Rennrt Printer
Receipt Frinter
Edit INI File: SESIpE FiltE
Edit Metwork IMI File
Vievs Reedme File

Misc Receipt Prinzer

Job Refzrral Prinzer
Reqistration Card Printer
Exit Envelope Prinker

Screen Shok

A default print alignment is displaying in Adjust (Inches).

é

Printer Setup

Job Type |foicial Receipt Printer j \/ ak |

Printer x LCancel
R - | TestPie

Adjust (Inches]

Paper Sounce
|.&ut0matically Select j e T

[~ Tractor Feed? 0e12s

From Left:

1.875
Default

Print a test page on blank stock paper. Place an Official Receipt on top of the test page, hold
the two up to a light, and check the print alignment. If the alignment is off, make adjustments
in the fields From Top and From Left. Once the proper adjustments are determined, do not
click the Default button. The Default button will set the page alignment back to the original
setting. In most printers, the default setting will accommodate the Form 1 Laser, Official

Receipts.

Exercise: Activate the Official Receipt printer by selecting the Misc. Receipt Printer.
From the Job Type drop down.

X

Printer Setup

AL T Misc. Feceipt Printer] \/ ak |
x Lancel

- Envelope Printer -
Printer—{Job Slip Printer

CutepriLetterhead Printer -
e Mizc. eipt Printer = J Test Print
Official Receipt Printer
Paper S ol Perrnit Printer Adjust [Inches]
Referral Registration Card Printe
Automs Fieport Printer =7 From Top:
[~ Tractor Feed? 07z
From Left:
1.7839
Default

Pg. I-18 2/28/2011



Notice the printer settings for the Miscellaneous Receipts. Withmost printers, the default
setting will accommodate the Form 10-Laser, Miscellaneous Receipts. Depending on your
printer, a minor adjustment may be required to the default settings. If you have the Tractor
Feed 10 or Miscellaneous Receipts, you must select Tractor Feed and adjust the settings

manually.

H

Printer Setup

/QK|

- Erwvelope Printer i
Printer—|Job Slip Prinker X Cancel

CutePrl Letterhead Printer -
e Mizc. Beceipt Printer = J Test Print

Official R eceipt Printer
Paper 5oy Permit Printer Adjust (Inches]

Referral Registration Card Printe
Auloma Fiepart Printer 5 From Top:
[ Tractor Feed? a7z
Fram Left:
1.789
Default

Exercise: Activate the Misc. Receipt Printer program by clicking the OK button.

NOTE: Alternate method for each additional printer setup: Use the “Job Type” to choose the
next printer to setup.

Establish Employer Code Table

Exercise: Select List/Employers.
The Employer Information will open displaying the Basic tab.
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L7 Ernployer Information == ]

Sort By:
Code |ﬂ J Employer |Reston Electric Employer Code ﬂ
Address Other
Line 1 |1 23 Sparkle Way Status Status Date Home Local
Line 2 |PD Box 2233 | = =l
Employer Types

City  |Reston EmpType | Description -
State Zip/Postal Code Country L
VA 33233 lusa
Phone Fax
| |
Contact: Union Rep.
| | |
License # Federal Tax ID # ] 3
| | EHE A e

_\ Bazic ,-{ Locations ;{ﬂntes ;{Qates ;{ﬂolidays ;{ﬁriev Steps ,-{ Azzent & Bondz ;{ﬁpale ,-{ Documents J-"

¢! Find ‘ %Hange‘ ?{EFiIter‘ By address| | [ w|m]#[ =] f Close

Exercise: Select the Find button to display all Employers in your database.

The following is the result of the selecting Find. All Employers will be displayed allowing the
user to search by Employer Code.

Firid Record @
Search Characters [ENTER to Choose]

Employer Hame City State| =~
1 R esho . B e

2 Fairfax Cable

3 GE

4 Silver Spring Electric Olympia WA

5 Acme Tools

EMPLOYER.DB Rec ##1 of 5 |

Search By
Employer ﬂ

W DOK | X Cancel |

Exercise: Close the Find window by selecting the Cancel button.

Exercise: Close the Employer Information window.
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Establish Classification Codes

Every member of your local is required to have a listed job classification. The following
exercises demonstrate how to enter and edit job classifications. You are able to create your
own specific classification codes and descriptions which are specific to your Local. You will
also need to cross-reference these “local” job classifications with a set of standard job
classifications provided by the International Office.

Exercise: Select File | Setup| Job Classifications

= lob Classifications lo|l® /==
Class Code| Description |F|ate | Type |ID Classification -
Ve Anprertice 10 Hourly  Construction & Maintenance: Voice-Data-Video Inside: Instal
Azsembler 125 Howly  Manufacturing Electncal (ighting fixtures, etc.): Assembler
Jour. Wireman 17.5 Howrly  Construction & Maintenance: Inside: Journeyman Wireman
Lineman 16.256 Howly  Construction & Maintenance: Outside: Journeyman Lineman
Technician 15 Howly  Manufacturing: Electrical (lighting fixtures, etc. ) Technician
|
« r
> > L 3 -
Find Apply Rates _ﬁ_ Close

Enable features facilitating initial entry of 10 Job Classifications [

When a rate increase is received, edit the Rate Field with the changed value and click on
Apply Rates. This procedure will apply the new rate to all members with that specific
classification. NOTE: Clicking on Apply Rates applies rates for all classifications to all the
members with corresponding classifications.

If your local union has numerous classifications, you can use the Find button to locate a
specific job classification.

Exercise: Add a new classification by pressing the “+” key on the navigator below the grid.
Exercise: Type in a new Class Code “Apw” and the Description as App. Wireman.

Exercise: Click into the Rate field and enter 17.00. In Type, use the drop down and
chooser Hourly .

Exercise: Click into the 10 Classification field and press the “...” button at the end of the

edit area.
|0 Clazzification

n Camctriiclioem £ b aintananea Waira M ataddlidan lncidae Tnetallar T

Exercise: Select an Industry, Category, and Job Classification from the Three-Panel
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Selection as shown below, and then hit OK.

IO Job Classification Lookup
Industry

Category

IMDUSTRY

[

CATEGORY

Job Classification
JOB CLASSIFICATION -

Broadcazting and Recarding

Conztruction & Mantenance

|| Government

|| Manufacturing

| |Miscellaneous
|_|Railroad

|| Telecammunications
|| Utility

| |Yoice-DataVideo Inzide
| |Motar Shop

Line Clearance Tree Trimming

Woice-Dataideo Outzide

|| Repair/Service/Installation
|| Outside

|| Residential

| Sign

Hint: Double-Click on Job Clazsification to Select and Close form

To remove a job classification, first highlight the Class Code which you want to remove by
clicking on it. Then press the “-“ key on the navigator below the grid.

Exercise: Close.

Important Note: It is required to provide job classifications for all dues-paying
members. To enforce this requirement, the ICS program will not allow a Month-End
Per-Capita report unless all “Local” Job Classifications listed have a corresponding
“l0” Job Classification entered. In addition, each member being included on the per-

| Construction Electrician

| Inztrument and Control Technician

| Construction Wireman/Intermediate J ourneyn
Journeyman “Wwireman

Apprentice Wireman

| Matenal Handler

-

X Cancel | W 0K |

capita report must have a valid Job Classification listed on his/her record.
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Exercise 3

Standard Reports

Exercise: Select Reports/Member List Reports.

The following is an example of the Member List Reports. Click in each bullet to review the
reports. Member Selection will change with each report selection. You are supplied with the
option to Print and/or Preview each report.

Prepare bember Report

Select Report: Sort Order:
= All Members Primary Sort Field:

temberzhip Tupe

Secondary Sort Field:

" Active Members

{” Members in Amrears

" Delinquent Members .
Member Selection:
" Dropped Members
Statuz Ay
e Dues Pd Thru D ate: Ay
" Members Grouped by Employer Local: 2401
" Members Grouped by Bank Code
Output:
" Members Grouped by Repot Code 1 & Report
" Members Grouped by Repot Code 2 ~ Labels
Format:
L = L T -
Preview Print | f[] Close SERT HARIeE

Perform the following exercise:

Exercise: Select the Dropped Members report. Examine the Output by selecting
Preview.

The first thing the local is required to do after the Month End Processing is to run the
Dropped Members report. This report will display the members in your database that are
more than 6 months delinquent. It is the locals responsibility to maintain the ICS system and
clean up the database files. To maintain the files, process a transaction for the members that
appear on the Dropped Members report before starting the monthly report.

Exercise: Maximize the page with the maximize button located in the top of the page.

[=]
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Exercise: Change the Zoom setting from 100% to 75% by clicking the drop-down.

Zoom |75% 'I

T5% -
50%

1002
125%
150
175%
200%

Exercise: Click the X in the right corner at the top of the page to close the preview and to
return to the Prepare Member Report.

Exercise: Select the Dropped Members Report and change the Output to Labels.

Output:
" Report

(+ Labels
Format:

ILaser Fhcross j
Lazer 2-Across
Tractor 1-Across
— |Custam

Exercise: Select Preview to see the results.
Exercise: Close the report by selecting the X in the right top corner of the page.

Exercise: Close the Prepare Member Report window.
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Exercise 4

Process Dues Payments

Process a dues payment for Peter Ballard & Jack Arrington. Two different procedures may be
used to process dues payments:

1) Show Member List / $ Payment
2) Dues/Activity Codes / New Transaction/Type Name/OK

Process the following using procedure 1.

Exercise: Select the Show Member List speed button.

A

The Member Information window will display the first member in the database.

Sort By:
‘111-11-1112 Adams, Dennis H| 4| P|H|-I-|—| | ‘ Last Mame -
SSMASIN Last Hame First Mame Middle  Suffix Mickname Yiew:
11111112 [Adams [Dennis [ [ =]  Form
Address and Phone Reference [ Table
14109 South Glebe Rd Card Murnber ~ [X000001 I:I?E Find
| Dues Pd Thiu I:I % R
ang
City State/Prov  Zip/Postal Code Dues Balance —
{Arlington VA ~| [22090 2} Filte:
[~ BadAddiess . M
Wark Location I:I .
Home Phorne Mobile phone whork Phone | Grien
123-456-7890 345-345-3453 Last Activity:
| | [#1 JobR:
E M ail Address Activity Pending? [ —
= Add
| BithDate  |02/11/1957
intDate [0170171578] Repo
Other AP Ind Date = L Clos:
MBCTa <] Local [2am sc[ -] B
Type Dieath Ben Ct I:I
Status |A ﬂ Class |JDUT- Wireman j Ethnicity | j Gender| j
Exercise: Click on the Find button or use the short-cut key by pressing Enter on your

keyboard, to search the member database.

r= Find

2/28/2011
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Exercise: Click into the Search Character field and type the letter b.

Located at the bottom of the screen, the Search By field is Last Name. By typing the letter b,
the system will go to the first person in the database with the last name starting with b.

| Find Record @I!
Search Characters [ENTER to Chooze]
[
Last Hame First Hame |Suffix| Mll Card # SSN MemberType| Emplover HFs
Adams Denniz X000001 111111112 A 2 4
Anderson Dawn X000002 111-11-1113 A 1 I}
Arrington Jack 1000001 111-11-1114 BA 5 I}
}|Ballard Pete | |xoo0003 11111115 A 1 ]
Barett Liza X000004 111-11-1116 A 2 I}
Becker Lee 1000002 111-11-1117  BA 2 I}
Bennet Robert X000005 111111118 A 1 1
Bickel Catherine X000006 111111119 A 1 i
Blumburg David 1000003 222-22-2221 BA 2 I}
Brown Marbe HM 00001 222-22-2222 FFP 1 I
4 4
MEMBER.DB Rec # 4 of 102 |
Search By
Lazt Hame ﬂ
 OK | x Cancel

Exercise: Double-click the highlighted line, press the Enter key on the keyboard or click
the OK button to be display the membership record for Peter Ballard.

Peter Ballard’s membership record

fie| Member Information g@@|
Sort By:
|111—11-1115 Ballard, Peter H| 1| » | H| + |—| | | Last Name -
SSM/SIN Last Mame First Mame Middle  Suffix Mickname Yiew:
[11111115  [Rallard |Peter [ =] * Form
Address and Phone Reference £ Table
|Bl]24 Potomac Vista Dr Card Number X000003
| Dues Pd Thiu I:I % R
ange
City State/Prow Zip/Postal Code Dues Balance
|Great Falls [va  ~| [22080 2{3 Filter
[~ Bad Address . m
woikLocaion [ ] =
Home Phone tdabile phone ‘whork Phone Griev
| | Last Activity: |
{#7 JobRef
E -k ail Address Activity Pending? [
[l
= Addi
BithDats  |08/06/1956
Other AP Ind Date = Il Close
Mbr AT <] Local [24m1 sC El
Tupe Death Ben Ct l:l
Status |A ﬂ Clazs |Lineman ﬂ Ethnicity | j Gender | j
| Basic A Other §_work & UnionCode f§ Tracking § Motez f Financial 4 History § Grievances 4 Spare f Doc AE ducation

Exercise: Select the $Payment button located on the member sidebar.
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The $Payment button will display the following Activity Codes window.

CEX

W Activity Codes

ID: 111-11-1115 | el |v] x|
Trans #: Receipt #: Card: 6000003 Type: A Batch |Shale 2726411 J
Created by: Laszt Edited by: Or:
Member Info Basic Dues Other Payments [|
Cl. - =
L.::s # Mths | 1} J Th""|—| | j| +z‘ ey T
Claszs Date LD. | Lol | 2L | j | +—__| m
= ewhem
B + - .
Emplover Working Dues | j| z‘  iFid |
O #Mths [ 0 2| Thiu | 2 | gl ,,:I 2
Location Amount Due +_i‘ Memb Info
- Gross Rate His | j | i -
sc[ ] | $0.00 | $0.00 | 0 UMMARY Comment
Init Bal Death Benefit Subtotal Optians
. # Due | 0 3| Amount Prior Balance g
Diff Bal[__$0.00] 3l i
BldFnd ] LestPdcnt[ O] cur[ O] AmtRecwd $0.00 X Cancel
Transaction Comment HERER |
Make Template | | Check # | ﬂ Rcpt
Apply Template | Current Address: i close

8024 Potomac Yista Dr
: Address

Jva | [22080

|Graat Falls

Payments $0.00

Exercise: Create 1 Basic Dues payment, and an Insurance payment of $8.00 by
clicking up one time on the spin button for Basic Dues. The following is an example of the

0[5
The ICS system will automatically insert one insurance payment for $8.00. The system will

automatically calculate the total Amount Received .to be the sum of the 1.0 portion, the L.U.
Portion and the Insurance payment.

W Activity Codes

I: 111-11-1115 [ I |
Trans # Receipt #: Card: X000003 Type A | Batch [Share 2/26/11 -]
Created by Last Edited by: On:
Member Info Basic Dues Other Payments [|
T&“‘—j #Mths | 1 %] Thu[02777 | | [insurance || seo0 2 e s
1.0, LU 5.C. =
Class Date | $10.00 | | j ‘ zl [ Mewbiem
Working Dues | ~| ‘ +:| = Find
Empl F3 g P
,;""M—j % Mths | 0 = Thu = o
_ [ =l =l £
Location Amount Due . Memb I
- Gross Rate His | ﬂ ‘ XI —
$0.00 0.00 1}
sc |:| $ SUMMARY Comment
Init Bal Death Benefit Subtal Options
& Ball:l # Due ‘ 0 ﬂ Amount Prior Balance
Bld Fndl:l Last Pd Cnt I:l Cur I:l fof ke $45.00 XK Cancal
Transaction Co HEREEIN]
Make Template ‘ Check # | j % Bept
Apply Template | Current Address: B
|3024 Patomac Vista Dr J[L Close
| Address
|Great Falls Wi | |22090
| Activity ) Payments $45.00 [

2/

28/2011
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Exercise: Save the transaction by selecting the New Trans button located on the member

sidebar. 1
Mew Trans

Note: The transaction will also be saved by clicking on the check mark on the
navigator bar.
Exercise: Click into the Search Characters field and type the letters ar, the system will
highlight Jack Arrington. (The first person listed in the database with the last
name beginning with “ar” is Arrington)

Select Member for Mew Activity/Payment =3
Search Characters [ENTER to Choose]

Last Hame First Hame |SSN |Suﬂix| Middle| Card # |T_vpe| Slalus| Class |Dues Pd Thlu| -
Adams Dennis 111-11-1112 X000001 A A JW 08/01/2008
Anderson Dawn 111-11-1113 X000002 A l]BJ'l]1 /2008

¥ Arrington : m--ﬁm_
Ballard Peter 111-11-1115 X000003 A A l]!]!l]1 /2008
Barrett Liza 111-11-1116 X000004 A A LM 07/01/2006
Becker Lee 111-11-1117 1000002 BA A I 08/01/2008
Bennet Robert 111-11-1118 X000005 A A I 06/01/2008
Bickel Catheri 111-11-1119 X000D006 A A I 08/01/2008
Blumburg David 222-22-2221 1000003 BA A LM 08/01/2008
Brown Marbe 222-22-2222 NMOODD1 FP A Jw 07/01/2008
Bruno John 222-22-2223 X000007 A A LM 09/01/2008 ~

MEMBER.DB |Rec # 3 of 104 |

Search By
Last Hame j

New Memher| llanslelInNew| / 0K | x Eancel|

Notice Peter Ballard is highlighted in gray. The gray highlight denotes a transaction exists
that requires posting. This is referred to as an Activity Pending.

Exercise: Double-click on the highlighted line for Jack Arrington to receive the Activity
Codes window.

Exercise: Process 3 months of Basic Dues using the spin button. The system will
automatically insert 3 Insurance payments and calculate “Amt Recvd” to include
three months of 1.O. and L.U dues portions.

W Activity Codes

D 111-11-1114 [~ =] =]v]x]
Trans #: Feceipt #: Card: 1000001 Type: BA | Batch ‘Shala 2226411 J
Created by Last Edited by On:
Member Info Basic Dues Other Payments [|
Class 3 A e
fe— umh:l e T'Ii"lfll:ls[: [Insurance ][ s2a00 4 New Trans
Class Date | $30.00 | | jl LA‘I [ MewhMem
Employer Working Du‘es _ | || +Z| 1= Find
b ] WMths[ 02| Thu 2l gl = -
Location Amount Due Sl] oo :(
= Gross | =] z‘l Mermb Info
0.00
sc I:l $ 815 [II] STy Comment
Init Bal[__30.00] -Death Benefit Subtotal Dptians
Ditt Bal__30.00] WDue | 0 % Amount| t000] Prior Balance
Rld F“dl:l Last Pd Cnt l:l le:l Amt Recyd $93.00 x Cancel
- New Bal
Transaction Co L ‘
Make Template ||| Check # | J B Fept
Apply Template ‘ Current Address: 5 &
[415 oakurm Pl _ A1 Close
‘ Address
[Ashtor 4 -] [22070
1 Activity }, Payments $93.00 /
_— —
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Each time the Basic Dues spin button is clicked up one time, the system will automatically
charge an Insurance payment for $8.00 because the following option is turned on in the
System Control in exercise 1.

[+ #Auto Papment 1 Enabled: =

If the member is paying 3 months of Basic Dues the system automatically inserts 3 Insurance
payments. |f the member only owes 1 Insurance payment use the increment button located
to the right of the amount displaying.

Deposit Only (Create Credits) i
The increment button is actually 3 small buttons. ﬁl

Each button performs a different task.

#H (+) = Increase the value by one amount
=l (-) = Decrease the value by one amount.
1 (X) = Clear the complete line

Exercise: Select the Close button located on the sidebar.
Exercise: Select the Close button located on the member information sidebar.
The IBEW Emblem will be on your screen.

To complete the two transactions you must verify the totals, print the Official Receipts,
produce a Cash Receipts Journal and Post the Transactions.

Exercise: Select Dues/PostActivities/Payments. The following Post Transactions
window will appear.

Bl Post Transactions [ZJ[EJEI

Owner Batch ID UnETE. Total o s Journal s Batch Type

Count
¢ Shared
»[ICS  Share 2/26711 z s135.00 T ~ r are

" Private
= Al

Target:
" Selected
o« Al

< Journal
Beceiplts

- Post

f il

33_ Delete

IL Cloze
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Frequently asked Question: What if my totals do not match?

If the Total does not show the correct amount, print a journal and compare the journal with
your money transactions. When the error is located, close the Post Transactions window and
click on Dues/Activity Codes/Find to find the transaction that requires correcting or click
New Trans to add the transaction that was not processed. Select Dues/Post Activity
Payment and the above screen will appear. Verify your totals again and if correct, proceed
with the posting process. If not, repeat the above procedure.

*** For Assistance, call the ICS Help Desk @ 888-427-4946 ***

Exercise: Print the receipts by selecting the Receipts button. The following dialog box will

Print Batches of Receipts
Receipt Sort Order:
Trangaction Number j

Receipt Selection
Print Receipts for: All Batches

[~ Print only Trangaction Humbers:

From | To

[¢ Print Dfficial Receipts
[~ Print Miscellaneous Receipts

[~ Include previously printed Receipts

‘ JE'L Close

Receipt Sort Order-The default is by Transaction Number. Clicking on the drop-down and
making a selection gives you the ability to change the receipt order.

Receipt Sort Order:

I Tranzaction MNumber

Tranzaction Number

Receipt Selection:

Print only Transaction Numbers-To print receipts for a range of transactions. You must first
print the journal so you can have access to the transaction numbers. This will allow you to

specify a range of transactions.

-R ipt Selection

Print Receipts for: All Batches

[ iPrint only Transaction Numbers:}

From |42 Tao (43
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Print Official Receipts-The default is to Print Official Receipts. This selection will print only
the 10 official receipts.

v Print Dfficial Receipts
[~ Print Miscellaneous Receipts

[” Include previously printed Receipts

Print Miscellaneous Receipts-Transactions that consists of local union money only will
automatically be printed with the Miscellaneous Receipts program. When you have
miscellaneous receipts to be printed, remove the check in Print Official Receipts and place
the check in the option Print Miscellaneous Receipts. Select Print and only the Miscellaneous
Receipts will be printed.

[~ iPrint Official Beceipts:

v Print Miscellaneous Receipts

[ Include previously printed Beceipts

Include Previously Printed Receipts-To reprint receipts. You must specify if you would like
to reprint Official or Miscellaneous receipts. If you want to reprint the Official Receipts, you
must click on Print Official Receipts and Include previously printed Receipts.

[v Pnnt Official Heceipts

[ Pnnt Mizcellaneous Receipls:

[+ Include previously printed Receipts

To reprint Miscellaneous Receipts, click Print Miscellaneous Receipts and Include
previously printed Receipts.

[ Print Dfficial Receipts:

[+ Pnnt Miscellaneous Receipts

| Include previously printed Receipts

Exercise: Select Print. After the receipts are printed, select Close.

The following is an example of Peter Ballard’s Official Receipt.
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N. Bal §
10 2/18
13
24
X
Marugin
Ceie383
N. Bal §
0 2/18
13
24

s = whp

f2011
45.
2/20
X 03
5 pae
Sparks
f20
45.
2/20
X 03

Sparks

i

EBX

10 Misc

Trans.
Owner Batch ID Count Total Receipts | Receipts Journal
kICS Share 2/26/11 2 $138.00 =4 rd —

Batch Type
" Shared
" Private
= Al

Target:
" Selected
v All

2 Journal

« Post

ﬁ_ Delete

i

Exercise:

Pg. I-32

Select the Journal button and the following Prepare Cash Receipts Journal

window will appear.
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Prepare Cash Receipts lournal

Sort Order

" Transaction Humber

Repornt Details

i* Show tranzactions in Working Peniod

" Show all transactions

[v Include Payment Detail

Detail Report: Print Preview

Summary Report: Print Preview /D
one

Sort Order:

Last Name or Transaction Number. This selection will tell the ICS System to sort the journal
by last name or transaction number. In the current exercise, we will accept the default sort
order, Last Name.

—Sort Order

"~ Transaction Number

Report Details:

Show Transactions in Working Period. This option will tell the system to print/preview a
journal for the existing transactions that were created in the current working period. In the
current exercise, we will accept the default setting, Show Transactions in Working Period.

i~ Show all transactions

R eport Details
|7 i* Show transactions in 'Working Period

Show All Transactions: An experienced user can work in more than one working period.
The following selection tells the ICS System to print/preview a journal that will show existing
transactions for all working periods.
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~Heport Details

{~ Show transactions in Working Period

Include Payment Detail: This will provide the user with a journal that displays codes and
amounts for the money collected.

~“Report Details

{* Show transactions in Working Period

" Show all trans actionz

I

You have the option to Print or Preview a Detail Report and/or Summary Report.

Detail R eport: Print Preview

Summary Report: Print Preview

Exercise: Select Include Payment Detail.

Exercise: Print a Detail and a Summary Report.

Please examine the following example of the printed Cash Receipts Journal and the Cash
Receipts Journal Summary.

Period: 02/11 Cash Receipts Journal 1
Payment Code Detail 02/26/2011
Local Union: 2401
Trans # Card Hame Memb Act. Rect. Date Pd Months Dues Working Other 10 Fees Other LU Fees Amt
Humber Type Code Ctrl#  Thru Paid 10 Lu 5C Dues Code Amt Code Amt Received  Credit

Batch ID: Share 2/26M1

1170 1000001 Arvington, Jack B 384 0401 3 $39.00 $30.00 $0.00 $0.00 13 F24.00 $93.00 $0.00
1169 ¥000003 Ballard, Peter A 383 02M11 1 $27.00 $1000 000 13 Fa.00 F45.00 $0.00
Batch Totals: Count: 2 4 $66.00 $40.00 $0.00 $0.00 $0.00 $32.00 $138.00 $0.00

Totals (All Batches) :

Count: 2 4 $66.00 $40.00 $0.00 $0.00 $0.00 $32.00 $138.00 $0.00
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Cash Receipts Journal Summary 02/eiam
Local Union: 2401 !
Periad: 02A11
Batch:  Share 2/26M11
Payment Code  Description Amourt
A
9 Basic Dugs-10 $27 .00
10 Basic Dugs - L.U. #1000
13 Insurance §5.00
BA
9 Basic Dues - 10. $30.00
10 Basic Dues - LU $30.00
13 Insurance $24 00
Total Charges: $138.00
Total Credits: $.00
Total Received: $138.00

Exercise: Close the Prepare Cash Receipts Journal window by selecting Done.

The following Post Transactions window will be displayed.

Il Post Transactions g@@l

Owner Batch ID ][—i'oa::t- Total Fle::gei - H:l;:'i: - Journal #| Batch Type
p p " Shared

M ICS | Share 2/26711 2 $13g.00 ~ ~

" Private
= Al

Target:
" Selected
e Al

Receipts
~ Post

The 10 Rcpts. Printed, Misc. Rcpts Printed and Cash Jrn Printed have a small box that
will display a check when printed or previewed. Compare the amount processed in your
local to the amount appearing in Total. If the amounts do not verify, click the Close button.
Select the Show Activity Codes Form speed button and all existing transactions will be

displayed. Make the proper adjustments by editing, adding or removing transactions. Start
the posting process again.

[
Showw & chivity Codes fu:nrrn|
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Exercise: Select the Post button.

The following Confirm message will appear.

i Canfirm @“

'-.;0-.' You are about to post 1 batchies) containing 2 transaction(s). Do you want to continue?

Ees Mo

Exercise: Select Yes.
A Progress pie will appear that will indicate the posting has been complete by reaching
100%.

Reconfirming pozsted
tranzactions...

The following Confirm message will appear.

| Canfirm @“

"o" Pasting Completel Would you like to print a posting confirmation report?

Exercise: Select Yes.

Use the Posting Confirmation Report as insurance to confirm the transactions on the Cash
Journal are posted.

If No is selected, you will not have the option to print the Post Confirmation Report a
second time.

The following Prepare Posting Report window will be displayed.
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Prepare Posting Report
Sort Order

(" Transaction Number

Report Details

¥ Include Payment Detail

Detail Report: Print Preview

Summary Report: Print Preview

+" Done

Sort Order:

The system is making an inquiry, would you like your report in Last Name or Transaction
Number order? In the training exercise, we will accept the default sort order of Last Name.

Exercise: Select the Done button and the screen will return to the following.

7| Post Transactions EI@

Trans. 10 Misc “ Batch Type
BaLchllD Count Receipts | Receipts ~ Shared

b 0 r r r .
" Private

= All

Total

Journal

Owner

Target:
" Selected
= All

7 Journal

Receipts

" Post

i

3;!}_ Delete

i'L Close

The Trans. Count is set to 0. This is an indication that the prior transactions are posted and
recorded to the members’ history. You can continue with additional transactions or proceed to
the Month End Processing. In our training session, we will continue to process additional
transactions.

Exercise: Select Close.
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Exercise 5
Activity Code Processing

Exercise: Select Dues/Activity Codes or select the Show Activity Codes form speed

[

The Activity Codes window will appear with the same Batch ID that you were previously
working in.

&, Activity Codes E@
[ =]
Trans #: Receipt #: Card: Type: Batch |‘r’nurBatchName J
Member Info Basic Dues Other Payments [l
Tlass—_| f s | ﬂ Thiu | J | :l Mew Trans

1.0. LU 5.C. —
Clags Date | | | J | :l [ MewMern

e Working Dues | J| :l =
- #Mths| 2| Thiu| = | = P
Location Amount Due
l—_| Gross Rate Hrs | J| :I —

sc[ | | | | SUMMARY
InitBal| | [Death Benefit Subtotal

- Ball:l # Due | ﬂ Amount Prior Balance
Bid Fndl:l Last Pd Cnt | | [Zur| 5| Sl el
Transaction Comment Chock Itl | J

| ec
| Current Address: =
: IL Close
| | =1
| Activity |, Payments $0.00 /

Before starting with additional work, change the Batch ID.

Exercise: Select the Options button located on the sidebar and the Transaction Form
Settings window will appear.
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Exercise:

Select the option, Open and Save transactions in a shared Batch and then
click the New button.

Transaction Form Settings

Open Batch:

(¢ Open and Save hanzactions in a shared Batch

“‘ourBatchMarme New

" Open and Save ransactions in a private Batch

j New

[v Festrict viewing of payments to open batch

[ Auto-Generate new Batch Mames daily

Amount Received
(¢ Default Amount Recerved to Subtotal

" Do not Default Amount Received

Multiple Working Dues Payments

[ Alow multiple unposted working dues payments

' OK

The following Create new shared Batch window will appear with a default batch name as
Share with the current date. You can change the batch name by highlighting the name and

Exercise:

Exercise:

Exercise:

Create new shared Batch (23]

Etter a new Shared Batch name:
|YourEatchN ame)

ok, | Cancel

Select OK to keep the new batch name.
Select the OK button at the bottom of the Transaction Form Settings.

Select the New Trans button located on the sidebar to continue working.

Fl
MHew Trans
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Activity “A”

- Return from Honorary Withdrawal

In the current exercise, we will return Janet White from Honorary Withdrawal.

Exercise:

Exercise:

Another short cut to retrieve Janet White's Activity Codes window is to double-click on the

In the Search Characters field, type wh.

Once the system highlight the name Janet White, press the Enter key on your

keyboard.

name once it is highlighted.

If the highlighted record is not the person you are searching for, use the up and down arrow

keys on the keyboard or click and highlight the correct record.

The ICS System will read Janet White’s status code and determine what activity options she
is entitled. Janet White has a status of W - Honorary Withdrawal. The system will allow A -
Return from Honorary Withdrawal, Z — Death and Payment Only. (The other activity will

Select Member for Mew Activity/Payment

Search Characters [EMTER to Choose)

=i

|whi
Last Mame First Mame |SSN |Sul‘l‘ix| Middlel Card # |T_l.lpe| Statusl Class |Dues Pd Thru| ~
Sweeny Doris 000-00-0011 1000039 BA A Aszm 08/01/2008
Thomas Rose 000-00-0012 1000040 BA A LM 08/01/2008
Turner Pat 000-00-0013 X000047 A A Tech 08/01/2008
Vazquez Edward 000-00-0014 1000041 BA A Aszm 08/01/2008
Webb Carol 000-00-0015 1000042 BA A LM 08/01/2008
Welsh William 000-00-0016 X0D00D48 A Tech 0870172008

P|white ane --Eﬂ--
Williams Carl 000-00-0018 1000044 BA A 08/01/2008
Woods Thomas 000-00-0019 XODOD49 A A JW' 08/01/2008
Woods Thomas 100-00-0019 X0D0400 A A Jw 08/01/2008
Yeager Mary 000-00-0020 X000050 A A Jw o0g8/01/2008 ~

MEMBER.DB |Rec # 98 of 102 |

Search By

Last Mame ﬂ
Hew Member Transfer In Hew / [1] 4 x Cancel ‘

be “Grayed Out”.

Pg. |

-40

2/28/2011




W Activity Codes

ID: D0D-D0-0017 I = = = e
Trans #: Feceipt #: Card: 1000043 Type: BA  Batch |YourBalchName J
Created by Last Edited by: Or:

RERAES Return From Honorary ¥ithdrawal (A)

~
~
~ ) N?Etart ane
- 1=} Find
" [C) - Change Type BAto &
i First Dues to be Paid (0272011 = £
~
— Yerify SSM |000-00-0017 temb Info
o Verify Birth Date |10/04/1956 Comment
o~
o~ Options
&+ [A] - Retumn from “withdrawal
o x Cancel
2] - Death
" Payment Orly Rcpt
ﬁ Cloze

' Activity (A) / Payments $31.00 [

First Dues to be Paid - Displays the month/year of the current report period. In the above
example, the system is assuming the member is returning to work in January 2003. If the
member were returning from honorary withdrawal effective an earlier period, click the down
spin button to obtain the correct date. You have the ability to lower the date as needed but
can only increase the date one-month past the current report period.

Verify SSN — Verify the displayed SSN/SIN number is correct. If incorrect, make the proper
adjustments by highlighting and typing the correct number.

Verify Birth Date — Verify the displayed birth date. If incorrect, make the proper adjustments
by highlighting and typing the correct date.

Members returning from honorary withdrawal with membership type “A” are required to pay at
least one month of Basic Dues and a $2.00 Pension Benefit Fee. Members with membership
type “BA” are required to pay at least one month of Basic Dues. The ICS System is designed
to automatically charge the required payments, notice the Payments tab at the bottom of the
window displaying $29.00. The required payments are programmed in the system and cannot
be removed but can be increased.

Exercise: Select the Payment tab.

You can now identify the total amount of money by reviewing the payment screen.
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If the member is returning from Honorary Withdrawal and changing membership effective the
same month select the option “Change Type BA to A” or “Change Type A to BA.”

Exercise: Increase the number of Basic Dues by 2. Click up with the spin button twice.
The Amount Received will have changed to reflect 3 months of Basic Dues and Insurance.
Exercise: Save the transaction by selecting the New Trans button located on the sidebar.

There are several ways to save a Transaction.

SeleCt New Trans ﬂewﬂTrans

Select New Mem [ Newhen

Click the Save Edits button on the Navigation bar. i

Select Close 1L Close
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Activity “B” — Changing from A to BA membership

Kay Glass will change her membership type from A to BA.

Exercise: Search for Kay Glass.

Exercise: Once the system highlights the name Kay Glass, press the Enter key on your
keyboard.

Exercise: Select the Activity tab and click on the activity, (B) — Change Type A to BA.

The following will display on your screen.

W Activity Codes

ID: 555-55-5552 e m| =] x|
Tranz #: Receipt #: Card: 7000000 Tuype: A Batch |YourBalchName J
Created by Last Edited by: Or:
Activiti
LMD Change Member Type from A to BA (B) Kl
Mew Trans
[ Mewhiem|
1= Find
= [M] - Change Type &, BA to FP Activity Date = £
~
~ Mew Card # lssued (7000000 Memb Info
[ Difference in Fee Prior Paid Thru Date Camment
~
. . O pti
" [w] - Honorary Wwithdrawal: card Difference in Fee ﬂ
-~
o x Cancel
~
" Payment Orly =4 Rcpt
ﬂ Cloze

' _Activity (B) [ Payments $31.00 [

Activity Date — The ICS System will read the members Prior Paid Thru Date and determine
an activity date.

New Card # Issued — The system will issue the next available “BA” card number from the
Card Number Range in the System Control file.

Prior Paid Thru Date — Displays the members paid thru date in his/her former membership.

Difference in Fee — On occasion, a Difference in Fee will be required when changing from
one membership type to another. In the Difference in Fee field, type the amount due.

Exercise: Select the Payment tab. The Amount Received will be for one month of dues
and one insurance payment.

Exercise: Save the transaction by selecting the New Trans button.
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Activity “C” — Changing from BA to A membership

Exercise: Search for Alex Clifford.

Exercise:  Once the system highlights the name Alex Clifford, press the Enter key on your
keyboard.

Exercise: Select the Activity tab and click on the activity, (C ) — Change Type BA to A.

W Activity Codes

ID: 222-22-2228 e m| =[] x]
Trans #: Receipt #: Card: 7000001 Type: BA | Batch [YourBatchName -
Created by Last Edited by: Or:
(f_\m'!mes Change Member Type from BA to A (C) Kl
Mew Trans
~
7 [T - Transfer Out [3 Newtdem
~ =
£ Find
= Activity Date = A1 RE
(f: [M] - Change Type &, Bé ta FP Mew Card # Issued 7000001 &
kemb Info
(" Verify 55N |(222-22-2228
" Difference in Fee ; B M
¢ [H) - Hon, ‘withdrl (BA] no card Verity Birth Date |01/28/1957 Options
) - Honorany Withdrawal: card Prior Paid Thru Date =
~
o Difference in Fee X Cancel
" [2]- Death
" Papment Only =4 Rcpt
JE'L Cloze

' Activity (C) / Payments $47.00 [

Verify Birth Date — The information displayed in the Verify Birth Date field will be included

on the Per Capita File with this transaction. If the date is incorrect, highlight the date and type
the correct date.

Prior Paid Thru Date — The system will display the members paid through date in his/her
former membership.

Difference in Fee — On occasion, a Difference in Fee will be required when changing from
one membership type to another. In the Difference in Fee field, type the amount due.

Exercise: Select the Payment tab.

A check for was received in the mail for Alex Clifford’s dues but it was $2 short. The
transactions “Amount Recvd” will need to be adjusted.
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Exercise: Highlight the Amount Received and reduce the amount by $2.00. Click the New
Bal button.

New Bal

The current transaction will reflect the shortage of $2.00 in the New Bal field.

W Activity Codes EI@|E|
ID: 222-22-2228 el =]v] x|
Trans #: Feceipt #: Card: 7000001 Type: BA Batch |YoulB atchMame J
Created by Last Edited by: Or:

{fﬂ'!mes Change Member Type from BA to A (C) ¥l
Mew Trans
-
7 [T) - Tranzfer Out [ NewMen
- -
s £ Find
& i Activity Date = [ S5 |
i ( MHew Card # Issued 7000001 .3
Memb Info
= Yerify 5SN |222-22-2228 =
" Difference in Fee B : arnrmerit
" [H] - Han. Withdmwl [BA] no card Verify Birth Date |01/29/1957 Options
] - Honorany Withdrawal: card Prior Paid Thru Date Qf
—
(“ Difference in Fee x Cancel
" [2)- Death
 Payrnent Oy Fcpt
JEL LCloze

i Activity (C) j Payments $47.00 /

The underpayment will print on the members receipt and will be recorded in the member’s
record.

Exercise: Save the transaction by selecting Member Info button located on the side bar.

.3
temb |Info
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Activity “F” — Name Change

The Activity “F” is the only Official Membership Activity which is not conducted in the Activity
Codes screen. Instead, to conduct a Name Change activity, the member form is edited.

Exercise: Find member Joan Robinson using the Find button.

Exercise: Change the last name from “Robinson” to “Taylor” by highlighting Robinson in
the Last Name entry blank, and typing over it with “Taylor”. It is not necessary to use the
“Caps Lock” when typing names, as the ICS program will automatically capitalize First and
Last Names if the names are typed in lowercase.

m Member Information [ & |
Sort By:
|999-99-9999 Robinson, Joan ] ‘ - ‘ > ‘ 2] | + ‘ - ‘ ‘ | Last Mame =
SEMASIM Last Mame First M ame Middle  Suifis hickname Yiew:
999-99-9999 [oan [ [ =] # Form
Address and Phone Reference [ Table

|E331 Post Oak Tr Card Mum (1000033
| Dues Pd Thu (0872008 —
# Range

City State/Prav  Zip/Postal Code Dues Balance l:l
[Reston VA ~| [220m Erpl 2{ Filter
[~ Bad &ddress Last Activity: = _ % Payment |
Home Phone Wk Phone | Griev
| | Activity Pending? [ @Juhﬂef
Birth D at 104231970 :

Mc;}her e Address
Type |BA w| Local [2401  sC| =l Irit Date [0170171996 =

=y Report
Status |A w| Class |Juur. Wireman j -

] Close

' Basic /. Dther i Work f UnionCode f Tracking /i Motes 4 Financial § History [ Grievances ) Spare /i Doc / [=I»]

Exercise: Click on the “Find” button, and your changes will be saved automatically. A
confirmation message will appear indicating that an Activity Code F will be reported to the 10.

ICS-Windows: Local #2401 (=3

A narme change has been detected and will be reported to the LO. as an "F" activity,
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Activity “H” — Honorary Withdrawal,
No Card (BA)

Exercise: Search for Veronica Dawson.

Exercise: Once the system highlights the name Veronica Dawson, press the Enter key on
your keyboard.

Exercise: Click on the Payment tab then select the Activity tab and click the activity, (H) —
Hon. Withdrawal (BA) no card.

W Activity Codes

ID: 333-33-3336 | al e m] =1 x]

Trans #: Receipt #: Card: 1000007 Type: BA | Batch |YourBalchName _l

Created by Last Edited by On:

:\d'!'tles Honorary Withdrawal. No Card (H) Kl
Mew Trans

—

" [T]- Transfer Out 3 Mewtdan

= 1=} Fird

7 IC) - Change Type BA to & Activity Date

i [M] - Change Type &, Bé to FP #*

o Mermb [nfo

~

" Difference in Fee Camm=n

& qHI - Hor, sfithdnel (B2 o carg Opti

5 Options

7 ) - Honorary Withdrawal: card

~

~ X Cancel

7 2] - Death

7 Payment Only B Rept
j"L LCloze

\ Activity (H) A Payments $0.00 /

Activity Date — The activity date will be the month following the member’s basic dues paid
through date.

Exercise: Save the transaction by selecting New Trans.
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Activity "I” — Transfer In (New Record)

Process a Traveling Card for Susan Weber.

Exercise:
Characters field.

The search is not successful because Susan Weber does not exist in the database.

Search for Susan Weber by typing the complete last name in the Search

Select Member for Mew Activity/Payment
Search Characters [ENTER to Choose]

=)

|\lfphh9l
Last Hame First Name | 55N | Sufﬁx| Middle| Card # | T_vpe| Slalus| Class Dues Pd Thru| ~
Sweeny Doris 000-00-0011 1000039 BA A Asm 0870172008
Taylor Joan 999-99-9939 1000033 BA A Jw 0870172008
Thomas Rose 000-00-0012 1000040 BA A LM 0870172008
Turner Pat 000-00-0013 X000047 A A Tech 0870172008
Yazquez Edward 000-00-0014 1000041 BA A Asm 0870142008

M| webb aro 1000-00-0015 | | [1000042 [BA [A _[LM ___[08/01/2008 |
Welsh William 000-00-0016 X000048 A A Tech 0870142008
White Janet 000-00-0017 1000043 BA |W Jw 0170142007
Williams Carl 000-00-0018 1000044 BA A LM 0870142008
Woods Thomas 000-00-0019 X000049 A A Jw 0870142008
Woods Thomas 100-00-0019 X000400 A A Jw 0870142008 -~

MEMBER.DB | Rec # 96 of 102

Search By
Last Name j
Mew Member | Transfer In New| ' DK | X Cancel

Exercise: Select the Transfer in New button located at the bottom of the window.

Transfer In Hew |

The Search Character field will copy the last name into the Transfer In, New Record. The
Transfer In, New Record has two tabs that must be completed.

Y. Activity Codes ==
1D Weber. "“l“‘|"|"'|_|"|x|
Trans #: Fieceipt #: Card: Tepe: Batch |YourBatchMame .-
Activities Transfer In. New Record (I} Kl
o 1. Basic | 2. Other Mew Trans
=
') Type— SSM/SIN Card # Statusz  Job Class [ Mewhem
o | |A ﬂ | ﬂ =1 Find
e " 4 | LastMame First Name Middle Suffix -
: |Weber | | j £
- Address City Memb Infa
= ~ | | Comment
' =~ | Address Line 2 StProv  Zip/PC .

Optione
; | =] e |
- Home Phone ‘work Phone Mickname Gender x Cancel
o | L]
o E-tail Address Courity é Bopt
j-'L Close |
" Activity (I) [ Payments $0.00 [
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The following is an example of the 1. Basic Tab filled in.

1. Basic
Transfer In. New Record (1}
1. Basic Tg_ Other ]

Type— SSMASIN Card # Statuz  Job Class
|237-991001  |[XO01550  [A =] |Tech |
& 4 | Last Name Firzt Mame Middle Suffiz
|W’ebber |Susan &, | j
Address City
|E1 18 Garden 'wWay |Lolton
o BA . .
Address Line 2 St/Prov  Zip/PC
| v | |2z2007
Home Phone Wwhork Phone Mickname Gender
[foasEs1212  [202-6B9-9852 | F -]
E-Mail Address Coavinby

[S usief@IBEWLocal2407. Conl |

Exercise: Select the membership Type as “A”.

Exercise: Click into the SSN field. Use the Tab key to move through the fields in
sequence typing in the above information.

The field titles that appear in blue are mandatory fields and must be completed.

Exercise: Select 2. Other.

Exercise: Type the following information.

2. Other

Transfer In. New Record (I}

1. Basic | 2. Other 1

From: 0ld Local Dates

& OtherLocal | Local # [0353 Initiation [05/10,/1998
CPWE ?ﬁm 02/2011 3| | Senioity [06/10/1998

" Pension Birth |01/20/1959
(= Military Init Fae Clazs Ot li
\-"T::bist ’— Act Date |02/201T =
Wik Dues02/2011 =
Emplayer | j —
eez Due

Empl # Race -
peath, 52 || Diff Fee [25
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In the section titled From, select where the member is transferring. Susan Weber is
transferring from another local therefore, in the section From the user will select Other

Local.

Exercise: Select the Payments tab and process 3 months of Basic Dues.

Exercise: Type 25.00 as the Difference in Fee amount collected.

The Amount Received should match the Subtotal.

W Activity Codes E] @| E|
D: 237-99-1001 | e m=]v| x|
Tranz #: Receipt #: Card: ¥X001550 Tuype: Batch |YourBalchName J
Created by Last Edited by Or:

Member Info Basic Dues Other Payments E
[’:llis:h—Ll # l-|lh:;||[—|:|:I ﬂ TI:I:I = |Diffelence in Feej | +z| (M= TS
Class Date ol | = | o0 | ﬂ | +z| [ Newter
,7
Emplover Working Dues | | | +Z| 1=} Find
<|| ®Mths| 0 2| Thiu | = | =l 2 -
Location Amount Due $0.00 +><_ y :t| r
- Gross Rate Hrs | j | ZI e |
BE | ! SUMMARY _ Commert_|
Init Bal Death Benefit Subtotal Options
. # Due 0 % Amount Prior Balance —
pitBal | L 0s IR
Bid Fndl:l Last Pd Cnt I:I Cur l:l G (il $0.00 X Cancel
Transaction Comment New Bal |
| Check # | | B Rt
| Current Address: -
[E118 Garden way At M. Close
et ress
| =5
|Larton | | [2z007
| Activity (I) }, Payments $0.00 [

Exercise: Save the transaction by selecting New Trans.
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Activity “l1” — Transfer In (Existing Record)

The Transfer In, Existing Record window is identical to the Transfer In, New Record. The
ICS System copies the members information into the Transfer in Existing Record window.
The user is required to fill in any mandatory fields that do not display information, especially
the Local # and the Date Paid Through in the former local.

Exercise:  Search for Janet Lee.
Exercise: Once the system highlights the name Janet Lee, press the Enter key on your
keyboard.

The following Transfer In, Existing Record for Janet Lee will appear.

ID: BE6-6B-BE69 Lee, Janet >
Trans #: 1176 Receipt #: Card: 1000018 Type: BA = Batch |[YowBatel
Activities Transfer In, Existing Record (1)

7 [N]- New Member 1. Basic | 2. Other
% [11- Tranzfer In
@ Type— SSM/SIN Card # Statuz  Job Class
'3 |sesE6-6669 1000018 [0 | [Asm |
2 " & | LastMName First Marme Middle Suffis
2 |Lee |Janet | j
~
o~ Address City
~ - |7824 Aish Ln |#sshtan
+ BA
& = | Address Line 2 St/Prov  ZipdPC
0 | [via ~| [22070
~
~ Home Phone Wwiork Phone Mickname Gender
- | | >
£ Payment Only E-Mail Address County

' Activity [ Payments $0.00 /

The system will copy the pertinent information from the members Member Information record.
Verify the member’s information is correct in the 1. Basic tab. If the displayed information is
incorrect, highlight the data and type the correct data.

If Janet Lee were not transferring, but paying local union payments, the user would select the
Payment Only activity in the Activity tab. The ICS program will default to Transfer in Existing
if the member has a Status Code T, N, M or C.
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Exercise: Select 2. Other Tab.

The Local # is a four-character field, if the local number is three characters, place a zero in
front of the local number.

Exercise: Type the Old Local # as 0605.

Exercise: Enter the Pd Thru as the current month. This information will appear on the
traveling card in the field titled, Will Expire or Member paid beyond Expiration date
through.

Transter In. Existing Record (1)

1. Basic | 2. Other ]
Frorm: Old Local Dates
(+ Local # 0605 Initiation |01./01,/19393
- ?ﬁm 02/2011 2] | | Seriority [01/011932
o Eirth |08/07/1974
v Init Fee Clasz Dt
MiSC. ,—A|
0zs2011
\ote Dist ’— Act D ate -
Wk Dues -
E rployer | ﬂ
Fees Due
Empl # | Race | j
Death -
Bor. Ct | DiffFee

If known, click on the drop down and select the employer code.

Employer || -
Code | Mame | City
1 Restan Electric Restan
2 Fairfax Cable
3 GE
4 Silver Spring E lechic Olyrnpia
5 Acme Tools

Verify the member has a Birth Date. If not, the information will appear on the traveling card in
the Date of Birth field.

The Act Date will copy from the Pd Thru date. If you click into a blank field past the Act Date,
the information will automatically copy into the Act Date field.

Transfer In Existing Records - are members who currently exist in your database that
possibly transferred out to another local, to Pension, to PWC, to Military or could be working
in your jurisdiction and paying working dues (Travelers). Instead of deleting the records from
the database for the members who are no longer actively paying dues, it is recommended to
archive the individual members record.

Exercise: Janet Lee is not paying dues at this time. Save the transaction by selecting the
New Mem button located on the side bar.
[ Mewbiem
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Activity “N” — New Member

The New Member activity window is similar to the Transfer In.

Start the transaction by selecting the membership Type then proceed to the SSN/SIN field.
The system will automatically issue the next available card number depending on the
selected membership type. You can use the tab key to move to each field in sequence.

Exercise: Copy the following information into the 1. Basic of the New Member window for
Donald T. Sanders.

1. Basic
New Member (N
1. Basic | 2. Other
Tupe— SSM/SIN Mew Card# Status  Job Class
& 4 | |374E34418  [7O0OO0Z |0 | |LM -]
~ B Lazt Mame Firzt Mame Middle Suffix
- |Sanders |D0na|d ’T_l ﬂ
P Address City
¢~ ap | |3450 Kirby Fioad |Burke
Address Line 2 St/Prov  ZipdPC
i~ SR
| [ve ~|[22003-1133
Hame Phane Wwark, Phone Mickname Gender
[FiaEEsOOT | | I -]
E-Mail Address County

|D0nn_l,JED_I,J@LocaI24EI'I .com |

Exercise: Select: 2. Other.

Exercise: Type the Birth date and Fees Due into tab 2. Other.

2. Other
New Member (N}
1. Basic | 2. Other ]
Mizc. Dates
Wote Dist Initiation |02,/01/2011
Ermployer | ﬂ Seniarity 0220142011
Empl # | Race | | Birth |07/14/1973
Death -
Bon Ot = Class Dt
Act Date =
ik Dues{02/2011 -
Feesz Due
Initiatior |50.00

In the above, the field titled Fees Due is where the user will enter the amount due for the
initiation fee.
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Exercise: Select the Payment tab.

Mr. Sanders was granted permission by the local to pay his initiation fee in 2 installments. In
the Payments tab, the user will enter the amount Mr. Sanders is paying toward his initiation
fee.

W Activity Codes g@g|
ID: 374-89-4418 | e =] ] x]
Trans #: Feceipt #: Card: 7000002 Type: A Batch |YoulBalchName J
Created by: Last Edited by On:

Member Info Bagic Dues Other Payments [|
Class — O
m # Mths | 1 ﬂ Thru |In|l|al|un Fee j | $50.00 +Z| (i T
L0 L.U. S.C
Class Date | $10.00 | | J | :I [y Mewtt
i Working Dues insurancel - $8.00 +Z| 1= Find
] #Mthe[ 02 Thu = | =0 e
-
Location Amount Due $0.00 +><7 &
Memb Info
- Gross Rate His | j | ZI
5C I:l SUMMARY M

Init Bal |:| Death Benefit Subtotal Options

Diff Ball:l # Due 0% Amuunll:l Prior Balance

Bld F"dl:l Last Pd Cnt |:| Cur l:l Cl (ikeeer] 397.00 X Cancel
Transaction Comment EE[ER

| Check # | | B Rept

| Current Address: -
[34E0 Kirby Rioad - g1 Close
| Address
[Burke [ =] [zz0081133

Activity (N) 4 Payments $97.00

==

Exercise: Process 1 month of Basic Dues and $25.00 as the Initiation Fee paid.

If the user is required to print a receipt at the time the transaction is created, click the Receipt
button located on the sidebar.

Exercise: Click the Rcpt button. =y Ropt

If the receipt jams in the printer, select the Receipt button again. The following confirm
message will appear.

Caonfirm @
'6' Reptint receipt?

Cancel |

Exercise: Select OK and the receipt will reprint.

Exercise: Save the transaction by selecting the New Trans button.
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Activity “R”- Reinstatement

Exercise: Search for Beverly Cohen.

Exercise: Once the system highlights the name Beverly Cohen, press the Enter key on
your keyboard. Beverly Cohen is more than 3 months delinquent. The program
automatically comes up with a Reinstatement for her.

W Activity Codes
ID; 222-22-2229 | ||| =] v x|
Trans #: Receipt H: Card: X00O0011 Type: A Batch |YoulBalchName J
Created by Last Edited by: On:
- (IS Reinstatement (R) 1]
-
[T - Transfer Out 0 Hewttem
" (B] - Change Type & to BA =i Find
o . i
Activity Date I:l

" [M] - Change Type &, B ta FP £
; Merb Info
" Difference in Fee Comment
-

Opti
" [w) - Honorary Withdrawal: card ﬂ
-
' [R] - Reingtatement x Cancel
('“
 Payment Drly Ecpt

e

i Activity (R) f Payments $162.00 /
e

Exercise: Select the Payment tab.

W Activity Codes
ID: 222-22-2229 | afemf =] ] x]
Trans #: Receipt # Card: X000011 Type A Batch |YoulBatchName J
Created by: Last Edited by: On:
Member Info Basic Dues Other Payments
Cl -
,J-L“—Ll auths [ 3 ] TR0 ] | =] [ Z‘
L0. L. 5.C.
Class Date | $30.00 | | Jl Z‘
Working Dues [Insurance =|| $24.00 £
E""""”,ﬁ # Mths <| Thru = | =i i
Location Amount Due +><_
’—Ll Gross Rate His || = E‘
sc l:l $0.00 $17.50 1} SUMMARY
Init Bal Death Benefit Subtotal
P # Due 0 | Amount Prior Balance
pirBal | B [ =m
BidFnd | LastPdcat[  [cur[ 0] | AmtRecwd $162.00 e
Transaction Co HERESIN|
I Check # | = Rept
| Current Address: =
1 Close
|7145 5 Four Mile Run el
By ress
| =]

|ington Vo - | 22090

| Activity (R) }, Payments $162.00 /

The system will automatically display 3 months of Basic Dues, 3 months of Local Dues,
$25.00 10 Portion and $5.00 Local Union Portion of the Reinstatement Fee. The member
can pay more than 3 months of Basic Dues but not less than 1.
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Exercise: Increase the Basic Dues to 6 months and remove the Insurance payments
by selecting the X in the to the right of the insurance payment line.

Y
W Activity Codes
ID: 222-22-2229 el oo m| =] | x]
Trans #: Feceipt #: Card: ¥000011 Type A Batch |YouwBatchHame  ---
Created by: Last Edited by: On:
Member Info Basic Dues Other Payments E
Class -
|| * mhsllu 6 % TTTJI—SIIZ | = 4 New Trans
Class Date o | SBU.[-"]- | 00 | J | z‘ [ Newhiem
Emplover Working DuAes _ | | | +X‘ 1=} Find
<] || #Mths [ 0 2] Thru | = | | x4 7?&
Location Amount Due -
- Gross Rate Hrs | ﬂ | +Z‘ Memb Info
sc[ ] [ s000 [ #1750 | 0 UMMARY Commert
Init Bal Death Benefit Subtotal Options
- Ball:l # Due | 0 ﬂ Amount Prior Balance 4
Bid Fndl:l Last Pd Cnt l:l Cur l:l iecvd $248.00 X Cancel
: Transaction Comment HERIG N
| Check # | =] Bcpt
| Current Address: -
|7145 5 Four Mile Run g g Close
= ress
[ ==
[&rlington [va ~| [22090
) Activity (R) ), Payments $248.00 Jl’

If your local is requesting to waive the member’s reinstatement fee, submit a letter to the 1O
requesting authorization for the reinstatement fee to be waived. To remove the reinstatement
fee use the “clear this payment line” button. A window will appear asking for your
authorization code. Enter the code exactly as received.

Exercise:  Save this transaction by selecting the New Trans button.
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Activity “W” — Honorary Withdrawal

Exercise:  Search for Michael Long.

Exercise: Once the system highlights the name Michael Long, press the Enter key on
your keyboard.

Exercise: Select the Activity tab and click the activity, (W) — Honorary Withdrawal Card.

K. Activity Codes [E=[Fe] ==
ID; 777-77-7772  Long. Michael | | =] x
Trans #: Receipt #: Card: ®X000032 Type: A Batch |‘I’DUIBalchName J
:\cﬂgltles Honorary Withdrawal. with Card (W) E

New Trans
~

™ [T] - Transfer Out [ Mewhlen
? [B] - Change Type A to BA =] Find
" [M] - Change Type A, BA ta FP Activity Date |09/2008 £
li: Memb Info
" Difference in Fee Comment
~

Opti

i i - Honoran Wathdrawal carc ﬂ
~
™ X Cancel
~
" Payrnent Only Rcpt

j"L Cloze

| Activity [ Payments $0.00 |

The system reads the member’'s basic dues paid though date and determines an Activity
Date.

Exercise: Save the transaction by selecting the New Trans button.
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Activity “Z2” — Deceased

Exercise: Search for Earl Green.

Exercise: Once the system highlights the name Earl Green, press the Enter key on your
keyboard.

Exercise: Select the Activity tab and click the activity, (Z) — Death.

W Activity Codes

ID: 555-55-5554 | e |m =] x|

Trans #: Receipt #: Card: 1000012 Type: BA  Batch YourBatchMame ...

Created bw: Last Edited by: On:

(f\mgmes Deceased (Z) F]
Mew Trans

i~ =

" [T] - Transfer Out [ MewiMen

- £} Fing

" [C] - Change Type BA to &

" [M] - Change Type &, BA ta FP Activity Date: l:l £

g Memb Ihfa

~ —Memb nia |

" Difference in Fee Comment

" [H] - Hon. Wwithdrwl [BA] no card .

Optiohs

" [ - Honoramny ‘Withdrawal: card y

~

-~ x Cancel

i1 Deatk

" Payment Only = Rept
j'IL Close

\ Activity (2) / Payments $0.00 |

The Activity Z is not available for an “A” member who is deceased. An “A” member has
official forms and documents that must be received by the Pension Department in the
International Office before the Activity Z can be processed. The Pension Department will
issue the Activity Z upon receipt of all required documents.

Exercise: Save the transaction by selecting the New Trans button.
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Activity “T” — Transfer Out: Deceased “A” Member

Exercise: Search for Mary Yeager.

Exercise: Once the system highlights the name Mary Yeager, press the Enter key on your
keyboard.

Exercise: Select the Activity tab and click the activity, (T) — Transfer Out.

M Activity Codes
ID: 000-00-0020 M < e m ] =] ] x]
Trans #: Receipt #: Card: X000050 Type: A Batch [YourBatchMame — -.-
Created by Last Edited by Or:
:«dlgltles Transfer Out (T) K
r Mew Trans
& [T]- Transfer Out Activity Date |01/2011 4 NewMer
:: [B] - Change Type A to BA Transfer to: 1=} Find
€ [M) - Changs Type & BA to FP ® [ £
o " Military Memb Info
~
" Difference in Fee " Pension Comment
~
" PWC Opti
" [ - Honoram ‘wWithdrawal: card ﬂ
- " Inactive
. X Cancel
'S Qi)
" Payment Only Fept
j'IL Close
| Activity (T) / Payments $0.00 |

Exercise: Select Deceased.
Exercise: Save the transaction by selecting the New Trans button.
Exercise: Search for John Bruno.

Exercise: Once the system highlights the name John Bruno, press the Enter key on your
keyboard.
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Exercise: Select the Activity tab and click the activity, (T) — Transfer Out.

W Activity Codes
ID: 222-22-2223 | <] =] ] x]
Tranz #: Receipt i: Card: 000007 Type: A Batch |YourBalchName J
Created bv: Last Edited b On:
(f\c:ﬂgltles Transfer Out (T) 1
= Mew Trans
& i i Activity Date (0272011 2 4 Mewber
((: E] - Change Type A to BA Transfer to: =1 Find
€ [M)- Changs Type &, B to FP Q@ i B £
C " Military Memb Info
~ —Hemu i |
" Difference in Fee " Pension Comment
~
" PWC Options
) - Honaram wWithdrawal: card y
. " Inactive X
i Cancel
(" " Deceased
" Payment Only B Rt
j"LQIose
|| Activity (T) { Payments $0.00 [

John Bruno is transferring to another local. The appropriate Transfer To selection will be
Travel Card.

The following selections are available:

* Transfer members to another local - (Travel Card)
» Transfer to Military Service - (Military)

» Transfer to Pension - (Pension)

» Transfer to Participating Withdrawal - (PWC)

* Transfer to Inactive status - (Inactive)

» Transfer to Deceased — (Deceased “A” members)

Exercise: Save the transaction by selecting the New Trans button.
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Activity “M” — Change Membership from A, BA to FP.

Exercise:

Exercise:

Search for Martin Miller.

Verify the system highlights the name Martin Miller.

Select Member for Mew Sctivitg/Payment (=3
Search Characters [ENTER to Choosze]
|milled
Last Hame First Hame |SSN |5ufﬁx| Middle| Card # |T_l,lpe| Stalus| Class Dues Pd Thru| =
Matos Marie FrT-FT-ITIT 1000023 BA A LM 087012008
May Brian FI7-F7-7778 X00D034 A A Jw 0770172007
McCabe Karen FI7-F7-F779 1000024 BA A LM 0870172008
Meade Ernest 888-88-8881 1000025 BA A Tech 0870172008
Meyers Tess 888-88-8882 X00D035 A A Asm 06/01./2008
M| Miller 1886-86-8884 | | 1000027 |BA |A __Asm __ 08/01/2008 |
Miller Martin 888-88-8883 1000026 BA A Tech 087012008
Moore Charles 888-88-8885 X00DD36 A A Azm 08/01/2008
Morrig Joe 888-88-8886 1000028 BA A Tech 0870172008
Nardi Rosa 888-88-8887 1000029 BA A LM 0770172008
Needham Dianna 888-88-8888 NMOODOS FF A Tech 08/01/72008 -
MEMBER_DB |Rec # 66 of 104 |
Search By
Last HName ﬂ
Hew Member Transfer In New / oK x Cancel ‘

There are two members in the database with the last name as Miller. If you type the name
Miller, the Search Character will stop for Jean Miller because she is the first Miller in the
database. Use the arrow key on your keyboard to click down and select Martin Miller or use
the mouse to select the member’s name.

Exercise: Once the correct Miller is selected, press the Enter key on your keyboard.

Exercise: Select the Activity tab and click the activity, (M) — Change Type A, BA to FP.

A new card number will be issued by the system.
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Created by: Last Edited by: Or

Activities
~
~

" [T) - Transfer Out

Change Member Type from A. BA to FP (M)

[C] - Change Type B ta A

AT e Time B B T R Activity Date  [01/2071 |
Hew Card # lssued | 7000003

Difference in Fee
[H] - Hon, “wfithdrwl [BA] no card
] - Horarary Yithdraval: card

[£] - Death
Fayment Only

B T A T R RO O T M A RO R

Exercise: Select the Payment tab and process 1 Basic Dues payment and an
insurance payment for $8.00.

The Amount Received will equal the Subtotal. If your local receives an overpayment of $1.00
for this transaction, highlight the Amount Received and type in the total plus the overpayment.
Click the New Bal button and the system will show $1.00 overpayment in the members
record. The overpayment will also print on the members receipt. See the following example.

M Activity Codes
ID: 888-88-8883 |« e mf[=]v] x|
Trans #: Receipt #: Card: 7000003 Type: BA. Batch |YourBatchName J
Created by: Last Edited by: On:
Member Info Basic Dues Other Payments [|
Tm—j #Mths| 12 Thiu Insurance ~|[s8.00 27 Now Trans
1.0. LU. S C. . S e
Clazs Date | $10.00 | | ﬂ | Z‘ [ Mewtden
Employer Working Dues | ~| | +Z‘ 1=} Find
oL 0 2] Thiu | = | =l x4 —
Location Amount Due $0.00 +><_ " £
emb Info
- Gross Rate Hrs | ﬂ | Z‘ -
sc[ ] | $0.00 | s1500 | 0 CUMMARY Comment
Init Bal Death Benefit Sulili] Options
R Ball:l # Due | 1} ﬂ Amount Prior Balance
Bld Fndl:l Last Pd Cnt I:I Cur l:l Gt ey |Ead XK Cancel
Transaction Comment HERIER|
| Check # | =l Bept
| Current Address: -
[5223 Windsor Hills Dr - Il Close
| Address
[Faifax [we, - | [22090
| Activity (M) /|, Payments $31.00 f

Exercise: Save the transaction by selecting the New Trans button.
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Void Transactions

Transactions created within the current working period can be canceled.
Exercise: Search for Katie Farmer.

Exercise: Once the system highlights the name Katie Farmer, press the Enter key on
your keyboard.

Exercise: Process 1 Basic Dues payment and an insurance payment of $8.00.

Katie Farmer comes into the office and wants to pay her union dues. Katie just realized she
does not have the cash to pay. Katie apologizes and says she has to run home to get her
checkbook.

Exercise: Click the Cancel button located on the side bar.
x Cancel
The following Confirm message will appear:

[ Confirm IE‘

'.0-' Delete Record?

Mo |

Exercise: Select Yes and the transaction will be removed.
Katie Farmer returns to the office and would like to pay her monthly dues.
Exercise: Select the New Trans button and search for Katie Farmer.

Exercise: Once the system highlights the name Katie Farmer, press the Enter key on
your keyboard.

Exercise: Process 1 Basic Dues payment and an insurance payment for $8.00.
Katie requests a receipt.

Exercise: Select the Receipt button located on the sidebar.

Brpt
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The transaction will shade to gray. As a receipt is issued, a receipt/control number will be
assigned to the transaction. When a receipt/control number is assigned to a transaction, the
transaction is recorded to the history. The following is an example of a transaction that has

been issued a receipt

W Activity Codes D
ID: 444-44-4445 | e ]| =]
Tranz £ 1184 Receipt #: 385 Card: ¥000019 Type: A Batch |YouwrBatchMame -
Created by: ICS Last Edited by: ICS On: 02/26f2011 2:31:07
Member Info Basic Dues Other Payments ﬂ
Class - i
# Mlh:;l|[l = T:"G - | = | :‘ | Mew Trans
Clags Date ] | | = | J | :‘ [ Newhem
Employer Working Dues | =l | :‘ 1=} Find
#Mths [ 0 2| Thu | = | =l 2 -
Location Amount Due M j:l f
Gross Rate Hrs | J | :‘ e
sC | | SUMMARY m
Init Bal Death Benefit Subtotal Dptions
. BalI:l # Due | ﬂ Amount Prior Balance
Amt Recwd
BldFnd_____ || LastPdCnt [ 0 cw[ 9] X Carcsl
Transaction Comment |
Make Template ||| Check # | J Ficpt
| Current Address: j_,L pr—
: =
| [t =1 |
| Activity | Payments $45.00 f

Katie Farmer opens her checkbook and finds the checkbook is empty. Katie has to go home

and get more checks

Exercise:  Click the Cancel button located on the sidebar.
‘Warning (=3
This weill cancel the current receipted transaction, The transaction will appear shaded in the members history
l L todenote its canceled status, Continue?
Mo
Exercise: Select Yes.

The transaction will disappear from the screen. The transaction is canceled and recorded to
the member’s history as canceled. The words “Canceled Transaction” will be recorded in
the transaction Comment field.
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Exercise: Select the Member Information button located on the sidebar.

£
emnb Infa

Exercise: Click Find and search for Katie Farmer.

Exercise: Once the system highlights the name Katie Farmer, press the Enter key on
your keyboard.

Exercise: Select the History tab.

The History will show one transaction shaded gray that reads Canceled Transaction in the
Comment field.

Exercise:  Scroll to the right to view the Comment field.

m Member Information

Sort By:

‘ |444-44-4445 Farmer, Katie L] | - | > | > | + | - | | | Last Mame -

| Activity/Payment History
Trans Activity Amount |Basic Months |Paid Thru
# Batch ID Date Recpt # Date SubTotal Received| Paid Date

Comment 1
14 131 Acme 1 09/20/2007 09,07 $143.00 $143.00 3 11407 3

1184 | YourBatchName 09/15/2008 262 09408 $45.00 $7.80 1/09/08 CANCELED TRANSACTION

Exercise: Click on any field in the transactions and select the Show Detail button located

Show Detail

The Member Payment Detail will appear.

Member Payment Detail @

Hame 55M
| /] |
Employer: Class:
Batch ID: Tranz #:  Activity
| I Il L1
Basic Dues Other Payments
# Months | |Thlu| | | | |
10 Ly 5C | | | |
| I ] I =
Working Dues | | | |
# Months | |Thlu | | | |
Amount Due [ 50.00] LI
- SUMMARY
Death Benefit Subtotal
# Due I:I-Amm-lﬂll:l Prior Balance
Transaction Comment gmtieckd
[CAMCELED TRAMSACTION | New Bal
Print | il

If a copy is required, click the Print button.
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Exercise: Select Close.

Exercise: Close the membership record by selecting the Close button located on the
sidebar.

Katie Farmer returns to the office and would like to pay her monthly dues.
Exercise: Select the New Trans button and search for Katie Farmer.

Exercise: Once the system highlights the name Katie Farmer, press the Enter key on
your keyboard.

Exercise: Process 1 Basic Dues payment and an insurance payment for $8.00. Select
the Receipt button located on the side bar.

Exercise: Save the transaction by selecting the New Trans button.

The first page of the Monthly Jrnls (Monthly Cash Receipt Journal) will list the Voided
Transactions. When a transaction is issued a receipt and canceled, the transaction will be
recorded to the member’s history and to the Voided Transactions list.

Following is an example of the Voided Transaction report that prints with the Monthly Cash
Receipt Journal.

Period: 02/11 Monthly Cash Receipts Page: 1
Detailed by Membership Type Printed: 02/24/2011 02:28 pm
Local Union: 2401
Voided Transactions

Trans# Card MName Act. Receipt Date Pd Montt Dues Working Other Other Amt
Humber Code Cirl# Thru Paid 10 LU 5C Dues 10 Fees LU Fees Received Credit
Membership Type: A
1184 H000D19  Farmer, Matie 385 o211 1 F27.00 F10.00 $0.00 F0.00 F0.00 $8.00 780 -§3T.20
Membership Type Totals: Court: 1 1 $27.00 $10.00  $000 $0.00 $0.00 $8.00 §7.80  -$37.20
Grand Totals: Yoided Transactions Court: 1 1 $27.00 $10.00 $0.00 $0.00 $0.00 $5.00 $7.80  -$37.20
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Difference in Fee

A Difference in Fee may be required when a member changes classification. A difference in
fee and a payment on an initiation fee are two separate fees that are recorded in separate
areas within the ICS System.

Exercise: Search for Cathy Lucas.

Exercise: Once the system highlights the name Cathy Lucas, press the Enter key on your
keyboard.

Exercise: Click on the Activity tab and select the activity, Difference in Fee.

&, Activity Codes o= ]
ID: 777-77-7773  Lucas, Cathy | < p M| =|v]x
Tranz #: Receipt #: Card: 1000020 Type: BA | Batch |YuurBatchName J
ﬁdl!mes Difference in Fee ]

MHew Trans
~
(1] - Transfer Qut (3 NewMe |
- 3 Find
(™ [C]- Change Type B to A Activity Date [09/2008 [ IRE)
" (] - Charge Type &, Béto FP £
E: Amount Due $50.00 Mernb Info
{« Difference in Fee Comment
" [H]- Hon. Withdrwl [BA) no card .

Opt

O i - Honorary Withdrawal card ﬂ
~
- X Cancal
" [£]-Death

" Payment Only

[jms}

cpt

loze

=
[}

| Activity /| Payments $50.00 /

The Activity Date defaults to the current report period.

Exercise: Click into the Amount Due field and type $50.00. (The Amount Dues field is
where the user will enter the amount dues for the Difference in Fee)

Exercise: Select the Payment tab.

The 50.00 Difference in Fee will copy to Other Payments.

In the System Control the following Receipt Option, Print Payment Method on Receipts is
active.
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¥, Activity Codes =] s
ID: 777-77-7773 _ Lucas, Cathy | e m|=]v|x
Trans #: Receipt #: Card: 1000020 Type: BA = Balch |YDUIBalchName J
Member Info Basic Dues Other Payments [|
Cl - - -

l]_‘_‘::h—Ll # l-'lth:;l||:I 0 ﬂ TT_HCI 08/08 = |D|[lelence in FeeJ | $50.00 :‘ New Trans
Eli'a“ Dsite $0.00| | $0.00 | s0.00 || (=] 4 [y Newhem
Employer Working Dues | j | LA-‘ = Find
4 | | #Mths| 03] Thu [0872008 2| | = 2
Location Amount Due $0.00 +><_ £
= Gross F ate Hrs | j | z‘ Memb Infa
$0.00 $15.00 L]

sC l:l | | | SUMMARY Comment
InitBal[ | [ Death Benefit Subtotal LHILIT Options

Diff Ba'l:l #Due | 0 2| Amount| $0.00] | Prior Balance $0.00 g

BldFnd | LastPdCnt[ O] cur[ 5] | AmtRecd $50.00 X Cancel
- New Bal | $0.00 —~
. Transaction Comment
| Check # IEMI_I | By Rept
| Current Address: CHARGE =
[515 N Filmore Ave oCHECK X Close
| Activity | Payments $50.00

When a member pays by check, enter the check number in the Check # field and the check
number will appear on the members receipt. If a number is not entered, the system assumes
the member paid by cash and Cash will appear on the members receipt. The user may also
click on the drop down and select Cash, Charge or Check.

In the section titled Other Payments, the amount shown in tells the system how much money
was collected from the member towards the Difference in Fee.

Cathy Lucas has a change of address. The address can be change while in the Activity
Codes window.

Exercise: Click into the Current Address field and change Cathy’s address to:

309 Murray Avenue
Springfield, Va. 22071

Exercise:  Click on the Save Edit (V) on the navigation bar.

Exercise: Save the transaction by selecting the New Trans button.
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Re-Initiation

Exercise:  Search for Virginia Curry.
Exercise: Once the system highlights the name Virginia Curry, press the Enter key on
your keyboard.

Virginia Curry was previously more than 6 months delinquent with paying her monthly dues.
Because of the delinquency, the local processed Ms. Curry as a (T) — Transfer Out to
Inactive.

Virginia Curry would like to rejoin the union. When the transaction, Transfer Out to Inactive
was posted, Ms. Curry’s Status changed from “A” (Active membership) to “I” (Inactive
membership).
Exercise: Click on the Activity tab and select the activity, (N) - New Member.

The system will retrieve the basic information from the old membership record allowing the
user to edit the fields.

K Activity Codes =5 (E=R|EX)
ID: 333-33-3334  Curry, Virginia | o -] =] ] x
Trarnes #: Receipt #: Card: 7000004 Typs: A Batch |‘l’0ulBalchName J
L E— New Member (N) ]

@ N] - News Membet 1. Basic TZ_ Other ] Hew Trans
~ M
i Type— S5M/SIN MWew Card # Statuz  Job Clazz [ Mewbiem
®) o |3333333 0 [F000004 | o Ww -] ] Find
r  BA Last Mame First Mame Middle Sulffix
C - |l:urr_l,J |Virginia l_ | ﬂ &
E: T EP | address City temb Info
~ AP |2E?D Park. Center Dr |Ale>:andria Cormment
('“ Address Line 2 St/Prov Zip/PC )

" Opt
'@ e | |w_-~ ﬂ |2zugn ﬂ
l,.h
- Home Phane ‘wiork, Phore Micknare Gender x Cancsl
s | | | L
" Payment Only E-Mail Address County Rcpt

jI'L Cloze ‘

| Activity [ Payments $0.00 /

Start the New Member transaction by selecting the membership type in the Type field.

Virginia Curry will be re-initiated with BA membership.

Exercise:

Select BA in the Type field.

Verify the SSN, Class, Address and telephone numbers. If incorrect, highlight and make
the change.
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Exercise: Select 2.0ther. Verify all information.

New Member (N
1. Basic 2. Other

Misc. Dates

Vote Dist | Initiation [02/01 /2011
Ermploper - Senionity (020142011
Empl# | Race | | Birth [10/04./1935
g::.t%t. 2 Clasz Dt
Act Date =
wik Dueslm

Fees Due

Initiation |0

Amaourt of Initiation

The initiation fees for local 2401 are temporarily waived due to an open charter therefore,
Virginia Curry is not responsible for paying an initiation fee.

Exercise: In the field, Fees Dues, type “0.00”

Exercise: Select the Payment tab and process 1 Basic Dues payment and an insurance
payment for $8.00.

W Activity Codes
ID: 333-33-3334 MR RAES
Trans #: Receipt #: Card: 7000004 Type: A Batch |YourBalchName J
Created by: Last Edited by: On:
Member Info Basic Dues Other Payments [|
Tﬂ%—j #Mths[1 2] Th[03/17 | [initiation Fee || o o Tt
Clags Date LD, LU S.L. |Insutance j | $8.00 +:‘ Mewh
,7 | $10.00 | el 77 [ Newhen
Emplover Wl:lrkir||g Dues | | | =l | +><_ 1} Find
2] #Mths[ 0 2 Thi = - E—
=] 4 | K %

Location Amount Due ’W =
Gross Rate Hrs | j| +z‘ Memb Info

$0.00 17.50 0

St :l ’7 * SUMMARY Comment
Init Bal Death Benefit Subtotal m
Diff Ball:l #t Due | 1] ﬂ Amount Prior Balance

Bidfnd | LestPdCnt [ Jcw[ 5] AmtRecyd $31.00 S

- New Bal
: Transaction Comment Eo |
[ Check # | j 2 Rept

| Current Address: -
[2570 Park Canter Dt g Close
B
| B Address
[&lexandia [va - | [22090

| Activity (N) ), Payments $31.00
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Transactions that require posting before dues can
be processed.

Exercise: Select the New Trans button and search for Howard Gant.

Exercise: Once the system highlight the name Howard Gant, press the Enter key on the
keyboard.

‘I 444-44-444% GANT, HOWARD I KI - | > I Hl - I -'-"I bt I
Trans i 4R Rerein £ Cart XNOON22 Top= Balch [Share 6/11/03

FACtvities

M - e b il (RS EIE R

T [ Tresfe:

= [@]- Trarzlen Jul

= [B]- Ckange “yupefite Bi
- Change jype Bo os

[C]]. :I-\angga rj;ge o B b b Achvity Late

1- Changz Tyae Mo s, B

1 Ehangz Tyac AFods, BA

I'eience 1 kez

1 Hom withensd[EA] 7 eard

- Harararg wWihdrawal card

1 itk e al

E==7F

ITTE

Z]- Death
amient Jnly

islnlelcleielieinle e ln e}
® =

-

WActate 131 { Pavments $147 40 7

The Activity Codes windows will show that Mr. Gant is in Reinstatement. Mr. Gant was
previously issued an Honorary Withdrawal but in error, the transaction was not processed in
the ICS system. Mr. Gant would like to return from Honorary Withdrawal with the current
report. The user must process the activity (W) — Honorary Withdrawal, post the transaction
and process a Return from Honorary Withdrawal.

Many users wait and post when they are ready to make a deposit. If the user has additional
transaction pending that he/she does not want to post until the following day when the local is
normally scheduled to make a deposit, the user can create a separate batch. The user can
then move transactions to this separate batch so they can be posted separately, . So as not
to interfere with the daily transactions.

Exercise: Select the activity, (W) — Honorary Withdrawal card.

The following Warning message will appear.
’\I'l.-"arning @

Change the current transaction/activity for this member?
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Exercise: Select Yes.

The system reads the members dues paid through date and determines an Activity Date.

W Activity Codes
ID: 444-44-4449 | 4| e ] =] x|
Trans #: Receipt : Card: X000022 Type A Batch ‘YoulEal:hName J
Cre ated by Last Edited by: Orn:
:dl!mes Honorary Withdrawal. with Card (¥v) [l
Mew Trans
~
" [T]- Transfer Out [ Mewhten
" [B]- Change Type A to BA =i Find
- i Find
™ [M] - Change Type A, Bé to FP Activity Date £
o emb Info
~
" Difference in Fee Comment
~
DOptions
S
~
" [R)- Reinstatement X Cancel
o~
" Payrment Only % Rcpt

2
]
2
]

L

\ Activity (W) 4 Payments $0.00 [

Look at the Batch showing on this transaction.

Exercise: Click the Options button located on the sidebar.

The following Transaction Form Settings will open displaying the current batch.

Transaction Form Settings

Open Batch:

f* Open and Save tranzactions in a shared Batch

|YDurElatchName j Mew

" Open and Save transactions in a private Batch
| <] New

[ Auto-Generate new B atch Mames daily

¥ Restrict viewing of payments to open batch
Amount Received
" Default Amount Received to Subtotal

(" Do not Default Amount Received

Multiple Working Dues Payments

[ Allow multiple unposted working dues payments

' OK
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Exercise: Click the New button next to the Batch displaying.
The Create new-shared Batch will display with a default Batch name highlighted.
Exercise: Type your name as the new Batch name and click the OK button.

’Create new shared Batch @

Enter a new Shared Batch name:
John Doe

Cancel

The Transaction Form Settings will display your name as the new Batch.

Open Batch:
f* Open and Save tranzactions in a shared Batch

|JDhn Doe

" Open and Save transactions in a private Batch

| j New

Exercise: Click on the drop-down next to your name and select the previous Batch
where the transaction is stored.

Open Batch:

{* Open and Save tranzactions in a shared Batch

YourBatchMarme

Open Batch:

* Dpen and Save tranzactions in a shared Batch

“ourBatchMame New

" Open and Save transactions in a private Batch

j New

Exercise: Click the OK button.

Exercise: Click on Find and search for Howard Gant.
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Exercise: Once the system highlights the name Howard Gant, press the Enter key on
your keyboard.

The Honorary Withdrawal transaction will display on your screen.

Exercise: The Batch field has a button with three dots. Click the dotted button.
Batch |YuurBatchHame J

The Move Transaction to a Different Batch window will appear displaying all batches that
exist in the ICS.

Mowe Transaction to Different Batch: [=3a]
Search Characters [ENTER to Choose]
[
Batch ID Batch Owner -
|d John Doe Share
Share 9/22/08 Share
YourBatchName Share
Search By
Batch ID ~|
« DK | X Cancel

Exercise: Click on the Batch ID that displays your name and select OK.

The following Confirm message will appear.

i Canfirm @ﬁ

|'®'| Move current transaction from batch "YourBatchMName" to batch "John Doe"

Exercise: Select Yes and the transaction will be moved.

Exercise: Select the Close button located on the sidebar.

The IBEW Emblem will be on your screen.
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Exercise: Select Dues/Post Activities/Payments.

Trans. 10 Misc -~
Owner Batch ID Count Total Receipts | Receipts Journal
P#|Share |John Doe 1 $0.00 = [ -
__|Share |YourBatchMame 15 $760.00 - [ -
L

Exercise: Click on the Batch ID that displays your name.
The line will highlight indicating a Target is selected.
Il Post Transactions Target:

Trans. 10 Misc
B I Y R e @ Selected

" All

. Share YouwrBatchName 1 5 S?Bl] [1]1] |_ |_ l_

Exercise: Click the Journal button. ©p Joumnal

Exercise: Print a Detailed Report. A Summary is not necessary because money was not
processed with the transaction.

Exercise: Select Done and select Post.

The following Confirm message will appear.

[ Caonfirm @

'9' You are about to post 1 batch(es) containing 1transaction(s). Do youwantto continue?
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Exercise: Select Yes.

An additional Confirm message will appear.

Confirm ==

'-l;ol.' Posting Complete! Would you like to print a posting confirmation report?

Exercise: Select Yes.
Exercise: The Prepare Posting Report window will open, print the Detail Report.
Exercise: Select Done and Close the Post Transactions window.

The IBEW Emblem will be on your screen.

Exercise: Select the Show member list icon located on the Tool bar.

2|
' Shaws member |is|:|

Exercise: Select the Find button and search for Howard Gant.

Exercise: Once the system highlights the name Howard Gant, press the Enter key on
your keyboard.

The following member information for Howard Gant will display.
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g2l Member Information

Sort By:
| 444-44-4443 Gant, Howard nl - | - | - | + | —| | | [LastName =]
SSMASIN Last Mame Firzt Mame Middle  Suffis Mickname
[444-44-4443  [Gant [Howard [ =]

Address and Phone Reference

|33l]2 Timber Line Ct Card Murnber X0000z22

| Dues Pd Thiu I:l

City State/Prow Zip/Postal Code Diues Balance

[Dakton |va  ~| [22090

Home Phone tdobile phone "wiork Phone

Laszt Activity: |
E-t il Address Activity Pending? T
Birth D ate: 10/09/1938
M(:‘)ther AP Ind Date -
r
5
Typs [& =] Local [2401 S (T
Status |A j Class |JD'-"- Wireman j Ethnicity | j Gendell LI
—'\Easic ;{ther }{WUIIj }{QniUnCUde ;{Iracking ;{ Motes ;{ Financial ;{ History ;{ Grievances ;{ Spare ;{QUC ;{Educaliun/

Exercise: Select the $Payment button located on the member sidebar. The Activity
Codes windows will open displaying the option, Return from Honorary Withdrawal.

W Activity Codes E] @| le

ID: 444-14-4443 Lo lelwml =] x|

Tranz #: Feceipt #: Card: X000022 Type: A Batch |YuurBalchName J

Created by Last Edited by: On:

{f*ct'!“'es Return From Honorary Yyithdrawal (A) Kl
MNew Trans

-~

" [T] - Transfer Out 3 Hewhem

" |B] - Chahge Type & to BA 1 Find

. 4 =

(“- First Dues to be Paid |[[FEFZILR] = £

e

P Verify SSN [444-44-4449 =it Ui

< Verify Birth Date |[10/09/1938 Comment

] .

-~ Options

% [&) - Feturn from Withdraweal

(e x Cancel

~

" Payment Only Rept
J-'L LCloze

' Activity (A) / Payments $47.00 [

Exercise:

Exercise: Save the transaction by selecting the Close button.
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Select the Payment tab and process the default payments displaying.
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Exercise 6

Advanced Dues Processing: Payroll Deductions
and Template Payments

Process Payroll Deductions

Many local unions have contractors deduct dues and other payments directly from
members' pay. ICS provides a variety of tools for processing these payments as a
group. The following exercises will demonstrate two of the most frequently used
methods for creating dues payments 'en masse'.

Suppose you want to process payroll deductions for local members working for
Reston Electric. A deduction checkoff list was received from the company:

Exercise: Refer to worksheet “Reston” (Find “WorksheetReston.doc” under attachments in
this Training Manual).

This worksheet shows the checkoff list and a list of notes that we will presume were taken
throughout the month.

Exercise: Select Dues/Payroll/Bank Deductions.
The following Payroll/Bank Deductions window will appear.

3 Payroll/Bank Deductions i ] 3|

Member Selection
] Test Selections

" A Bank Code:

" Custom Group:

i

" Import Member and Payment Data from Text File

Payment Type

Specify Payments |
Total Amount: $ 0.00
Options

[~ S5kip Receipts for BA/FP/SH members

[~ lssue Honorary Withdrawal if payment
is deleted for BA members

[~ Deposit Only [Create Credits] 7 Help
[~ Charges Only [Create Debits) 7 Help

333_ Reset

j"L Close

Sort Records Based on: -
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Exercise: Click on the drop-down for An Employer. Select Employer 1- Reston Electric.

By clicking on the drop-down, the codes and names of each employer you previously entered
in the employer table will be displayed. (List/Employer)
m &

Employer EmpHame

Reston Electric
Fairfax Cable

GE

Silver Spring Electric
Acme Tools

1
z
3
4
L

If you were to select A Bank Code and click on the drop-down, the codes and names of the
Banks and Credit Unions previously entered will be displayed permitting you to make a
selection.

{= A Bank Code: vI

BankCode | BankCodeDesc
SeaFir Sea Furst

WSECU  wa Credit Union

W akut wWashington Mutual

Custom Group will display a Query Builder which looks very similar to the Report Wizard
form when creating custom reports. The Query Builder allows the user to create a custom
query very similar to creating a custom report.

f Custom Group: I

Bmwsel Edit |

Payments:

Exercise: Select Specify Payment. In this training exercise, we process 1 Basic Dues
Payment and an Insurance Payment for all active members that belong to Employer 1.

The following Automatic Postings window will appear.

Aytomatic Postings =]

Dues Payments Other Payments

Description

Bazic Dues Months

of o

Working Dues Months

Death Benefit Payments

# Due I_ﬂ Amnunt|:|
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Dues Payments:

Exercise: Add | Basic Dues Payment by clicking the spin button. | 0[5

If your local collects Working Dues and you would like to process the Working Dues through
the Payroll /Bank Deductions process, follow the same procedure in the Working Dues field.

Other Payments:

The drop-down will display Descriptions with 10 and LU codes.
Exercise: Click on the drop-down in the Description field and select Insurance.

Exercise: Click into the Amount field and type 8.00, the $ is not required.

The Automatic Postings should look like the following.

" Automatic Pastings =
Dues Payments Other Payments
Basic Dues Months | 1 =] l[::::;':::" - T;"‘:;"'
Working Dues Months | = | = | -
Death Benefit Payments : i :
#Due [ 2| Amount| |
X Cancel | [ 0K

Death Benefit Payments:

If your local would like to process Death Benefit Payments through the Payroll/Bank
Deductions process, click the spin button up in the field titled # Due. The Amount of
the Death Benefit will copy into the amount field. After posting the payments, the death
benefit count will change in the Financial tab of the member’s information record.

Death Benefit Payments

# Due l_ﬂ Amounll:l
Exercise: Select OK to save your entries.

Total Amount will continue to display $0.00 until the batch is Prepared.
Payment Type

Specify Payments |

Total Amount: $ 000
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Options:
Skip Receipts for BA/FP/SR members.

With each Per Capita Report, the local is required to print receipts unless a Dues Check Off
list is submitted from an employer for the BA/FP/SR members. By selecting the option, Skip
Receipts for BA/FP/ISR members, you are telling the system that you received the Dues
Check Off list and do not wish to issue receipts for BA and FP members. If you do not click on
the option, Skip Receipts for BA/IFP/SR members, the system will issue a receipt for all
members included in the batch.

Exercise: Select Skip Receipts for BA/IFP/SR members.

Following is an example of Skip Receipts for BA/FP/SR members.

Options
[~ Skip Receipts for BA/FP/S5E members

Frequently asked Question:

What happens if | forget to Skip Receipts for BA/FP/SR Members?
When a batch has been created and it is incorrect it can be deleted.

To delete the batch: Use the delete button in the “Dues / Post Activities and Payments”
screen. This will however only delete transactions that are not official or have not been
receipted. If any of the official transactions have been receipted and they are also incorrect
then those remaining activities need to be canceled one at a time using the “cancel” button in
“‘Dues / Activity Codes.

=10j x|
—Batch Type —
= Shared

 Target:
" Selected
i Al

. Jourmnal

Heceipts

il

" Post

o)

J='|_ loze

=l
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Deposit Only (Create Credits)

[~ Deposit Onlp [Create Credits] 7 HeIpI

The Deposit Only option is when members have dues deducted from their paycheck weekly
or bi-weekly. The weekly or bi-weekly deduction needs to be recorded in the members record
so that a dues payment can be made at the end of the month. The “Deposit Only” creates a
credit in the members dues balance. To process a dues payment, the user will select the
Charges Only option.

Charges Only (Create Debits)

[T Charges Only (Create Debits] 92 Hep

Charges Only is used when money is not received for dues payments. When dues are
processed, the money is taken from the Dues Balance and the Amount Received will show as
0.00. The members new balance will be changed by the amount of the payment.

Sort Records Based on allows the user to change the Sort Order to Last Name, SSN or
Card Number.

Sort Records Based on: | j
Last Name

Card #

Test Selections:

Test Selections

Test Selections will display the total number of active members that work for Employer 1.
This is the number of payments that will be in the created batch.

Exercise: Select Test Selections. Employer 1 will have 16 members in the batch. Click
OK.

Prepare Batch:

’fiErepﬁre
Exercise: Select Prepare.

The following Confirm Batch-ID will display a default Batch-ID of the current date with the
employer code following.
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Confirm Batch-ID

Batch-D: [08/17/08 1]

{* Private

" Shared

X Cancel " OK

The user has the ability to store the batch in a Private or Shared Batch. The default setting is
a Private Batch. The user can also customize the Batch ID by typing on the highlighted
Batch-ID.

Exercise: Type Reston Elec mm/yy where mm and yy are the current month and year.

Confirm Batch-ID

Batch-ID: |Reston Elec 09/08]

(«" Private

" Shared

X Cancel

" OK

Exercise: Click the OK button.

The Total Amount will show appear in the Total Amount field.

Total Amount: $ 649.00

Payment Type

The user will compare the check received from the Employer with the Check Off and compare
it to this displayed amount. Most times the amounts do not match because members go on
Honorary Withdrawal, Military Service, etc.

Exercise: Compare the checkoff list totals with the above Total Amount.

In this case, the Amount Received check arrived form Reston Electric is less then the
Created Batch Total Amount, and there are deductions for 13 members, not 16 as the 'Test
Selections' button indicates. So some editing will be required to balance these totals.
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If for some reason the user decides to abort the process, click the Reset button.

@ Reset

The user cannot reset the batch after Create Batch has been selected. The batch can be
deleted however in the “post activities” screen using the “delete” button.

The following Warning will appear,

’Warning @“

Batch records have been prepared, This action will remove all prepared records, Continue?

Cancel ‘

The user can select OK to remove the prepared records or Cancel to abort the Reset
request.

Create Batch:

In the current exercise, four of the sixteen members are not paying basic dues. Therefore, the
check from Employer 1 and the Total Amount displaying do not match. The Four members
that are not paying dues are referred to as Exceptions. We will edit the batch, changing the
transaction records for these four members so the displayed Total Amount and the check
amount will match. Place your mouse on the Create Batch button and a pop-up hint will
appear reading, Process the dues batch.

Exercise: Select Create Batch. Create Batch

The following Confirm message will appear.

Caonfirm @

'9_. | The Batch has been created. Do youwant to edit this batch of transactions?

Since the total amount did not match the check received from the company, and the number
of members selected did not match the number on the check-off list, the batch will need to be
edited in order to balance.

The system is asking if your report is in balance. If not, (in most cases) you will be required to
edit the (add or remove payments) batch of transactions, select Yes. If the money is in
balance and an edit is not required, select No.

Exercise: Click Yes.
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The Activity Codes Form will open displaying the 16 pre-filled transactions. Payments may
be increased, decreased, transactions can be added or removed and amounts can be
adjusted. This is referred to as an Edit.

You have the ability to perform the following Edits.

* Increase or decrease the Basic Dues payment by clicking up or down on the spin
button.

* Adjust the LU dues amount, by highlighting the amount and typing the required
amount.

* Remove, increase or decrease Other Payments. Increase or decrease the amounts
by highlighting and typing in the required amount. Remove the description and the
payment by clicking the X. 1=y

i

* Remove a payment from the batch by clicking the Cancel button located on the

sidebar or click the Delete Record (-) on the Navigation bar.

xCancgl H|-l|lr|l-l|—| |

* Move a transaction to a different batch by clicking the Batch ID button.

Batch |‘r'uurBatchName J

Notes for Employer 1, (WorksheetReston.doc) indicate that the following members may
require edits:

Peter Ballard, William Carlin, Charles Moore, Diann Parker
Exercise: Select the Find button located on the sidebar and search for Peter Ballard.

Exercise: Once the system highlights the name Peter Ballard, press the Enter key on
your keyboard.

The Activity Codes form for Peter Ballard will appear. Mr. Ballard's dues payment was already
processed earlier, outside of this batch.

Exercise: Select the Cancel button or the Delete Record (-) located on the navigation
bar.

The following Confirm message will appear. I =
Confirm

'.g.' Delete Record?
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Exercise: Select the OK button.

The system will remove the member's payment from the batch. The member will not be
removed from the database. If Cancel is selected, you cancel the request to remove the
payment from the batch.

Exercise: Select Find and search for Catherine Bickel.

Notes from the month show that Ms. Bickel has retired.

Exercise: Once the system highlights the name Catherine Bickel, press the Enter key on
your keyboard.

Exercise: Select the Activity tab and select the activity, “T — Transfer Out.”
The following Warning message will appear.

’Waming @‘

Change the current transactionfactivity for this member?

Exercise: Select Yes.

Exercise: Select Transfer to Pension.

Transfer to:
" Travel Card

" Inactive

" Deceased

Exercise: To save the transaction, select Find and search for William Carlin.
Mr. Carlin went on Honorary Withdrawal at the beginning of this month.

Exercise: Once the system highlights the name William Carlin, press the Enter key on
your keyboard.

Exercise: Select the Activity “W — Honorary Withdrawal Card.”

Exercise: Select Yes when the Warning message comes up.
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The system will place Mr. Carlin on Honorary Withdrawal.
Exercise: Save the transaction by selecting the Find button and search for Diann Parker.
Ms. Parker resigned from her job with Reston Electric and is not included in the deduction.

Exercise: Once the system highlights the name Diann Parker, press the Enter key on
your keyboard.

Exercise: Select the Payments tab and then cancel the payments from the batch by
selecting the Cancel button.

A Confirm message will appear asking you if want to Delete record.

Exercise: Select OK.

Exercise: Select the Close button to close the batch.

Now check the batch totals against the information you have for this employer.

Exercise: From the Dues menu, select Post Activities/Payments.

Bl Post Transactions I @@
Owner Batch ID JIES=S Total . Misc |5 umal “| ~Batch Type
Count Receipts | Receipts ~ Shared
¥ ics Reston Elec 2/11 16 $559.00 [ r r .
Share | YourB atchName 16 $807.00 [ [ r ® [Fifsete
= Al
Target:
i Selected
o Al
<7 Journal
Receipts
+ Post
iﬁ_ Delete
jl'l_ LCloze
v

Exercise: Locate the information for the “Reston Elec” batch on the posting screen and
verify that the total for the batch matches the total received from the company. If the totals are
different, return to the Activity Codes screen to find the discrepancy.

If the totals match (as in this case), the batch is ready for the posting process. You are not
required to post right away, you can choose to wait. Once you close the batch, the
Payroll/Bank Deduction window will appear. You can close the window or process another
batch.

Exercise: Select the Close button.

The Payroll/Bank Deductions window should be open.
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Import Payroll Deductions from a Text File

If a contractor will agree to provide an electronic file containing payroll deduction information,
a faster option for creating payroll batches is available to the user. To become familiar with
this procedure, process another batch for Employer 2.

Exercise: Refer to worksheet “Fairfax” (Find “WorksheetFairfax.doc” under attachments in
this Training Manual).

This worksheet shows list of records to import and a list of notes.
Exercise: Click on Import Member and Payment Data from a Text File.

Exercise: Select Specify Payment. The last select items of automatic payment of 1
month of Basic Dues and 1 Insurance payment of $8.00 should still be
chosen. Select OK.

Exercise: Select the options, Skip receipts for BA/IFP/SR members and Issue
Honorary Withdrawal if payment is deleted for BA members.

Note the Test Selections button is disabled. This is because the data for the
payments you will create here comes from an external file, not the ICS
database.

Exercise: Select the Prepare button. You'll be prompted to select a file to import.

Select file to import @@
Look in: | 29 ICS Sample Data x| « &k ER-

E]Fairf’aﬂmport.csv

File ramme: [IalrfaH_impnlt.csv

Files of type: | AFCr Aol Cancel

Browse to C:\icswin\ICS Sample Data. This folder will contain a test file for import named
FairfaxlImport. Select it and click the Open button. If this file is not visible, verify that the
'Files of Type' dropdown at the bottom of the window shows either 'CSV Files (*.csv)’ or 'All
Files (*.*)".

Filez of type:

Exercise: Change the Private Batch-ID to Fairfax mm/yy where mm and yy represent the
current period month and year and click OK.
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Total Amount will show:
Payment Type

Total Amount: $ 341.00

Exercise: Select Create Batch.

The following Warning message will appear.

Confirm @

‘.9.' The Batch has been created, Do youwant to edit this batch of transactions?

Exercise: Select Yes.

Use the navigation buttons at the top of the screen to move through the transactions and
compare them to the ones on the dues check-off list. Notice that they are identical.

Exercise: Select Find and search for Marilyn Clifford.

Notice that her name is not found. Because Ms. Clifford did not have a record in the dues
deduction file from Fairfax Cable, no payment was created for her in this batch.
So she will not need to be deleted from the batch.

Exercise: Select Find and search for Cindy Hillard.

Ms. Hillard will not be found, either. Reviewing the notes for this company in this month, you
will notice that she has passed away.

Exercise: Click the New Trans button and search for Cindy Hillard.

Exercise: Once the system highlights the name Cindy Hillard, press the Enter key on
your keyboard.

Exercise: Select the Activity tab.
Cindy Hillard is a deceased BA member.

Exercise: Select the activity, “Z — Death.”

The following will appear (The date on this screen may vary).
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Activities
-
-

" [T]- Transfer Out
~

Deceased (£)

" [C]- Change Type BA to A

" [M] - Change Type &, BAto FP Activity Date: [08/2008

~
o~

" Difference in Fee

" [H] - Hon. Withdnal (BA] no card
P - Honorary Withdrawal: card

The system issues the Activity Date according to the members paid through date. Cindy
Hillard is paid through the previous period. If Cindy expired earlier than this, a refund
transaction should be processed and then issue the Deceased activity.

Exercise: Save the transaction by selecting Find and search for Alan Jones.

Again, the name will not be found because no transaction has been created. Mr Jones was
terminated near the end of the previous month, but since there was no payroll deduction,
there will be no transaction to delete.

Exercise: Cancel the search, Close the Activity Form, and Close the Payroll/Bank
Deductions

The IBEW Emblem will be on your screen.

In the local union office, the user should verify the totals with the checks received from the
employers to verify the money is balanced before the batch is posted.

Exercise: Select Dues/Post Activities/Payments.

B Post Transactions

Owner Batch ID Trans.| 7o) 0 Misc | oumal| # Batch Type
Count Receipts | Receipts - Shared
MICS  Fairfax 02/26/11 10 $3o00 r r )
IC5  Reston Elec 2/11 13 $48300 [ r r [ Private
Share YourBatchMame 16 $807.00 [ r r o All
Target:
" Selected
+ All

The Post Transactions window will appear with three batches. Confirm the above totals with
the totals that appear on your screen.
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Exercise: Print the receipts by selecting the Receipts button.

Exercise: Accept the pre-set defaults and click Print. After the receipts are printed, click
the Close button.

Exercise: Select the Journal button.
Exercise: Select the option, Include Payment Detail and Print the Detail Report.

Exercise: Print the Summary Report.

Exercise: Please examine the Cash Receipts Journal example.
BankPayrollJournalReport.pdf (Please see attachment)
Exercise: Please examine the Cash Receipts Journal Summary with Include Payment
Detail selected.
BankPayrollSummaryReport.pdf (Please see attachment)
Exercise: Select Post.

The following Confirm message will appear.

| Confirm @!

'.o.' Yfou are about to post 3 batch(es) containing 41 transaction(s). Do you want to continue?

Exercise: Select Yes.
The Progress pie will spin to 100%.

Fecaonfirming posted
transactions...
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The following Confirm message will display.

Confirm

'.l;ol.' Posting Complete! Would you like to print a posting confirmation report?

Exercise: Select Yes.

=i

Always print the Posting Confirmation Report as insurance that all transaction on the Cash
Receipts Journal is posted. Verify that the Posting Confirmation Report and the Cash
Receipts Journal have the same information. If the Posting Confirmation Report does not
have the same information as the Cash Receipts Journal, please call ICS Help Desk at 888-
427-4946 or send an email to ICS_Help@ibew.org

The Prepare Posting Report will appear.

Prepare Posting Report
Sort Order

" Transaction Mumber

Report Details

[+ Include Payment Detail

Detail Report: Print

Preview

Summary Report: Print

Preview

" Done

Exercise: Select Include Payment Detail. Print the Detail and Summary Report.

Exercise: After the reports are printed, select Done. Close the Post Transactions window.

Review your print outs of the Posting Report and the Posting Report Summary.

Exercise: Open the Activity Codes form

Exercise: Select the New Trans button
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Payment Templates

Exercise:  Search for Arthur Duncan.
Exercise:  The system highlights Arthur Duncan, press the Enter key on your keyboard.
Exercise: Process 2 Basic Dues Payments and 1 insurance payment for $8.00

Exercise: Decrease the Insurance payments by selecting the “subtract one default

W Activity Codes
ID: 444-44-4442 [ I I s A
Trangs #: Receipt #: Card: X000018 Type: A Batch |Faillax 02/26/11 J
Created by Last Edited by: Or:
Member Info Basic Dues Other Payments

ER:S = #Mths | 0 2 Thlul—l [ j| LA-I ;
:l 1.0. L.U. 5.C. .l - start
Class Date | | | j | ZI [y Meltartane
b Working Dues | j| +X| =1 Find
5 <] fMths] 0 2| Thru | S | =0 2
Location Amount Due $0.00 X_ &
- Gross Rate Hrs | j | +z| Memb Info
ac :I ’W 'ﬁ ’—l] SUMMARY Comment
Init Bal Death Benefit Subtotal Qptions
Diff Ball:l # Due | 0 ﬂ Amount Prior Balance Q
Amt Becwyd ($37.20)
Bld Fnd| Last Pd Cnt Cur i Cancel
| L J ‘I:I Nt [ ] X Carcs

Transaction Co
Make Template || [ Check # | j By Rept

Apply Template | Current Address: —

|6083 Greensbora Dr -
| Address

[McLean [ve ~| [22080

Payments $0.00 J:’

Exercise: Select the Make Template button located on the left bottom of the Payment
window. The following Edit Payment Template window will appear.

T Edit Payment Ternplate [m] ﬂ
Dues Payments Other Payments ﬂ
Basic Dues Months | 2 2 Description Amount
MEIl_‘C.E Template |Insulance $8.00

Working Dues Months | 0 5 |

Employper

Led Lo JLefLed Lo

A4

The payments that were entered in Mr. Duncan’s record copied to the Edit Payment Template
window.

Exercise: Select the OK button.
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Exercise: Click New Trans and search for Thelma Doerr.
Exercise: Once the system highlights the name Thelma Doerr, press the Enter key on
your keyboard.
Exercise: Click the Apply Template button.
Apply Template
Exercise: Select the New Trans button and search for Mark Falnigan.
Exercise: Once the system highlights the name Mark Falnigan, press the Enter key on
your keyboard.
Exercise: Select Apply Template.
Apply Template
To disable the Template.
Exercise: Select Make Template and remove all entries. Click the OK button.
Exercise: Close the Activity Codes window.

The IBEW Emblem will be on your screen.
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Inactivate Delinquent Members

This process allows the user to transfer out in bulk all members who are more than 6 months
delinquent in paying their dues.

Exercise: Select Dues/Inactivate Delinquent Members.

Ackivity Codes Chrl+A
PayrollfBank Deduckions

Post Ackivities/Payments

Manth End Processing

Yearly Ledger Summary

Billing Statements

Inactivate Delinguent Members

A window displaying all members of the home local with 'Active’ (A) status, dues paid thru
date more than 6 months in arrears, and no pending activities will appear.

iz Transfer Out Delinquent Members to Inactive Status E”E'E'
l S5H Last First k1| Type| Statuzs| Card # Dues Pd Thru L
111111116 | Barett Liza A A =000004 12/01/2008

. [T 000-00-0007 | Smith Glenda BA A 1000037 05/01/2009
. [T 444-44-4447  Forbes Steven BA A 10000710 10/01,/2003
. [T 7FF-FTTEIE May Brian A A =000034 12/01/2009
. [T 000-00-0009  Sparks Patrick: A A =000046 01/01/2010
A"
The gnd above displays all members of IBE'W Local 2407 who are in Active’ statuz and more than B months delinguent in their bazic dues. Members with
pending activiies are excluded from the list.
Inactivate Members | | j-'L Cloze ‘

The 'Exclude' column on the left allows the user to exclude any of the selected members from
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being processed as inactive. Clicking 'Inactivate Members' will process a transfer out to
inactive activity for all non-excluded members on the list.

Exercise: Click on 'Exclude’ for Liza Barrett and Patrick Sparks. Click the ‘Inactivate
Members' button.

9 This will create a 'Transfer Qut' activity For all members listed in the grid above not selected For exclusion, and will change each member's status to 'Inactive'. Continue?

Exercise: Click 'Yes'.

A report will appear listing any members transferred out by this process.

Members Transferred to Inactive Status

R Dues 6 Months or More in Arrears
Z 027242011 2:01 A

: SSN Name Dues Paid Thru
:? WA A4 Forbes, Steven 10012009
- W77 May, Brian 12/01,/2009
- W w0007 Smith, Glenda 05/01,/2002

Total Members Transferred out to Inactive Status: 3

The report can be reviewed and/or printed as the user prefers. After closing the report
window, the original "Transfer Out Delinquent...' window will be visible, now showing only
those members who were excluded from processing. If any members were excluded from
processing in error, the user can now uncheck the appropriate 'Exclude' boxes and process
again. Otherwise, the window can be closed using the 'Close' button.

Exercise: Click 'Close' to close the window.
To see the effect of this exercise, look up the member record for Glenda Smith.

Exercise:  Open the member form and search for Glenda Smith.

Glenda Smith's basic information will show that her last activity was a '(T) Transfer Out to
Inactive' in the current period, and that her status is currently (1) -Inactive'. Her payment
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history will show the transfer out activity, which will be reported to the International Office at
monthend.

If this transfer out was processed in error, it can be cancelled from the history tab, provided it
meets all criteria for cancellation. This would return Glenda Smith's status to (A) — Active.
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Post all Transactions

Exercise: Select Dues/Post Activity/Payments.

B Post Transactions E@E|

Owner Batch ID Trans. Total 10 Hisc |} mal # [‘Batch Type
Count Receipts |Receipts - Shared
M|IC5 | Fairfax 02/23/11 3| 20880 I ¥ r
" Private
« Al
Target:
" Selected

i+ Al
< Journal

Receipts

" Post

E;i]_ Delete

i

=
IL Close

Exercise: Select the Receipts button. Accept the default settings and Print the
receipts. Once the receipts have printer, click the Close button.

Exercise: Select the Journal button. If not already selected, click the option, Include
Payment Detail and Print a Detail Report. Once the report is printed click the
Done button.

Exercise: Select Post and the Confirm message will appear .

Exercise: Select Yes and the Progress pie will spin to 100%.

The following Confirm message will appear.

-Cnnfirm @‘

'0' Posting Cormplete! Would you like to print a posting confirmation repart?

Always print the Posting confirmation Report as insurance that the transactions printed on the
Cash Receipts Journal were posted. Compare the Cash Journal with the Posting
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Confirmation Report. If discrepancies are noticed, please contact the ICS Help Desk at 888-
427-4946 or send an email to ICS_Help@ibew.org
Exercise: Select Yes.

Exercise: In the Prepare Posting Report window select Include Payment Detail and
Print a Detail Report.

Exercise:  Once the Posting Confirmation Report is printed, select Done.
Exercise: Close the Post Transactions window.
The IBEW Emblem will be on your screen.

Review the following Cash Receipts Journal.

Period: 02/11 Cash Receipts Journal 1
Payment Code Detail 22672011
Local Union: 2401

Trans# Card Hame Memb Act. Rect. Date Pd Months Dues Working Other 10 Fees  Other LU Fees Amt
Humber Type Code Ctrl# Thru Paid o Lu SC Dues  code Amt Code Amt  Received Credit

Batch ID: Fairfax 02:26/1

1218 X000ME Doerr, Thelma A 0311 2 §i3400 2000 $0.00 $0.00 13 800 it2.00 $0.00
1215 ¥000018 Duncan, Athur A 031 2 $o400 2000 $0.00 $0.00 13 0 4480 2720
1217 ¥000020 Fainigan, Mark A 03m 2 $34.00  §2000 $0.00 $0.00 13§80 $52.00 $0.00
Batch Totals: Count: 3 ] $162.00  $60.00 $0.00 $0.00 $0.00 $24.00 $208.80  -$37.20

Totals (All Batches) :
Count: 3 6 $16200  $60.00 £0.00 $0.00 $0.00 $24.00 $208.80  -$37.20

Following is an example of a Posting Report.

Period: 02/11 Posted Transaction Journal 1
Payment Code Detail 2/26/2011
Local Union: 2401

Trang # Card Hame Memb Act. Rect. Date Pd Months Dues Working Other 10 Fees Other LU Fees Amt
Humber Type Code Ctrl# Thru Paid [ Lu sC Dues Code Amt Code Amt Received Credit

Batch ID: Fairfax 022611

1216 HO0OME Doerr, Thelma A 415 03M 2 $a4.00 §20.00 $0.00 F0.00 13 F6.00 $&2.00 $0.00
1215 X0000M S Duncan, Arthur A M7 03M 2 $54.00 $20.00 $0.00 $0.00 13 $5.00 $4480 53720
1217 X000020 Falnigan, Mark A 419 03Mm 2 $54.00 §2000 $0.00 F0.00 13 F5.00 $82.00 $0.00
Batch Totals: Count: 3 [ $162.00 $60.00 $0.00 $0.00 $0.00 $24.00 $208.80  -$37.20

Totals (All Batches) =

Count; 3 L} $162.00 $60.00 $0.00 $0.00 $0.00 $24.00 $208.80  -$37.20
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Exercise 7

Month-End Processing

When a month-end summary has been completed, the user will need to send the file to the
International Office in one of the following ways.

1) Use the automatic Upload option within ICS (the simplest and easiest option if your
local has high-speed internet, and an established “Local Connections” password for
the 10 Web site.

2) Save the Month-End file to your hard drive, and then use the 10 Web Site to upload
the file at a later time. This option is useful if you have a dial-up internet connection
which needs to be established first, or you do not want to send the Month-End file
immediately.

3) Save the Month-End file to a floppy disk and send it via US Mail.

For training purposes, you must use either methods 2 or 3, because the sample file must
be renamed prior to sending to the 10, (the automatic upload will not allow for renaming the
file). Instructions on how to rename the file are shown at the end of the Month-End
preparation process.

If Option 3 is used, you will need to have a blank, formatted floppy disk ready. If you need to
“clean” a previously used diskette for this purpose, the following instructions will demonstrate
how to reformat a floppy diskette. If you already have a blank formatted diskette, you can
skip this section and jump to the exercise labeled: Exercise: Select File/Set up/Check ICS

Users.

Exercise:
Exercise:
Exercise:
Exercise:

Exercise:
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Minimize the ICS program.

Place a diskette in the computer.
Double-click on the My Computer icon.
Right click on 3 ' floppy “A.”

Select Format and the following Format A:\ window will appear.
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Format 37 2

Zapaciky:
|3.5", 1.44MB, 512 bytesjsector =]

File system
fra <]
Allacation unik size

IDeFauIt allacation size j

Walume label

Forrnat options
¥ Guick Farmak
I™ | Enable Compression

[” Create an MS-D0S startup disk

Skatt | Close |

Exercise: In the section titled Format Options, place a check in Quick Format.
Exercise: Select Start.

The following Warning message will appear.

Format 314 Floppy {A:) il

] WARMING: Formatting will erase ALL data on this disk.
. To formak the disk, click QK. To quit, click CAMNCEL,

oK I Cancel |

Exercise: Click OK. Once the format process is complete, the following will appear.

Formatting 312 Flopp: _:' ﬂ

L3
\!J) Format Complete,

Exercise: Select OK and Close the Formatting A:\ window.
Exercise: Close My Computer and click on the ICS program at the bottom of your screen.

If you are working in a network environment, make an announcement to all users that they
must log out of ICS while the Month-End is processed. Wait a few minutes and verify all users
are logged out.
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Exercise: Select File/Set up/Check ICS Users.

Edit Lists Dues Records FReports Window Help

Change User... | sl ) ]
Setup 3 Systern Caontrol ]
Table Qperations 3 Password Table
Print Job Classifications
Print Setup... 3 Coes Taalee

Dues Formulas
Edit IMI File

Check ICS users

Edit Metwrork INI File Shazar Data Maodel >

“Wiewe Feadme File

Exit

The Net User window will appear displaying all users that are logged into the ICS. Announce
all users must be logged out of ICS so you can continue with the Month-End Processing.

e Met Lsers ] ﬂ

Jonn Doe

Refresh ﬂ

|l

lose

Exercise: Wait a few minutes and click the Refresh button.

It is safe to continue with the Month-End Processing when the only name that appears in the
Net User window is the user that will process Month-End.

Exercise: Once all other users are logged out of ICS, click the Close button.
Exercise: Select Dues/Month End Processing.

The following Month-End Processing window will display. The Period to Process is the
report period you are currently working.
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& Month End Processing ﬂ

Prepare:

" Ledger Detail Report

 Ledger Summary Report

 Address Change Report
 SSM Change Feport

@ 10 Par Capita Files

Period to Process: 212011 S

" Per Capita Summary Report
" donthly Journal Detail Report

° hdanthly Journal Summary Feport

Prepares the 10 Per Capita Summary Files and
prints the following reports:

Per Capita Summary

Reversed Transaction List
The per-capita summary will be saved and
optionally uploaded directly to the IBEW I10.
In addition, an automatic deposit can be

scheduled with Mellon Bank during this
process.

[~ Create Output for Debug Comparison

k= Prepare L Close

The Month-End Processing displays a list of reports made available for the locals. The locals
can Print or Preview a copy of the reports.

Exercise: Select the Monthly Journal Detail Report.

Prepare:

" Ledger Detail Report

" Ledger Summary Report

" Per Capita Summary Report

& hdonthly Journal Detail Feport

" Manthly Journal Surmmary Repaort

" Address Change Report

" 55N Change Report

10 Per Capita Files

The Month End Processing window will change allowing the user to select a Group and Sort
order. The user has the ability to Preview or Print the report.

Group Transactions by:

& Membership Type
" Batch ID

Sort Transactions by:
i+ Last Name

" Transaction Number

Preview Print

i'l_ Close
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To process the Month-End for the Per Capita Department, select Per Capita File.

Exercise: Select Per Capita File.

Exercise: Select Prepare. The following Confirm message will appear.

Confirm

EXH

This procedure will prepare warious reports which will be saved as a compressed file, The Current Period will
be closed before beginning this process, Do youwant to proceed?

Exercise: Select Yes. The Report Details will display the Per Capita Summary Details.

Exercise: Include a $20.00 Underpayment.

5= Report Details

Per Capita Summary Details:

Deduct Overpayment from Previous Report: (0,00

Add Underpapment from Previous Report:  [20.00)

Description of any other items:

= e =]

Total Amount of Other Items:

o 0K

0.00

X Cancel

Exercise: Click the OK. The following will appear.
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Required Forms

Forms required to accompany Membership activities are listed below. These forms must be received by
the International Office with the appropriate signatures before your per-capita report can be processed.

Activity Code |Form #l Mermber Name |SSN |Card Murnber |Mambarsh\p Typal -
Ld 134 Glass, Kay 555-55-5552 7000000 B
_|F 220 Taplor, Joan 933-93-9339 1000033 BA
|l 104 | Lee, Janet BEE-66-65E9 1000018 BA
Al 104 Weber, Susan A 237-93-1001 001550 A
M 219 | Miller, Martin 8849-69-0323 7000003 FP
M 107 | Cumy, Virginia 333-33-3334 7000004 BA
M 107 | Sanders, Donald T 374-83-4418 7000002 &
W 112 | Cailin, "williarn 222-22-2226 000003 A
W 112 Gant, Howard 444-44-4443 »000022 &
[ 112 | Long, Michael FERTRTIE »000032 &
- S > »

In addition. please ensure you include the following forms if necessary:

" Send scanned copies of completed forms using the IBEW International Web Site

Please indicate how you will submit your forms: -
ikl

& US Mail

This screen is a summary of any hard-copy forms that are necessary to include with the
monthend report. Before proceeding with the report, ICS requires the user to select whether
they intend to scan the forms and upload them via the IBEW website, or mail in paper copies
of the forms.

Exercise: Select 'US Mail' and click the OK button. The following screen will appear.

Fanth End Pracessing Options
The month-end per capita file will be processed
and saved according to the options below:

Sawe Copy of Month End File ta this directany:
|Ctticswinttanth End Files B

[~ Upload Zipped Maonth End Fle to Intemational Office
[vou will be prompted for Local pazsword)

[~ Include Mellon Bank Auto-Deduction Details
[Requires agreement and getup with kMellon Bank)
[Thiz feature iz only supported for Locals located in the US4

x Cancel | W 0K |
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The directory listed is where a copy of your month-end file will be saved to. If you would like
to change this location to a floppy diskette, or another directory on your computer or network,
use the ... button at the end of the edit box to browse for a new location. If you are saving to
a floppy disk, you will need to have a blank floppy disk prepared and inserted into the floppy
drive.

Exercise: Un-Check both of the checkboxes “Upload Zipped Month End file...” and
“Prepare Mellon Bank File” and Click OK. These options are highly recommended once
you are working on your actual Local data, but should not be used during the training
exercises.

When you are using the program on your “live” data, and select the “Upload” option, the
program will send your Per Capita files directly to the Secure Web Server at the International
Office. This option is best when you have a reliable high-speed internet connection available,
and requires you to have an established “Local Connections” account and password at the
IBEW.org website.

The “Prepare Mellon Bank” option allows you to schedule an automatic withdrawal from your
Local bank in the amount you specify, and on the date you specify. This option requires a
one-time setup process with Mellon Bank.

Exercise: Click OK. The following message will appear and the information will be sent to
your printer. The system will save the electronic month-end files to the location indicated on
the previous screen. The Report Period will automatically be incremented to the next
month.

Ionth-End File Preparation Confirmation

Upload Status: User selected to skip this option. B

Please transmit this per-capita file using the IBEW International
Office website, or send a diskette/cd by mail.

If you would like this program to upload the per-capita file.
please be sure to select the checkbox titled *Upload Zipped
Month End file to International Office® when you are presented
with the Month-End processing options screen.

Automated Funds Transfer: Not Included. ; ;
Flease transmit the amount due by check. -
By

Kl

Exercise: Click OK

The International copy of the Per Capita Summary and the Reversed Transactions (only if
refunds are requested) report will print automatically. Submit the Per Capita Summary and
Reversed Transactions report along with any other paperwork ( Payroll Deductions Lists,
Applications for Membership, Honorary Withdrawal Cards, Traveling Cards, etc.) to the Per
Capita Department.

Important Note: If you are preparing this sample file and submitting it to the 10 for
approval to begin using ICS, you will need to rename the month-end file before

Pg. 1-106 2/28/2011



sending it to the 10. The file will be named 24010103.zip, and will be located in the
folder which was specified in the previous screen. The default folder is
C:\ICSWIN\Month End Files. You will need to rename this file such that the first four (4)
numbers reflect your Local number. For example if your local is Local 111, you would

rename the file as 01110103.zip. This will allow the per-capita department to determine
which local is sending the sample data.

Exercise: Close the Month-End Processing. You will be given the opportunity to update
the ICS program over the internet. This is the best way to stay current with the ICS program.

Inforrmation @

"6" Check the internet for a newer version of ICSWin now?

When Yes is chosen the ICS program will close and the “lcsUpdater” will chck to see if there
is a more current version of the program available. If there is then you will be given the

choice to Proceed. You may also view the important changes made in this version by clicking
on “Upgrade Information”

ICsUpdater

Ready to upgrade.

Download Progress

Status

Cotnecting to update server..,

Getting uparade information,

Downloading 1 KBytes.

Successfully compared versions

Newer version of IC5Win is available for upgrade.
Downloading 5358 KBEytes.

If wou need more information about thiz upgrade. click the weblink below.
Ready to upgrade IC5. Click Proceed to upgrade

Uparade Information Proceed ‘

Exercise: Click No to continue working without updating the ICS program.

The IBEW Emblem will be on your screen.
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Negative Transaction

Occasionally, a local will require a refund from the International Office. A Negative
Transaction is essentially a request for a refund that consists of money which has already
been paid to the International Office in a prior report period. The ICS program will allow you
to create negative transactions in a manner very similar to creating normal transactions. The
number of months which is going to be refunded determines whether or not special
authorization is needed to create the negative transaction.

Exercise: Select the Show Member List speed button located on the Tool bar.

I
Showw member list

Exercise: Select Find located on the member sidebar and search for Jack Arrington.

Exercise: Once the system highlights the name Jack Arrington, press the Enter key on
your keyboard.

Exercise: Select the History tab.

The following is an example of Jack Arrington’s History tab.

§i2l Member Information @@@
Sort By:
|111—11-1114 Ammington. Jack H| -4 | - | H| -+ | —| | | Last Mame -
| Activity/Payment History e
T Activil Activi A B = Form
rans chivity chivity mount Rad
" | Batch ID | D ate | Recpt 3t| Code Date | SubTotal Flel:eived| Class | " Table
] 86 Faifax 1 2720/2011 999993 02710 $22.00 $22.00 Tech = Find I
| 162 fairfax 2 3/20/2011 9999399 0310 $22.00 $22.00 Tech —
| 222 fairfax 3 4/20/2011 999999 0410 $22.00 $22.00 Tech = Range
| 285 fairfax 4 552072011 999999 05/10 $£22.00 $22.00 Tech 21 File
] 406 | Fairfax 5 6/20/2011 999999 06710 $22.00 32200 Tech L L |
| 504 Fairfax 6 /2072011 999999 o710 $22.00 $22 00 Tech 3 Payment
| 614 Fairfax 7 82172011 9999399 og/10 $22.00 $22.00 Tech . B
H 723 Fairfax 8 9/21/201( 999999 09/10 $22.00 $22.00 Tech
| 1167 Acme 10 115217200 381 R 11710 $226.00 3$226 00 Tech % JobRef
L 1170 Share 226711 2/265201° 384 02/11 $93.00 $93.00 Tech
Address
Report
i =
< > f1 Close
= | - | | |
Filter For D ates:
From: | LI To: | j
| Receipt | R eport | Show Detail | X Cancel |
Bazsic A Dther A “Work A4 UnionCode 4 Tracking A4 Motes A Financial 4 Historg 4 Grevances A Spare 4 Doc AEducation

Jack Arrington is going on Honorary Withdrawal but has already paid dues through three
months beyond his Withdrawal. He is requesting a refund for 3 months.

If the number of months to be refunded does not exceed the number of months paid

for this member in the last submitted per-capita report, the user can create the
negative transaction without contacting the International Office. Otherwise, special
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authorization is needed and the local will be required to fax a letter addressed to the
International Secretary Treasure, Mr. Lindell Lee. In the letter, please include the
following information; the months required to be refunded, include members name,
card number and why the refund is required. If more than 12 months are requested to
be refunded, the local union presidents signature is required, if less than 12 months
the Business Managers signature will be required. Once the refund is approved by Mr.
Lindell Lee, the ICS Help Desk will contact your local union with the approval code and
assistance with the refund.

Exercise: Click on the $ Payment button on the right sidebar to bring up an activity form
for Jack Arrington'

Exercise: Right-click in the Basic Dues block. The following “Allow Negative Dues
Payments button will appear.

Allow Megative Dues Payments |

Exercise: Click the Allow Negative Dues Payments button and the following will appear.

2% Allow Negative Dues Payments - 0| x|
Arrington. Jack 1000001

Megative payments of Basic Dues are limited to the net number
of ranths paid by a member during the last reponted period.

Last Reported Period: Sep 08

# Months Basic Dues Paid
during this period: 3

If wou need to refund a basic dues payment which exceeds the
number of months listed abowe, vou will need to call the
International Office and obtain an authorization code and enter
it here along with number of months requested:

Number of Months to Refund: |0 S

10 Authorization Code:

The local union is permitted to process a refund of 3 months without an authorization letter or
code.

Exercise: Select OK and the following message will appear.

ICS-Windowvs: Local #2401 (===l

A raximurn of 3 months of basic dues will be allowed to be refunded.
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Exercise: Click OK and the local will have the ability to process three (3) negative

payments.

Request for refunds must include documentation pertaining to each individual case. Your
request will be held in abeyance pending receipt of this information. In addition, if a receipt
was issued, the original member’s receipt must be retrieved from the member, voided and
returned to this office; otherwise, no refund can be made.

documentation.

Please include all required

=)

&, Activity Codes
iD: 111-11-1114  Amington, Jack = | —| «|
Trans #: Receipt #: Carcd: 1000001 Tepe: BA | Batch (SRR
Member Info Basic Dues Other Payments [l
[:;a;s:h #Mths | -3 3| Thru|08/08 Insurance ~|[s24.00 +Z‘ NowT
i ew [ rans
1.0. LU. 5.C. = =
Clilass Date ($33.00)] $39.00) [ s0.00 | B3| Z‘ [ NewMen
Employer Working Dues — j | Li_‘ 1=} Find
T umm|uENNQMmm34| = 2
Location Amount Due $0.00 = &
- Gross Rate His ||| =l z‘ _Memb Info_|
$0.00 15.00
sC I:I | | $ | SUMMARY Comnment |
Init Bal ,—| Death Benefit Subtotal [$96.00] Options
el T e L —— LA
BldFnd | | LastPdCnt Cur[ 5] | AmtRecy - X Cancel
- New Bal | $0.00
Transaction Comment
Make Template ||| Check it | j Rept
Apply Template | Current Address: _
[415 Yoakum Py - [ Close
| Address
[&shtan [ve | [22070

| Activity | Payments ($96.00) /

In the above example a Miscellaneous receipt can be printed to show the local gave the
member back $96.00. If the member chooses not to take the refund and would like a credit to

remain in his record, continue with the following
Exercise: Highlight and delete the Amount

Exercise: Click the New Bal button.

procedure.

Received.

SUMMARY
Subtotal ($96.00])
Prior Balance $0.00
Amt Recyd
[NewBal ] | ($96.00) |
Check # | |

Pg. 1-110 2/28/2011




The Reversed Transactions Report will print with the Month-End processing. As provided in
the IBEW Constitution (Article XVII, Section 1-f), local union records must be audited every
three (3) months. Therefore, in order to obtain a refund that exceeds three (3) months of per
capita for any member listed on the Reversed Transaction Report, please include a written
explanation signed by the local union president, along with all pertinent documentation that
supports the refund. Reversals or negative transactions that involve less than of three (3)
months of dues also must include an explanation and the pertinent documentation. In either
case, if a receipt was issued to the member, then the member’s original receipt must be
retrieved from the member, and voided and returned to this office; otherwise, no refund can
be made, if these conditions cannot be satisfied, please do not reverse or negate any
transactions.

Exercise: Click Close to close the payment window and close the member information.
The IBEW Emblem will be on your screen.

Replacement Per Capita File

Now and then, you will receive a call from the ICS Help Desk stipulating the file for your Per
Capita report is unreadable. You will be asked to create another file or diskette and forward it
to the Per Capita department. To create a replacement file or diskette, continue with the
following procedure.

Exercise: Select Dues/Month-End Processing.
When the Month End Processing window appears it will show the current period as the
Period to Process. To replace a Per Capita file you will need to set the Period to Process

to the date of the Per Capita file you wish to replace.

Exercise: Use the arrow down to set the Period to Process date back one month.

Exercise: Select Prepare and then follow through as you did the first time you prepared
this Per Capita file.

Exercise: Include a $20.00 Underpayment.

When you are using the program on your “live” data, the program will send your replacement
Per Capita files directly to the Secure Web Server at the International Office if the “Upload”
option is selected.

Otherwise the replacement disk would be sent to the following address:

International Brotherhood of Electrical Workers
Mr. Lindell Lee, International Secretary-Treasurer
Attn: Per Capita Department

900 Seventh Street, N.W.

Washington, DC 20001
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Introduction

The ICS Job Referral module was designed to allow the Local Unions a
computerized process to match out of work applicants with available jobs. The
system allows the user to manage job referral/dispatch books, track applicants
and job requests, track work, registration, and job offer history, and keep
members' employment information up-to-date.

Section 1: Job Referral Setup

Before beginning to use the ICS Referral module, some setup needs to take
place. To get started, select File | Setup | System Control from the main ICS
screen.

System Control

Three tabs in the System Control contain Job Referral setup items: the System,
JobRef, and Modem tabs.

Systems Tab

Exercise: Click on the 'System' tab to select.

Exercise: Activate Job Referral by selecting the Job Referral System Enabled
(it may already be selected).

System Settings Spare Field Names Employer Type Codes

Field - #1
jv Dues System Enabled: f+ 2 type codes [onginal)

lv Grievance System Enabled Field - #2  Unlimited type codes [new)

|+ Job Referral System Enabled
Field - #3

| Canadian Local Use SIN Document Storage
[~ Sound Enabled Field - #4 Member Related Documents
| Local Papments Batch Entry | J
Add Spare Fields | [all documents attached to
Cumrency Rounding Method member records will be moved to
& Closest thiz network directory]

" Lowest

Next Receipt Control Number
383

% GenlInfo ) System i Dues i Job Ref 10 Dues & RF Rates f Card # Range j Death Ben. Fees § Speedbitns | Modem J§ Grievance [
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Job Referral Setup Tab

This is where setup of most aspects of the Job Referral take place — Re-
Registration, Short Call, and Refusal rules, plus a few other settings.

Exercise: Click on the 'JobRef' tab to select.

Re-Registration Other

Re-Registration Requirements: [+ Update Member Master Empl/Loc
Frequency: Yearly [ Auto Dial Phone Mum with Moden
Opens: February 22 W Make Difer after Dial

Clozes: 1 Days Later [02/23
Y [ ] [~ Manual Recalc. of Relative Position

Edit Assigned Numbers

Processing Action: — = First Registration # : 1%
e ob Last Registration # - | 999999 5
Short Call Last Aszigned Request # : 17 5
Mumber of Days |_1 Refusals
[v Exclude Weekends/Holidays Max # of Refuszals ’Tﬁ'

" Delete f+ Reposition

| Clear Refusals when Registering

% Genlnfo A System f Dues ) Job Ref f 10 Dues&FF Rates f Card # Rangs jfDeath Ben. Fees | Speedbtns jf Modem j Griewance [

Re-Registration
Several settings related to local re-registration policy are configurable here.

Exercise: click Edit. The following window will appear:

= Re-Registration Wizard

Frequency of Re-Registration:

" Mewer

" Yearly

™ Weekly

" Fixed # of days:

Select how often applicants are required to re-register.

X Cancel Next i=
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Choosing an option for 'Frequency of Re-Registration' here will determine the
remaining options available. For this exercise, select 'Monthly'.

Exercise: Select Monthly

Exercise: Click 'Next' to configure the monthly registration rules.

The next screen in the Re-Registration wizard will appear:

o Re-Registration Wizard E@@

Monthly Re-Registration Opens:
* on the |2 ~| of the month

" on the | working day of the month

" on the| j | j of the month

Monthly Re-Registration FRemains Open:

28 | day(s] [including opening day]

X Cancel <1 Previous

Finish 1= ‘

There are two items to set on this screen. The first is the opening day of monthly
re-registration.
e The first option indicates a Particular date of the month. This is the
default.
e The second option indicates the First or Last Working Day of the month
e The third option indicates a Particular Day of the month.

Exercise: Select the third bullet (on a particular day of the month). Use the
dropdowns to select the 1° Monday.

The next setting, toward the bottom of the window, is how long Re-registration
will remain open. Default is set to 1 day, indicating re-registration will be closed at
the end of the working day.
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Exercise: Under 'Monthly Re-Registration Remains Open', use the spin buttons
to select 7 days.

Exercise: Click 'Finish'. The Re-Registration Requirements section of the
JobRef tab should look like this:

Re-Reqistration
He-Registration Requirements:

Frequency: kanthly
Openz: 1zt Monday
Remains Open: 7 Davls]

Edit

Proceszsing Action:
" Delete i* Heposzition

Other Options

You may wish to perform this training exercise with referral rules that more
closely match those at your home local union. Re-registration frequency can be
set to occur, Never, Yearly, Weekly, or every fixed number of days, in addition to
the monthly option described above.

To complete Re-registration setup, select a processing option. This determines
the action taken when an applicant fails to meet the re-registration requirements.

Delete will remove the applicant from the book.
Reposition will 'roll' the applicant into last position on the book.

Exercise: Select Delete

Proceszsing Action:

o gﬂeletej " Reposition
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Short Call

Short Call indicates the Number of Days after which to remove an applicant
from the books.

The default is set to 1 day Excluding Weekends and Holidays.
Exercise: Change to 14 days

Exercise: Un-check 'Exclude Weekends/Holidays'

Short Call

Humber of Days 14

[ Exclude Weekends/Holidays!

Other

The ICS Job Referral module offers a few other options for setup:

Other
[v Update Member Master EmplfLoc

[ Auto Dial Phone Num with Moden
[v Make Offer after Dial
[ Manual Recalc. of Relative Poszition

Update Member Master Empl/Loc: will allow the Job Referral system to
automatically update the member information window upon accepting a new job.
The fields updated will be employer and work location.

If you wish to auto dial the phone via your computer modem, you must select
Auto Dial Phone Num with Modem and complete the information located in the
Modem tab.

Make Offer after Dial (checked by default). If the Auto dial feature is being used,
after the call is initiated the Offer form is displayed to enter result of phone call.
This option can be turned off by unchecking it.

The ICS System defaults to automatically recalculate the relative position as a
job is offered. The member's status will change from working to out of work. If the
option, Manual Recalc. of Relative Position is selected, a button will appear on
the applicant's side bar titled Recalc Pos. Once the button is selected and the
ICS is closed, the system will recalculate the relative position.
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Assigned Numbers

The First Registration # to assign, Last Registration # to issue before rollover and
the Last Assigned Request # are established here and later maintained
automatically by the Job Referral system.

Assigned Numbers

First Reqgistration # : 1

Last Registration # ;| 9999399

LILIRRAL

4|k

Last Aszigned Request #f : 17

Refusals

Indicates the number of refusals that the local union allows, and how to proceed
if that number is reached.

Refusals

Max 1 of Refuzals 999 5

" Delete (* Reposzition

| Clear Refusal: when Registering

Exercise: Select 3 refusals

Indicate whether the applicant is to be Deleted, or Reposition on the Books when
Max # of Refusals is reached.

Exercise: Select Reposition
By default, the system does not Clear Refusals When Registering, that is, any
previous refusals will still apply to a new registration. If you wish to start with zero
refusals when creating a new registration, check this box.
This completes the setup activities required in the System Control. To continue
with the remaining Job Referral setup, close the system control, answering 'Yes'
when prompted to save your new system settings.

The next setup to be completed involves the Code Tables.

Exercise: Select Setup | Code Tables from the File menu.
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Job Referral Code Tables

Code tables pertaining to the Job Referral module are found on the Work tab.
General TWork TEducation 1

WORK

(* ‘work Areas

" Wwork Sections
" ‘work Groups

" Wwork Titles

™ Shifts
EMPLOYER

" LOA Tupes

" Employer Type 1

" Employer Type 2

JOB REFERRAL

" Special Skillz

" Job Conditions

" Temination Reasons

" Book Names

As you can see under the Job Referral heading on this tab, there are four Job
Referral Code Tables.

e Special Skills is used to code special skills for a job opening and also is
used to list special skills that an applicant might have.

e Job Conditions is used to list certain job conditions for a particular job
and also list conditions that an applicant does not wish to work with.

e Termination Reasons is used to create coded termination reasons.

e Book Names: Book Names can be entered here. These will show up in
the Job Offer area for reference in the "Group" drop down

Exercise: Select Special Skills to see the following:

Special Skills Code| D ezcription | ~

Explozives Expert

_|ES Electronic Securty
_|FO Faoreman

| Hw High *wfireman

[ Journeymman \Wireman
_|LE Licensed Electrician
| LM Lineman

| 5M Studd Man

This lists the special skills used at this local and their codes.
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Exercise: Add 'Sound Technician' as a special skill with a code of 'ST'. Begin
by clicking + on the navigator bar at the bottom of the window to
insert a new record into this list:

I - [ > -h — e o

A blank line will be inserted into the list:

Special Skills Eu:u:le| Dezcription

| *

_|EE E=plozives Expert
_|ES Electronic S ecurity
Fr Frreran

Exercise: Enter the new code into the list:

Special Skills I:::u:Ie| Dezcription
*[5T Sound Technician
_|EE Explozives Expert
co Elarbrrmie Sanribn

When you finish entering the new skill, it will be alphabetized into the list based
on its code.

Exercise: For additional practice, try adding the following to the remaining
code tables:

e Overtime (OT) to the Job Conditions table
e Weather Conditions (W) to the Termination Reasons table

Job Conditions En:u:lel Description |
0T Overtime]

CH Chemicals
CHT Heinhts

Termination A eazons Code| Description
*[w weather Conditions
| M b ajor Yw'hiner

Pr Preiamt CAramlakad

Book Names is slightly different from the other Job Referral code tables in that
items cannot be added or deleted from the list, only the names can be changed.
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This will make these names available for reference in certain areas of the Job
Referral Module.

Exercise: Give Groups 1 and 2 names of 'Inside Wire' and 'Outside’,
respectively.
Group Numl:uer| Mame | ~

n 1| I nzide wire

l 2| Dutzide|

33

44

5 5

EE

ki

548

59

B L/

Exercise: Save these names by clicking the checkmark on the navigator bar.
then Close the Code Tables window.

Printer Setup
Exercise: Select Print Setup from the File menu.

This is the final step in setting the Job Referral module up for use is print setup. It
is necessary to activate the Job Slip and Registration Card Printers.

= 1CS-Windows: Local #2401 =] E

#i=M Edit  Lists D[ues. Fecords Reports  Window  Help

S b Kb 8

Table Operations k jﬂnk 2

Print Nl Ao
PHnt Setup, .. Report Prinker
Cfficial Receipt Prinker
Misc Receipt Printer
Job Referral Printer
Reqistration Card Prinker

Edit: IMI File
Edit Metwork INI File
Wiew Readmea File

Exit Ervelope Printer
% i /‘ Screen Shat

'E.hange printer setup | 09/0

That completes the Setup portion of the Job Referral module. We can now move
on to dispatch operations.
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Section 2: Job Referral Operations

Exercise: Bring up the main Job Referral screen, select Job Referral from the
Lists menu, or click the Job Referral button:

&

Job Referral will open displaying the Local’s Books.

E—ﬂ Job Referral - Books g@@
Poz.(Name |Slalus| Relative Pos. | Reg. # | Home Phone|\l¢|’olk Phone| Temp Phone| Reg. Date |SSN | A | < Books

» Brown, Marbe [ 1 2 7/E/2000 32625 PM | 222.22.2222 -
| 3 Banett, Liza W 3 FAB/2000 32648 PM 1111141116 & Oifer

4 Amington, Jack |/ 4 TAE2000 32726 PM 111111114
| 1|Costello, Catherine W/ 1 3/6/2005 32609 PM | 333333332 @ AlQuests
| B 'woods, Thamas W 8 8/20/2008 B58:19 AM | 100-00-0019 & Applont
| 7/ Duffy, Nancy ! 11 8/20/2008 30T:09AM | 444-44-4441 -
| 8/Haymon, Peter |/ 14 8/20/2008 303.04 AM | 555-55-5556 Short

9 Sparks, Patick |0 2 16 8/20/2008 %0346 AM | 000-00-0009
] 1o prrien, James ! 18 8/20/2008 304:39 AM | B95-85-8889
| 11 Smith, Glenda o 3 22 8/20/2008 306:03 AM | D00-00-0007 « Refyse
_| 12 Adams, Dennis W/ 5 1234567590 | 345-345-3453 8/20/2008 200:32PM | 111-11-1112 & Repots
| 13 May, Brian ] 4 15 8/21/2008 10.0017 &M | 777-77-7778 =
| 5 Berret, Robert W 6 4/20/2013 B5446 AM | 111111118 ] Close

1= Fird

|\ Group] fTGroup2 {Group3 {Group4 (G roupS {Groupé {Group? /Groups A Groupd |

4Bookl ABookZ fBook3 fBookd dBookS fBookE fBook? ABookd fBookd/

The sidebar on the right side of the Job Referral screen shows the different
options available for viewing and working with.

Books will display the applicants and selected Groups and Books. This option is
selected by default, as evidenced by the button's 'pushed in' appearance.

Offer is used to make a job offer to an applicant.
Request is used to enter or view an Employer’s job request.

Applicant is used to view an applicant’s record, and register the applicant in job
referral.

Short is to update the daily short call list

ReReg is to delete or reposition applicants on the books that have past the Re-
registration requirements

Refuse is to update the daily refusal list.

Reports will display the Job Referral reports.
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Close will close the job referral program.

Find gives you the ability to search for a particular applicant in the Job Referral
database.

Books Screen

The system will house applicants in up to nine Books within nine Groups.
Position in a book is determined by when a specific Book/Group is signed by the
applicant. The Books screen should already be open. If not, click the Books
button in the upper right corner of the screen to bring it up.

&7 Books |

The Books and Groups are viewed by clicking on the tabs located at the bottom
of the window. Applicants are viewed by position within the various books and
groups. Double-click on any applicant to display his or her applicant information
screen.

Status shows whether an applicant is Working (W) or Out of Work(O).

Relative Position indicates in order by the time stamp when registration is
processed and only for the members listed as Out of Work

Registration Number, and Position Number Indicates in Order by who signed the
book first.
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Applicant Information Screen

Exercise: Open the Applicant Information Screen by clicking the Applcnt
button on the sidebar or by double-clicking an applicant's record on
the Books screen.

The Applicant screen initially appears with the Basic Info tab selected.

£ Job Referral - Applicant - Table View

Reg. # 12 Samuels. Peter (X000043) |55°;'NB" ] < Baoks
-
Offer
Master File Info Registration Add'l Phone #'s Lo
ssN/sIN: oo & Master || g Status Date:  Zone: Phare # [Tope ~ || & Rouests
EmplovegtE [woking  =| [4/20/2008 | 3
Class: Lineman . . B & applent
Py T Ml SR Resign Date  Mext Resign Date o
ress: olly Hi @ Short
S i 2T |4/20/2008 1042242005 Update .
Home #: Skills: Qro &
work e
Temp Info Conditions: = Reports
Address: | | ﬂ | ﬂ | j | ﬂ | j =
J[1 Close
| Applicant ID:
| Comment: | Hot T
i Find
Temp Phone: | ‘ M
w
Mobile Phone: ¢ >
Notes
Date | User | MHate ~
L4
-
_\ Baszic Info ;{Begister ,.{ E mploy Hiztory Ju'{ Qffer Histom Ju'{ Table Ju" H| - | - | ] | + | _| | |

Basic Information Tab

The Master File Info displays data from the membership tables. You can update
the applicants information by selecting the Master button.

Temp Info is used to store a temporary address and telephone number for the
applicant.

Registration: The Status and Status Date will change when the applicant
accepts a job. This date will also be used as a work date to calculate future Short
Call. Resign Date is the date the applicant last signed the referral book. The
Next Resign Date is automatically calculated based upon the Re-Registration
rules established in the System Control file. Zone is uses for reference by Locals
that dispatch based on area.
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The applicant will be re-registered by clicking on the Update button and the Next
Resign Date will be adjusted. To Add a new applicant, click on the (+) on the
navigation bar.

Skills and Conditions are used to track any special skills an applicant possesses
and/or conditions he/she is willing to work in. Up to five of each can be selected
from the dropdown lists.

Applicant ID can be used if your local union uses an identification number for Job
Referral (other than SSN or other numbers that are already tracked in ICS).

Add'l Phone #'s : Phone numbers and a brief description, (type), can be added
to this grid. They will also show up on the Member form, Other tab.

Comment and Notes can be recorded for an applicant much as they are used

with a basic Member record. Checking the Hot box will cause a comment to
appear in a pop-up window when a Member's record is viewed.
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Register Tab

Exercise: Open the Register Tab by clicking on it at the bottom of the
Applicant screen.

£3 Job Referral - Applicant Registration
Sort By
Reg. # 12 Samuels, Peter (X000043) SN J & Books
. . £y Offer
Current Registration Refusals
Position |R # || # Refusals: 0 B, ROuests
Last Refused Request: 0 & Applent
l]n:| | Shaort
v
P 5 Registration History : ReFeg
Date |Elp!Bk|Actmn |Fleasun ~ ﬁ Refuse
M 4/20/2013 30135 4M | 2/2 Add
Add ‘ Delete | = Feports
fL Close
Erint Card
I} Find
ha
< ¥
% Basic Info_j Register 4 Employ History f Offer History 4 Table [/ 1 | - | - | » |

Current Registration: Shows all Groups and Books along with the position an
applicant occupies. The Add and Delete buttons are used to add or remove the
applicant to a Group and Book. The Print Card button is used to print a
Registration card. This card is a Quick Report and can be modified as any other
Quick Report.

Refusals list the applicant's number of refusals, the Last Refused Request,
and the Date and Time of the Last Refusal (On). The number of refusals is reset
to zero when an applicant accepts a job, is moved to the bottom of the list, or is
deleted from all books. The refusal count is incremented through the Offer
process.

Registration History records all activities related to an applicant's status on the
books, including signing and actions based on resign, shortcall, and refusal rules.
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Employment History Tab

Exercise: Open the Employment Hist Tab by clicking on it at the bottom of the
Applicant screen.

E_j Job Referral - Applicant Employment History

Sort B
Reg. % 12 Samuels, Peter (X000043) ,SDSINy—_| 7 Books
£h Dffer
Date |Em|:l|l:l_l,lel |Heq # |Heg # |Emup|Bl'\ Starting Details —
Is
L 4/20/2M 3 GE 3 12 2 Report In Wage Week @ RGEuests
[700am 2| |$1000 | Slip £ Applont
Description of Work Short
| FeFeg
@_ Fefuse

Termination Details

Date wWage Heason Rehire & Reports
| | j | j ﬁ Close

Termination Comment:

< > ‘

]I T oin |
;\Basic Info Kﬂegister }\Emplog Histary ,n{ Offer History ,-{ Table ,-'r | | > | > |

This screen is automatically positioned to the last employment record for the
applicant. You can use the Navigation Bar to scroll through the applicant's
employment history.

Starting Details will automatically fill the starting time and wage rate via
acceptance of a job. Clicking on the Slip button will print a Job Referral Slip. This
is helpful if an applicant loses his/her job referral slip and requires a replacement.

Termination Details has a drop-down that will display your custom reasons.
Adding termination information to an applicant's most recent employment history
record will automatically change the applicant's status to Out of Work.

Offer History tab

Exercise: Open the Offer History Tab by clicking on it at the bottom of the
Applicant screen.
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£3 Job Referral - Applicant Offer History
Sort By
Reg. # 12 Samuels, Peter (X000043)
SSN |
Req # Reg # Date |Time |Actiun Processor| Comment 5
| 10 120452042003 1452 Refuged ICS
| 1 12 4/2042013 1613 Refuzed el
L 3 12| 4/20/2013 1704  Accept IC5
v
o/ >
% Basic Info & Register 4 Employ History 3 Offer History 4 Table / | | > | > |

@ ROuests
= Applont
Shart
ReFeqg

331 Refuze

= Reports
I'L Close

=} Find

This screen displays all offer actions for this applicant. The offer actions include

the following:

Accepted
Refused

Busy

Left Message
No Answer
Contact Failed
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Table Tab

Exercise: Open the Table Tab by clicking on it at the bottom of the Applicant

screen.
£ Job Referral - Applicant - Table View
Sort By
Reg. # 12 Samuels, Peter (x000043) m 7 Books
Mame |55N |Heg_ # Home Phone |Slatus|5lat Date |Heg D~ ﬁ

L Samuels, Peter 000-00-0001 12 o 472072008 4720/ I, RQuests
| Sawyer. Pam 000-00-0002 17 1] 472042013 4220/
| Smith, Glenda 000-00-0007 22 W 9/16/2008 4720/ & Applent
| 5parks, Patrick 000-00-0009 16 1} 42052013 420/ Shart
_ | Woods, Thomas 100-00-0019 8 W 472052013 4520/ —_—
_ | Adams, Dennis 111-11-1112 5 123-456-7890 W 4/21/2M13  6/6/S2 Refeg
| Amington, Jack 111-11-1114 4 W 4/11/2013  B/6/S2 % Fefuse
_ | Barrett, Liza 111-11-1116 3 W 6/4/2007  6/6/2 —_—
| Bennet. Robert 111-11-1118 6 W 9/21/2007 4720/ = Reports
_| Brown, Marbe 222-22-2222 2 1] 472172013 GBJ6F2 =
_| Burger, Cheryl 222-22-2224 7 1] 4/1/52mM3  AR20) Jil Close
| Clifford, Alex 222-22-2278 23 o 4/152m3  ArA7
| Costello, Catherine 333-33-3332 1 W 4/11/2013  B/6S2
| Dolson. Ronald 333-33-3339 10 W 9/21/2007 4720/ 1= Find
_ | Duffy, Nancy 444-44-4441 11 W 472072013 4,20/
_| Forbes, Steven 444-44-4447 13 1] 472072013 9167
_| Cheney, Dick 456-78-9123 27 202-456-1111 o 4/172m3  ArA7
| Glass. Kay 5hh-hh-hh52 24 1] 471523 Arn7
| Haymon, Peter 555-65-5556 14 W 47202013 4220/
| Lawson. Timothy G66-66-6668 9 W 47152013 4200
_|Lee. Janet GE6-66-6669 25 1] 42172013 4217 3

< »

\Basiclnfo J-'f‘ﬁegister ,-{ Employ History J-{ Qffer Histary ;\ Tab_IeJ-" Hl -« | > | H| - | _| | |

Table View will show you the records on file for all applicants in Job Referral
based upon the Sort By selected in the heading. You may change the Sort By
from SSN to Name, Status or Reg #.

12/31/2008 Pg. II-19



Adding an existing member into the Job Referral system

Exercise: Click the + button on the navigator bar at the bottom of the screen.
The following Search window will appear:

Search g|

Search Characters [ENTER to Chooze]

LaztH ame FirstMame|55H Middle| ~
Adams Denniz 111-11-1112
|| Anderson Dawn 11-11-1113
|| Arrington Jack 111111114
|_|Ballard Peter 11-11-1115
|| Barrett Liza 111-11-1116
|| Becker Lee 11-11-1117
|_|Bennet Robert 111-11-1118
|| Bickel Catherine | 111-11-1113
__| Blumburg David 222-22-2221
|| Brown Marbe 222-22-2277
_| Bruno John 222222223 ~
Search By
|LaslName j

New Applicant  OK | X Cancel

Exercise: Select Catherine Bickel, then select the Basic Info tab on the
Applicant form.

Req. # Bickel. Catherine (000006}

Master File Info

Registration
SSN/SIN: 111111113 & Master || o
Employer: Reston Electric Ot of Y ork, vl

Class: Jour. Wireman )
Resign Date

Address: 3174 Spring Tree Dr li
Azhburn W, 22070
Home #: Skills:

Work #: - -

Ms. Bickel has been added to the Job Referral System. You are now free to
register her to books, offer jobs, etc.
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Adding a new applicant into the Job Referral system

It may be necessary to add a person to the books who is not already in the ICS
Member list. The beginning of this procedure is similar to adding an existing
member to the Job Referral system.

Exercise: Click the + button on the navigator bar at the bottom of the screen.
The Search window will appear.

Exercise: Click the New Applicant button in the bottom left of the Search
window.

Hew Applicant

The following New Member Entry form will appear. This will place the Applicant
into the ICS Members List.

Exercise: Fill out the New Member Entry form with the information below to
place Kevin Johnson in the ICS Member list and the Job Referral

applicant list.

Mew Member. Entry g|
SEN: Last Hame: First Hame: Middle: Suffix:
|236-56-6566 Johnson [Kevin K | =]
Addreszsz 1: Address 2:
|3I3 Sumner Street |5uite 405
City: State: 2ip:

'Washington pC 20005
Status:
v 0K | X Cancel

12/31/2008 Pg. 1l-21



Exercise: Click OK, then fill in some information for Mr. Johnson as shown
below:
. Sont B
Reg. # Johnson. Kevin K on Ty
|5SN |
Master File Info Registration Add'l Phone #'s
SSN/SIN: 236opeses R Maste | Status: Status Date:  Zone: Phare # [Type ~
Employer: [Dutotwork | [3/16/2008 m Y
Class: B
Resign Date  Mext Resign Date
Address: 36 Sumner Street
Washington DT 20005 | | Update|
Home #: Skills:
Work #: FO «|w «|ILE =]  ~|| =
Conditions:
Temp Info
Address: |93EISF|Dad |HT|j|| jl jl jl j
- Code| Description
|Alingtan, Y4 35403 TR
|
Temp Phone: |123-456-7330 MNP Nucle.ar Power Plant Jll
OT | Owertime w
Mobile Phone: SU | Super Duper Ugly < *
S T Torne Wik
Date |Use1 |N0te HnneT T -~
14
W

—'\l Basic Info 4 Begister & Emplop History § OFfer History 4 Table [ Hl - | > | H| + | — | V'l xl

Now Kevin Johnson can be registered on some books.
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Exercise: Click on the Register tab and add Kevin Johnson to Group 1, Book 1
and Group 4, Book 4.

E.j Job Referral - Applicant Registration |Z||E|E|
. Sort B
Reg. # Johnson. Kevin K SDSrN L 5l 7 Books
- : £2y Dffer
Current Registration Refusals _—
Group Book Position |R | # Refusals: 2, RQuests
— /| Last Refused Request: = Applent
I]n:l | Short
w = . S
S =~ Registration History FieFleg
- N Date |ElpIBk|Aclinn |Fleasun ~ 2 Refuse
> 3 Fiefu
Add % | ‘ = Reports
j—L Cloge
Print Card
I+ Find
bt
] >
\ Basic Info }\ Begister Ju'{ Employ Histary ,-{ Offer History ,-{ Table Ju" ™ | -« | > | >l |

£ Job Referral - Applicant Registration :IIEIEI
. Sort B
Reg. # Johnson, Kevin K UL &7 Books
55N =l ——
— £y Dffer
Current Registration Refusals —
Group Book Position |R || # Refusals: 7, Ruests
—'|| Last Refused Request: & Applont
I]n:l | Shart
. == |
| =~ Registration History =] ReReg
Add Reqgistration To: S st | Grp/Bk| Action | Reason o’ % Refuse
Group #: |1 j Book #: | ﬂ — B =R
eports
031742008 02:27.08 Loin =
As of: . g . Close
Registration #: 4
L]
Comment: & | -
7 1% Find
a8 W
+ ‘ i# Cancel [
b/
2] >
\ Baszic Info }\ Register Ju'{ E mploy History ,-{ Offer History ,-{ T able Ju" ™ | -« | > | ] |
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_ Sort B
Reg. # 28 Johnson, Kevin K onzy
SSN |
—Current Registration ~Refusals
Group |Bunk |Pusitinn |FI -~ #t Refusals: I
1 1 13 9, . I
Last Refused Request:
[ [ | on] |
= n
| 7 A ;
@m 3 —Registration History
Date |Elp!Bk|Acliun |Heasnn Eadl
_|9/17/2008 B:23:34 AM 11 Add
Add Delete | | 941742008 82341 AM | 404 Add
By Print Card |
" Basic Info s Begister 4 Employ Histary 4 Offer History
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Employer Requests

Exercise: Click RQuests on the side bar to view this screen.

The Employer Request screen allows the user to create and manage work
requests from employers.

£ Job Referral - Employer Request

Req # 17 H| -dl > | H| -|-| —| | | Sont By Reguest Mumber @Eooks
Employer Request £ Offer
Mame: | Req Date: Start Date:  Meed: Filled:

Reauestor:[onils |Eelfafzuae |54 72008 41 1 Eﬁﬁuests
i Vi ass: Rate: Length: Report-In: Applant
Fhone: : Yiew | M~ [s1635 | 1500 am —
Lucat_lnn.fJuh <tz Status: Group: Recorded by: i
Code: Contact: |D|:-en j | 2ﬂ |ICS Refeg
| J | Comment: @ Refuse
Desc:
| & Reports
Addressl: |
Address2: | Skills: J Close
Ci: | swe: [ e oW =] <l = =] ity
ghope: m Conditions: 1=t Find

(ZLIDE | (T2 I | I | B

Employer: Displays the employer that is requesting the work. There is a
Requester field and a View Button. The view button will open the employer
information form so that you may edit or reference information.

Location/Job Site: You may choose a location by code. Click on the "Three
dotted" Button to choose or add a new code. To Add a new code click on the
"Three dotted" Button then click the "New Location" button. Clicking on the view
button will open the locations tab in the employer information form.
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Request: Contains the following information:

Request Date and Start Date fields will initially display the current date.
Need is a field to show how many applicant the employer will required for
the job.

Filled will automatically calculate as applicants accept the job offer.
Class gives the employer an opportunity to request a particular
classification.

Rate will automatically display the classification hourly rate.

Length is the length of the job as Number of Days.

Report In is the time the applicants need to report to work.

Comment field allows the employer to make a note or enter a special
request.

Status will read as Open to show that the employer still has jobs
available, when the fields Filled and Need are equal the Status will read as
Closed.

Recorded By will display the users log in name.

Skills and Conditions allows the employer the ability to specify what is
required for the jobs.

The Insert button on the navigation bar is used to add an Employer Request.

Exercise: Click the Insert (+) button on the navigation bar to create a new

request. Search for Silver Spring Electric (Employer #4).

The following screen will appear, with most fields empty.

Exercise: Fill in the request with the data below.

£ Job Referral - Employer Request

Pg. 11-26

Req it 18 Hl 4| b|H|+|—|\/| Xl Sort By |RequestMumber - 7 Books
Employer Request £h Offer
MName: |Si|ver Spring Electric j E;q?ggluea: r‘;?:ratfgnaulae: Tee:: |Filled: w
Requestor: ,7
Phone: View Class: Rate: Length: Report-In: = Applcnt

one: - | ~|[s1780 [ 5 [E00am —

Lu-::at_mannh Site Status: Group: HRecorded bhy: () Short
Code: Contact: |Dpen ﬂ | ﬂ |IES ReReg
|15 J |‘J°h”"‘-"J Lang Comment: €4 Refuse

Desc: |Silver Spring Building 15 Free parking and Paid Lunch Breaks —
Address1: |34?5 Hurnter Strest & Repatts
Address2: |Building 15 P L[] Close
City: |Arlington State: |\-".~’-‘-. |FEI ﬂ |LE ﬂ | ﬂ | ﬂ | j Histony
Phone: |933.993-9339 View Conditions- o1 Fin

or =ljsu = = =] =l
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Each time a Job Request is entered in the system, a Request # is assigned
(#18, in this case).

Adding Location 15 will require using the "Three Dotted' button.

LocationfJob Site
Code:

—T

Select Location/Joh Site

X

Search Characters [EMTER to Choose]
|
Description Code ~
4 =
./
Search By
Description ﬂ
Mew Locatjon « DK X Cancel
PK—‘

Mew Location Name

Enter HNew Location Code:

[15

X Cancel

 OK
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Offer Screen

Exercise: Select Offer. This screen is used to make job offers to applicants.

£ Job Referral - Make Offer

Applicants Emup:llnsidewire j Buuk: ﬂ Show Applicants:  All & Unemployed 7 Books
Table | Individual £h Offer

SSN Hame Reg # Heg Date Class Grp/Bk| Home Pl # @ Fuests
2 |BROWM, MARBE 207 5 Ph Jour. Wireman - |
. 000-00-0009 | SPARKS, PATRICK, 16 8;’20;’2008 303 45 A Jour. Wireman 11 & Applent
. -7 | MAY, BRIAN 15 8/21/200810:0007 &4 Jour. Wireman 11 Chrt
. Z36-BE-EREE | JOHMSOM, KEWIM K. 28 972008 52708 A M = 2nor |
v ReReg
< 2 @ Refuse
I | ] | > | 3] | Find | Offer | & Reports
Job Requests Show Requests: ¢ All (* Only for Selected Group I-_L Closze |
P---_‘__ 007
App 1 2/ Reston Electric Reston-1 4/22/2013 $10.0C
15 10 Jwd ] 3| deme Tools TH./2008 $17.5C
-
< »
I - > »l

The screen lists applicants in the top half, employer requests in the bottom.
Several options exist for displaying this information.

Applicant Information

e Group and Book: fields are used to tailor the search for applicants. Books
can be set to All in order to see all applicants in a group regardless of
which book they are on.

e Show Applicants can be set to display all applicants on the selected
group/book, or only those who are currently unemployed.

e Table/Individual tabs allow the user to view applicants individually or in a
list.

e Prior, Next («,»), Find: These buttons are used to skip forward or
backward displaying each applicant within the specified Group and Book.
Find will allow you to search for an applicant.

e Offer button will offer the selected job to the selected applicant.
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Job Request Information

e Show Requests allows the user to display all job requests or to select only
the ones applicable to the selected group.

e The job information will display the location, required skills, conditions,
number of individuals requested (need), number of days needed along
with additional information.

e When a job has been Accepted or Rejected by the selected applicant, it
will be coded in the column titled Off.

Making an Offer

Make sure that Group 1 (Inside wire) is selected with either Book 1 or All Books.

Exercise: Select Applicant Marbe Brown and Request # 6 for GE. Click the
Offer button to offer this job to Ms. Brown.

£A Job Referral - Make Offer M=k
Applicants Group: |Inside wire ﬂ Book: |.&II ﬂ Show Applicants: ¢ All ' Unemployed &7 Books
Table | Individual £h Offer
Grp/Bk: 111 Pos:1 BROWN. MARBE (2 FQuests
Clags: Jour Wireman Home: Additional Telephone #'s
I ——— = spplont
Skills: Work: Phone # Tvpe —_—
Cond: Mobile: Short
Refugals: 2 Temp: ReReg
SSM: 222-22.2222 % Frofuse
= - Find off & Rl
| | - | - | n | £r (= Reports
Job Requests Show Requests:  All & Only for Selected Group I—L Close ‘
.-’-‘n.pp 1 2 Heston Electric Reston-1 4#22#201 3 $'I
15 10 Jw! 5 3| Acme Taols 7M1/2008 $1
v
< >
5 <] > =]
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The Make Offer screen will appear:

Make Offer: E|
Prior Offers: Current Offer: Action
) Accept
Date | Req #| A.-::tinn| C ~ | Offer Date Time Processor

Beject

| |[3/e72000 4L |317/2008 & [10:571 fICS
| |3/622000 4 A
9/20/200 10 L
9/20/200 11 A 3 == |8r7/2008 =l

47204200 10 A

[l

Request Start Date Left Mezzage

~
(s
" Busy
~
" Mo Answer
~

Contact Failed
Comment:

x Cancel \/ Record

Pg. 11-30

e Prior Offers will display Offers that were previously made to the applicant.
e Current Offer will display and record the current Offer Information:

O
(@]
O
(@]
O

(@]

Offer Date which is the date the offer was made.

Time will display the time the offer was made.

Processor will show the Logon User name

Request will show the name of the employer that holds the job offer
Start Date is the date applicant is to start working

Comment field is available to enter a comment

e Print Slip if checked will print a Referral Slip when you Record the offer
(this will change to Add Refusal if Reject is selected under Actions.
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Exercise: Process a refusal for Ms. Brown. Select Reject under Action, check
the Add Refusal checkbox, and click Record.

Prior to rejecting this job offer, Ms. Brown had 2 refusals on her record.
According to local dispatch rules, this refusal puts her over the limit:

Process Refusal ﬁ|

BROWN. MARBE

The Applicant's Refuzal Count exceeds the
rnazirnurn allowable.

Chooze "Adjust’ ta alker the applicant's
pozition in all Groups/Books.

Choose "Exempt” to allow the applicant to maintain
hiz/her pogition in all Groupz/Books.

Chooze "Cancel" cancel thiz refuzal.

* Adjust | V’ Exempt | x Cancel

Selecting Adjust here will trigger your local's refusal rules immediately. Exempt
will bypass the refusal processing action for the time being. The user could still
opt to do refusal processing later.

Exercise: Click Adjust.
This will cause Marbe Brown to be repositioned on all books per local union
dispatch rules. To see what happened, go to the Applicant screen and search
for Marbe Brown.

Exercise: Click Applcnt button.
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Exercise: View Register Tab

£ Job Referral - Applicant Registration

Delete ‘

Erint Card

Add ‘

£ |

Reg. # 2 Brown, Marbe (NM00001) Sort By
|SSN ~|
Current Registration Refusals
Group Book Poszition |R # # Refusals: 0
Last Refused Request: 0
Dn:| |
¥ - - -
(Tl s Registration History
- - Elp!Bkl Action |Reason

S

Reposition | Checkmarks =

KBaSic Infa }\,Eegister J-'\rLEm|:|I|:|_l.g Histomy ,-{ (ffer History ,-{ Tal:u_IeJ-Ir ™ | - | . | o] |

3}]_ Fiefuze

(= Reports
j-'L Close

=} Find

You will notice that a Reposition action has been recorded in Ms. Brown's
Registration history, and her positions on the books and number of refusals have

been adjusted.
Exercise: View Offer History Tab
The refused offer is recorded in history.

i :

2 94172008 11:06 Refused
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Exercise: Return to the Offer Screen by clicking Offer on the sidebar.

Exercise: Select Applicant Kevin Johnson and Request # 6 for GE. Click the
Offer button to offer this job to Mr. Johnson.

Make Offer:
Prior Offers: Current Offer: ~Action
. ) * Accept
Date |ng ﬂ|A.-::tmn|Ei Offer Date _ Time  Processor - Reject
Ia | Janrezme 3 1403 ICs © Busy
R equest Start Date " Left Meszage
|2 | |9417/2008 v| | T Ho Answer
= Contact Failed
Comment:
3 |
()| ¥
— — x Cancel ¢ Record
[ - r 4

Exercise: Process an acceptance for Mr. Johhnson. Select Accept under
Action, check the Print Slip checkbox, and click Record.

A job slip similar to the one below will print.

JOB REFERRAL SLIP

Request Number: & Reg. Number: 23
Name: Johnson, Kevin K Group/Book: 1 1 1
Classification: Apprentice
Contact: SSN:  236-56-6566
Employer: GE Rate:  $10.00
Location: Start Date:  3/17/2008

Report In Time:  7:00 AM

Phone:

Comments:

The slip is a standard ICS report and can be customized to meet your local's
needs.
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Search for Kevin Johnson on the Applicant Screen to see what changed when he

accepted the job.

i Sort B
Reg. # 28 Johnson. Kevin K or By
|5SN |
Master File Info Registration Add'l Phone #'s
55N/5IN: 236-56-B566 M Status: Status Date: Zone: Phone $# |T_','|:|E ~
swnmyze BE Mworking = | [3/17/2008 [ »
Class: B
ey o : Resign Date  Mext Resign Date
ress: urnner Street
\Washington DC. 20005 |917/2008 [10/1/2008 Update
Home #: Skills:
Work #: FO w|lw = |ILE =]  «|| |
Conditions:
Temp Info
Address: |E|3 Elz Road |HT j | j | j | j | ﬂ
|lington, ‘4, 35403 Applicant ID: |
| Comment: [ Hot
Temp Phone: |123-45l3-?89l] ‘
w
Mobile Phone: < 5
Notes
| Date | ser | Mate
< »
—'\ B asic Info J-'{Eegishar Jﬁi E mploy History J-'{ Offer Histom J-{ Table ,u" Hl ™ | > | H| + | _| | |

Notice that his status in now set to 'Working'. Now click on the Employ History

tab.
. Sort B
Reg. # 28 Johnson, Kevin K or =y
SSN =l
Date |Emplu_|,l3l |Heq # |Fleg # |Group & Starting Details -
[£3
¥ 9417/2008 GE E 28 1 Report In Wage ‘Week
[7:00am 2| | #1000 | Slip
Description of Work
Termination Details
D ate wWage Reason Rehire
- Termination Comment:
< > |
] o I 1 L I SR
% Basic Info £ Begister 4 Erploy History & Offer History 4 Table / ™ | ™ | - | [ |

The job is now listed here with starting details. The accepted offer will also be

visible in Offer History.
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Terminating Employment

If an applicant's employment at a job ends for any reason, complete the
Termination Details on the Employ History tab.

Exercise: on the Applicant screen, search for Liza Barrett. Select the Employ

History tab.
. Sort By
Reg. # 3 Barrett, Liza (X000004
g = ) |55N ﬂ
Date |Emplnyer |Heq # |Heg # |ElDu|J | Starting Details Hral
- I£3
|| 3/6/2005 Fairfax Cable 4 3 1 ReportIn  Wage ‘Week
[1200am 3| | $1750 | Slip
Deszcription of Work
Termination Details
Date Wwage Reason Hehire
7 Termination Comment:
¢ » |
] .1 ) 5
\\_BaSiC Info J-'v'tﬂegistm }\ Employ Higtory ,-{foer Hiztory ,-{Tal:n_le J-'r 4 | -« | > | >l |

Exercise: Fill in the Termination Details and click the checkmark on the
navigator bar to save.

Termination Details

Date wWage Reazon Rehire
917/2008 | 32000 |PC  w| [Yes |

Termination Comment:

Job Carpleted E arly

4

Returning to the Basic Info screen, you'll now see that Ms. Barrett's status has
been changed to 'Out of Work'.
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Reg. # 3 Barrett, Liza (X000004) fﬁ“ﬁ';ﬂ” ]
Master File Info Registration Add'l Phone #'s
SSN/SIN: 111111118 & Master || g 0 Status Date:  Zone: Phone # [T @
Employer: Outof work | [3/17/2008 | »
Class: Lineman B B B
Address: 9337 Penderview D pileds e o g Hels
T |66/2007 (77342007 Update
Home #: Skills:
Work i | H H = & &=
Temp Info Conditions:
Address: | | j | j | j | j | j
| Applicant 1D: |
| Comment: [ Hot
Temp Phone: | |
“
Mobile Phone: < >
Moies
Date | U ser | Mote 2
3
—'\ B azic |nfo J-':Lﬂnagixter J-{l Employ Hiztamy ,-{foer Hiztom ,-{Tal:u_le J-'r Hl - | . | - | + | _| | |

Ms. Barrett is now looking for work, she wants to sign the Job Referral books.

Exercise: Click Update

The Resign date will update to the current day to indicate the applicant is
resigning the books.

The Next Resign date will update the next date the applicant is required to resign

the book, according to the Re-Registration requirements.
Regqgistration

Status: Status Date: Zone:

|Out af wark | 941772008 |

Resign Date  Hext Resign D ate

1917/2008 11041/2008

Skills:

e e e
Conditions:

JEA I BRI ) BET | e
Applicant 1D: |

Comment: [ Hot
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Re-Registration Processing

Exercise: Click ReReg on the sidebar to view the Re-Registration processing

screen.

Adams. Dennis Hegistration: G6/6/2007

1M1-11-1112 Re-Register By:  7/3/2007

Class: Jw
ass Daysz Past: 442
Comment:
Re-Reg Exempt: |
Review Applicant Counts
Name RR-Date | Exempt| 2 Exceeding Re-Reqg: 4
Adamsz, Denniz TA342007 r E E Ae-Re
Arington, Jack T i xempt From Fie-Reg: 0
Brrowin, Marbe 7432007 r To Be Adjusted: 4
Costello, Catherineg TA3L2007 r
Refrezh
¥ ~Process Contral
| | - | = | i Delete |

Re-Registration will list all applicants that have Past the Re-Registration
requirements as defined in the System Control.

You are able to view each applicant’s Re-Registration Information by
selecting the applicant in the Review grid.

An Applicant may be declared Exempt from the Re-Registration process,
by double clicking in the exempt box listed next to each applicant

The Refresh button will recount the applicants to be adjusted if an
applicant has been exempt.

Process Control contains a button marked either Delete or Reposition,
depending on the selection in the System Control.

Exercise: Select Dennis Adams and double-click the Exempt checkbox next

to his name.

Checkmarks will appear in the Exempt checkbox next to his name and the
ReReg Exempt checkbox in the top section of the window.
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Exercise: In the Application Counts section, click Refresh.

The totals will recalculate.

Applicant Counts
Exceeding Re-Reg: 4
Exempt From Re-Reqg: 1
To Be Adjusted: 3

To process the non-exempt members as required by local Re-Registration rules,
click the button in the Process Control area (it will be labeled Delete or
Reposition, depending on the setup in the System Control).

Information E|

\E) Group/Book References for 3 Applicant(s) Exceeding Re-Registration Period were Adjusted

All non-exempt members from the list have been removed or repositioned on any
books they had signed.
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Short Call Processing

Exercise: Click Short on the sidebar to view the Short Call processing screen.

Shart

Bennet, Robert 111-11-1118

Class: JW Request #:

Employer: 1 Start Date: 942152007

Comment: Short Call Exempt: [
Review Applicant Counts

Mame Heg #f| Exempt Exceeding Short Call Penod: 2
b BT Exempt From Removal: 0
Dolzon, Ronald n

To Be Removed: 2

Recalc Short Call ‘

ﬂﬂﬂmuw:‘
| «f | w]

Short call processing is very similar to re-registration processing. The system
determines which members have exceeded the short call period, and the options
for processing or exempting them are almost exactly the same.

If an applicant appears on the Short Call list, and you do not want them removed,
double click on the Exempt Box.

Exercise: Double-click the Exempt box next to one of the members listed in the
Review section and note how the Applicant Counts automatically
update.

Exercise: Click Remove to remove all non-exempt members from the books.

Infarmation §|

\i) &l Group/Book References for 2 Applicantis) Exceeding Shart Call Period were removed
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Refusal Processing

Exercise: Click Refuse on the sidebar to view the Short Call processing

screen.
3}9_ Refuze
Sparks. FPatrick
000-00-0009 Last Aefused Request #: 15
Class: Jw On: 4/21/2013
Comment: #t Refusals: 4
Review Applicant Counts
-
> ﬂt ﬂ U 7 E)(I;_!_mpt Exceeding Max Refusal: 1
Sparks, Patrick k
Exempt From Refusal: 1
To Be Adjusted: 0O
A Frocess Control
< | P | . | . | ¥ Reposition

Refusal processing is very similar to re-registration and short call processing.
The system determines which members have exceeded the refusal limit, and the
options for processing or exempting them are almost exactly the same.

If an applicant appears on the Refusal list, and you do not want them removed,
double click on the Exempt Box next to the applicant's name.

Process Control contains a button marked either Delete or Reposition,
depending on the selection in the System Control.
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Exercise: Click the button in the Process Control section of the screen (it will
be labeled either Delete or Reposition depending on how it was set
up in the system control).

Information FX|

i J GroupfBook References For 1 Applicant(s) Exceeding Maximum # of Refusals were Adjusted.

If we view the Books you will see that Patrick Sparks is now in Relative Position
#3

12/31/2008 Pg. 1l-41



Section 3: Reports

To view the Job Referral reports included with ICS, click the Reports button on
the sidebar, or select Job Referral Reports from the ICS Reports menu.

izs Job Referral Reporis E@@

Report Type Target:

i* Heqstration List - Detail Group # Al -

" Hegistration List - Summary
" Unemployed Poszition List Book # |MI :|T

i Working Applicants List
orking Applicants Lis Sort Order

Primary Sort Field:

| [~

Secondary Sort Field:
|F'|:|siti|:|n Murnber j

F'review% Print | J[| Close

_"-lList Fieports 4 Miscellaneous Reports £

The Job Referral Reports window consists of two tabs:
e List Reports
e Miscellaneous Reports

The List Reports tab appears first by default and is shown above. It contains the
following reports:

Registration List Detail

e Registration List Summary

e Unemployment Position List

e Working Applicants List.

The Primary Sort Field is Group/Book. By selecting from the provided drop-
down the Secondary Sort Field can be changed.

You may Print or Preview the output.
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The Miscellaneous Reports tab is shown below:

iz Job Referral Reporis E@@

Report Type:
i+ Jobs Available Sort Order:

Re-Registration List Request Date j
Employer RBequest/Employee

E mployment History

Condition Codes

Special Skill Codes

Termination Reazon Codes

Holiday Dates

Job Offer Action Codes

Job Site 1Dz

T Y Ty Y Y T T Ty Ty

Preview@ Print | [ Close

iList Reports }-,Misu:ellaneu:uus Hepnrts,-'r

Reports available on this tab:
e Jobs Available: Provides you with a list of all jobs available in your

preferred Sort Order. By selecting from the provided drop-down you may

change the Sort Order. You may Print or Preview the output.

ReRegistration List allows you to print a report showing applicants who

have passed the re-registration date by indicated number of days. The

number of days may be changed to your preference by clicking the spin
button up or down.

Employer Request/Employee allows you to Print/Preview a list of

employees referred out on a specific employer request.

o To select a specific employer request, click the 'Three Dot' button in
the Employer Request field. A Request Lookup will be provided.

o The Search By field allows several options to search for an Employer
Request. The current Search By selection is Employer Name.

o Type the Employer's name in the Search Characters field. Once the
Employer is located by the system, you may double-click on the
highlighted line or select the OK button.

o Select a Sort Order and then Print or Preview the output.

The Employment History allows you to Print or Preview a report of a

specific applicant. By selecting the display button in the Applicant field,

you will be shown all applicants listed in Job Referral.

The Condition Codes will supply you with a listing of Job Condition

Codes and their Descriptions.

12/31/2008 Pg. I1-43



Pg. I-44

The Special Skill Codes provide a listing of the Special Skill Codes and
Descriptions.

The Termination Reason Codes provide a listing of Termination Codes
and Descriptions.

Holiday Dates will provide you with a listing of dates and descriptions of
the holidays entered into the system for each Employer.

The Job Offer Action Codes will provide a listing of the Action Codes
and Descriptions.

Job Site ID's will provide you with a listing of the Location Codes and
Descriptions for each Employer.
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Introduction

The purpose of Grievance Tracking is to track grievances and store the
information to create reports.

Section 1: Grievance Setup

Before beginning to use the ICS Grievance module, some setup is necessary.
This involves three areas: the System Control, the Employer screen, and the
Code Tables. To get started with the System Control portion, select File | Setup |
System Control from the main ICS screen.

System Control

Two tabs in the System Control contain Grievance setup items: the System and
Grievance tabs.

Systems Tab

Exercise: Click on the 'System' tab to select.

Exercise: Activate Grievance Tracking by selecting the Grievance System
Enabled (it may already be selected).

System Settings Spare Field Names Employer Type Codes
Field - #1
v Dues System Enabled: & 2 type codes [original)
v Grievance S_',lStEI'I'I Enabled Field - #2 I— T Unlimited type codesz [new]
lv Job Referral System Enabled
Field - #3
[ Canadian Local Use SIN Document Storage
[~ Sound Enabled Field - #4 Member Related Documents
|~ Local Payments Batch Entiy | J
Add Spare Fields | [all documents attached to
Currency Rounding Method member records will be moved to
% Closest this network directory]
" Lowest

Next Receipt Control Number
383

% Genlnfo ) System fi Oues fi JobRef i 10D0ues & RF Rates f Card # Range jDeath Ben. Fees § Speedbitnz | Modem § Grievance [
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Grievance Setup Tab

This allows the user to enter the titles of up to four key figures in the grievance
process.

Exercise: Click on the 'Grievance' tab to select.
Exercise: Enter titles to be shown on the Grievance Form as shown below.

Titles shown on Grievance Form:

Title #1  |Union Rep

Title #2  |Shop Steward

Title #3  |Asbitrator

Title #4 |Management

"\ Een Info J.{ System ,.'{ Dues ){ Job Fef J.{ 10 Dues & RF Rates ,.'{ Card # Range ){Death Een. Fees){ Speecdbins ){ Modem }\ Griewance f

I-'L Cloze

These fields will automatically be placed in the 'Detail Fields' tab of the Grievance
form, and on the Grievance Tab of the Member form.

That's all that needs to be done in the system Control. Setting up Grievance
steps for employers is the next step.

Exercise: Click the Close button to exit the System Control. The following
message will appear:

f x|

9 Save new syskem settings?

Exercise: Click Yes.
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Set Up Grievance Steps (Employer Form)

This is used to establish the number of steps in a grievance and the response
times for the Employer and Local Union at each step, as specified in the local

union's Contract with the employer.

Exercise: Open the Employer form by selecting Employers from the Lists

menu, or by pressing Ctrl-E on the keyboard.

Exercise: Click the Griev Steps tab to display the employer's grievance steps.

Employer Information

Sort By:
Code |1 J Employer |Reston Electric Employer Code ﬂ

Grievance Step Information

Emp. Response |Union Response| *
Time {Days) Time {Days)

Step

& e o |=
AL I
- Y

I L B

% Basic 4 Locatiors 4 Notes f Dates 4 Holidays ) Grisw Steps A Assent & Bonds £ Spare 4 Documerts [

1=} Find | i Range 243 FiIter‘ Addless‘ ‘ ‘ > | 2 | ﬁguse
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Set up grievance steps for Fairfax Cable.

Exercise: Use the Find button or database navigator bar to select Fairfax
Cable.

Exercise: Click the Griev Steps tab to display the employer's grievance steps.

Exercise: Enter grievance steps as shown below and click the check mark on
the database navigator bar to save.

Grievance Step Information

Step Em_p. Response Unil_:ln Response|
Time (Days) Time (Days)
1 5 5
2 10 10
M 3 10 L

o H|-1|I+|H|'|'|—

]

That's all there is to setting up grievance steps for an employer. The final
required setup step is in the Code Tables.

Exercise: Click the Close button to close the employer form. From the File
menu, select Setup | Code Tables.
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Code Tables

Code tables pertaining to the Job Referral module are found on the General tab.

As you can see under the Grievance heading on this tab, there are two
Grievance Code Tables.

General TWork TEducation 1

GENERAL

™ Maital Codes

" Race

" Report Codes

" Political Registration
" Bank Codes

UNION

" Activity Tracking

" Mote Categories

" Union Representatives
" Union Azgignments

" System Councilz

GRIEVANCE

" Grievance Step Actions

e Grievance Categories are types of grievances that the local union may

wish to group by, e.g. Discrimination, Attendance, etc.

e Grievance Step Actions is a list of available actions at each grievance

step level, e.g. Won, Lost, Settled, etc.

Exercise: Select Grievance Categories to see the following:

Gnevance Categories

17.20
17.30
71.23
5211
5232

k]

This lists the Grievance Categories used at this local and their codes.

31000

Grievvance Categom Code | Description

[Inazsigned
Sex Digcrimination
Age Discrimination

Tem - Dishonesty/theft
Suzp - Abzence from work
Suzp - Insubordination

12/31/2008
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Exercise: Add 'Drug Testing' as a grievance Category with a code of '15.15".
Begin by clicking + on the navigator bar at the bottom of the window
to insert a new record into this list:

A blank line will be inserted into the list:

Grievance Category Code| Description L

Unazzigned

Sex Discrimination

Age Dizcrimination

Term - Dizhonestytheft
Suzp - Abzence from work,
Suzp - Insubordination

e
Exercise: Enter the new code into the list:

Grievance Categarny I:Ddel D ezcription -
*[15.15 Dirug T esting
_ | 10,00 Unaszzigned
_|17.20 Sex Discrimination
_[17.30 Age Dizcrimination
_[51.23 Term - Dizhonestytheft
_ 5211 Suzp - Absence from work
_ 5232 Suzp - Insubordination =

When you finish entering the grievance category, it will be alphabetized into the
list based on its code.

Exercise: For additional practice, try adding a step action code of Pending (P)
to the Grievance Step Actions code table.

Step Action Code| Description
*|F Pending
_|C Compromized

N MNranmed

Exercise: Save these names by clicking the checkmark on the navigator bar.
then Close the Code Tables window.

Now that setup is complete, we can move on to grievance processing.
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Section 2: Grievance Processing

Exercise: Open the ICS Grievance module by selecting Grievances from the
Lists menu, or clicking the Show grievance form button on the

toolbar.

& Grievance Information

Griev #f |555444

o] <[] ] =[] ]

Smith, Sandy

Silver Spring Electr

|Dccurrence Date j

Category
Employer Code
Occumrence Date

Basic Information Status N Primary SSN .
Prmary 55N Current Status U'work Location r=i Find
| | |\.I'era
Occurence Date Heport Date Cumrent Level Shop Steward
10/28/2007 11/7/2007 3 B Range
| | | |Bobby
Employer Work Location Status Code Arbitrator ..;,{- Filter
C =l Sl Sora e
Job Title Service Date Suspense Action Management
Service Tech  |3/11/1999 | Mike

Suzpensze Date j-_L Close

Fp hee

—\ Detal Fields ,-{ Memo & Reference J-'\rlEarticipemts ;{ﬁteps ;{Elbillaliﬂn ,-{lahle ,u'{ Documents ,u"

The Detail Fields window has a Header with the grievance number, the name of
the member that filed the grievance and the Employer name. A navigator bar for
selecting, adding, and deleting grievances is also available.

When the Grievance form first appears, grievances will be sorted by occurrence
date. Several other options are available via the drop-down list in the upper right
corner of the form.

The following appears below the header:

Basic Information Is information pertaining to the member that file the
grievance.

Status Is the status of the grievance. The Current Level and Status Code
automatically updates after each Step is completed.
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Names Are the names of the people pertaining to the Grievance. The titles here
are set up in the System Control.
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Add a Grievance

Exercise: Select the Insert button (+) on the navigator bar and search for
Dennis Adams.

Note: If you wish to file a grievance for a traveler or other non-local
member working in your local's jurisdiction, the person must be
added to the ICS member list.

Grievance # must be issued before processing to the next tab.

Exercise: Enter the following information for this grievance:

& Grievance Information

Eriev#|1 H|1|F|H|+|—| | | Sort By:
|I]-::-::unen-::e Date ﬂ
Adams, Dennis Fairfax Cable
Basic Information Status MNames
Primary 55N Current Status Union Rep I=; Find
| | |5usan
Occurence Date Report Date Current Level Shop Steward % Range
110/01/2008 11070472008 1 wiliam | ) Tanae]
Employer Work Location Status Code Arbitrator 243 Filter
|2 j | j |l]pen j John -
Job Title Service Date Suspensze Action Management
Technician 1117011984 | Steven
Suszpenze Date =
I
10/01/2008 QIL =0%e
' Detail Fields & Memo & Reference § Participants f Steps f Arbitration § Table § Documents [
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Memo & Reference Tab

Exercise: Click on the Memo & Reference tab at the bottom of the grievance
form and enter the following information:

Griev # [1 | [ 1] #] = v x] Sont By
|l]t:cunence Date j
Adams. Dennis GE
Description: Reference
'Was sent home for the third time in a month for positive I:?: Find
drug test. Categories: Art /Sect.
|15.15 | 1.7
| J | % Range
Record of Appeal:
Union iz asking for money lost due to being sent home. | j | '7{: Filter

Dizposition:

fL Close

" Detall Fields ji_Memo & Relerence § Participants § Steps [ Avbiration { Table § Documents [

Description is text describing the grievance/incident.

Record of Appeal details the remedy requested and any other items related to
the grievance process.

Disposition is the result of the grievance process. If the grievance goes to
arbitration, the arbitrator's decision will automatically copy over to this space.
Categories are the grievance categories set up in the code tables.

Article & Section is a reference to the contract under which the grievance
occurred and is entered by the user.
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Participants Tab

This tab will display the entire list of participants included on this grievance.

& Grievance Information |Z||E|E|
Griev & |1 EIE RN S Sort By:
nev | | | | | | | | | Occurrence Date ﬂ
Adams. Dennis GE
Grievance Participants
Name SSN A | f=ifind
d Adams. Dennis 111-11-1112 =
% Range
241 Filter
bt

Participant Records
I:'jA.dd| gﬂ_ﬂelete| 4 | - | - | - | M1 Close

"-l Detail Fields ,-{ Memo & Reference }'-lEarticipants ;{Eteps J-';grl:uitraticun J-'{Ial:ule ,-{ Documents ,-"

The Add and Delete buttons allow participants to be included in or removed from
the grievance.

Exercise: Add Dawn Anderson and Cheryl Burger to this grievance by clicking
the Add button. The following search window will appear:
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Add Grievance Participant

Search Characters [EMTER to Choose]
I
Last Hame First Hame 55N Middle| ~
L Anderson Dawn 111-11-1113
|| Arrington Jack 111-11-1114
|| Ballard Peter 111-11-1115
|| Barrett Liza 111-11-1116
|| Becker Lee 111111117
|| Bennet Robert 111-11-1118 -
| Bickel Catherine 111-11-1119
|| Blumburg Dawvid 222-22-221
|_|Brown Marbe 222222222
|| Bruno John 222-22-2223
|| Burger Cheryl 222-22-2224 bl
Search By
Last Hame j
DK X Cancel

Exercise: Click OK to select Dawn Anderson, then repeat the process
searching for and selecting Cheryl Burger.

Grievance Farticipants
Name B | ~
| | Adams. Dennis 111111112
Anderzon, Dawn 111111113
|d Burger. Cheryl 222-22-2224
v

Participant Records
E__?.J_Delete| I | -« | - | [ |

If a participant is no longer involved in the grievance, or was added by mistake,
the Delete button will remove the selected participant.
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Steps Tab

Activities occuring as the grievance proceeds through the contract-specified
steps are recorded on the Steps tab.

e - [o]x||

Eriev#|1 H|1|F|H|-|-|—| | | Sort By
Occurrence Date ﬂ
Adams, Dennis Fairfax Cable
Step Display Step Info
Due Dat Actual Dat I Fi
Step: 1 of |3 Steps ue Liate ctual Dale I Find
Employer:  |10/09/2008 |
=1 Prior Step | = Next Step | Local Union: | | % Range
Action Taken: - 9{- Filter

Description of Action at this level

j-'L Cloze

"-l Detail Fields ,-{ Memo & Reference ,-{ Participants ,'-'-l Steps ,-{ Arbitration ,-{ Table ,-{ Documents ,-"

Step Display shows which the current grievance step, and the total number of
grievance steps for this contract. Prior Step and Next Step move between
grievance steps. Next Step will not be enabled until dates for the current step
have been entered.

Step Info shows the Due Date and Actual Date of the Employer's and Union's
responses. When the Employer's Actual Date is entered, the Local Union's Due
date will be calculated using the number of days specified in the Employer's
grievance steps.

Exercise: Enter the following information for Step 1 of the grievance for Dennis
Adams
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& Grievance Information

Griev # |1 H| s | ‘ | * | _| | ‘ Occunrence Date
Adams,. Dennis Fairfax Cable
Step Display Step Info

Due Date  Actual Date 1=} Find

Step: l_l of |3_ Steps

Employer:  |10/09/2008 |10/08/2008

ﬁL

= NertStep | | oo ynion [0A1372008 [10/12/2008 Range
Action Taken: |P = 7{' Filter
Deszcription of Action at thiz level
Pending until arbitration.
l-_L Cloze

1‘-l Dretail Fields J-'rnl temo & Reference }{Eafticipants hﬁteps }{gfhitratinn J-‘nrllalzlle ,-‘:; Documents f

Exercise: Once the first step is completed click on the New Step button.

This will bring up step information for Step 2, which can be filled in the same way.

Pg. lll-16 12/31/2008



Arbitration Tab

The Arbitration tab is used only if the grievance goes to Arbitration.

& Grievance Information

B=)ES

Disposition:

Eriev#|1 H|-l‘ | ‘+|—|\/|x| Sort By:
|l]-::t:urrem::e Date ﬂ
Adams. Dennis Fairfax Cable
Arbitration Info Names 7=} Find
Date Filed: [11/20/2008 Union: |IBEW Local 2401
Decizion Date: (117302008 M anagement: |Faillax Cable
Comment: Researcher: |I'-'Iar_l,l Smith  Range
Arbitrator: |Jim Allen a
2% Fi
Aszsociation: |MAJ ﬂ

Grievance denied. Contract clearly specifies random drug testing.

ﬁ Cloze

% Detail Fields 4 Memo & Reference A Participants 4 Steps A &rbitration 4 Table 4 Documents [

Arbitration Info allows you to enter the date arbitration was filed, the date of the

decision made, and a comment.

Disposition allows you to enter Final Decision

Names allows you to enter the individuals that have been assigned to the case.

Exercise: Enter the information above into the Arbitration tab.

Once the arbitration information is entered, click the checkmark button on the
database navigator bar to save. Then look at the Memo & Reference tab and
note that the grievance disposition from the Arbitration tab appears there also.

12/31/2008
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Table Tab

The Table tab will display all information store in Grievance Tracking program is
a grid view.

& Grievance Information E|@|E|
Elievﬂ|1 H|1‘F|H|+|—| | | Sort By:
|l]-::currenc:e Date j
Adams. Dennis Fairfax Cable
Grnevance # |F‘limal_|,l 55N |I][:cunence Date| Reporting Date| Employer Code|Work L
| 5hh444 000-00-0006 | 10/28/2007 117072007 4 =} Find
| 34343 000-00-0002 | 01/17/2008 01/25/2008 1 Reston
L 1 111111112 | 10/01 /2008 1070472008 2
% Range
211 Filter
l-_L Close
w
< >
\ Detail Fields 1{ temo & Reference AEarticipants ;{Eteps J-{lgrl:uitration }-l Table 1{ Documents ,f

Columns can be rearranged, moved, and resized in this view.
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Documents Tab

The Documents Tab will allow you to attach documents, such as a Doctor’s
report, Legal Pleading, and scanned images. Adding and managing documents

here works just like the Documents tab on the Member form.

& Grievance Information

B=1E

Document Records

N S R Y

Griev # |1 H|1‘F|H|+|—| | | Sort By:
Occurrence Date j
Adams, Dennis Fairfax Cable
| Grievance Documents
Document Name ~ Details: r=! Find
DT | Full Path Name: Browse
|I:\Drug test report.doc
% Range
Dezcriphian:
| 24} Filter
[Date Entered:
1141772008

loze

Eu

1'\ Detail Fields j-: Memo & Reference j{Earticipants J-{jteps J-{Lgrl:uitration j-: Table )\ Documents ,f

12/31/2008

Pg. 1lI-19



Side Bar

Find locates a Record by the Grievance Number or the Primary
participants SSN

=} Find

Range locates a Record or group of Records, with a starting
@ Range] Value and ending value. Options are listed on drop down key.

241 Filter Filter locates a Record or group of Records, using a series of
information from a large group of related options.

Members List- Grievance Tab

Exercise: Click on the Show Member List button on the toolbar at the top of
the screen and select the Grievances tab.

The Grievance Tab will display a summary of any grievances that this member is
involved in.

_ A=E)
Sort By:
111-11-1112 Adams, Dennis H| - ‘ » | L ‘ + ‘ - ‘ ‘ ‘ Last Mame -
| Grievance Participation ‘[‘EE‘::
* Form
(ir;evance Number: Status " Table
Current Statuz |
Statuz/Dizposition Code P i Range
241 Filter
Names Other Information $ Payment
Union Rep |5usan Dccurrence D ate 10/01 /2008 B
[E Griev
Shop Steward |‘J¢I"illiam Occunence
] Location @ Jehilal
Arbitratar {John
=g Address
Managament |5teven Cateqgory 1515 .
=1 Report
I-'L Close

Y Basic f Dther j Work 4 UrionCode £ Tracking A Notes £ Financial 4 Histoy & Grievances j Spare 4 Doc AEducation [

Double-clicking on a Grievance Number will bring up the grievance form with that
specific grievance displayed.
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Section 3: Grievance Reports

The information entered in the ICS Grievance Tracking module can be used to
generate custom reports. For a discussion of the custom reporting features in
ICS, see the sections of the ICS training manual that cover this topic.

The tables containing data for grievance reporting, including their available data
fields and join information, are listed below.

Griev Table

Contains Grievance-related information

Name Data Type Length Name Data Type Length
Number string 26 Disposition BLOb 241
Primary SSN string 12 Arb Date Filed date 4
Occurrence Date date 4 Arb Decision Date date 4
Reporting Date date 4 Arb Comment string 51
Article/Section string 51 Arb Union Rep string 51
Article/Section2 string 51 Arb Management Rep  string 51
Article/Section3 string 51 Arb Researcher string 51
Category Code string 11 Arbitrator string 51
Employer Code string 11 Arb FMCS/AAA string 51
Work Location string 11 Category Code2 string 11
Current Status string 51 Category Code3 string 11
Status/Disposition string 11 Title1 string 51
Suspense Date date 4 Title2 string 51
Suspense Action string 51 Title3 string 51
Current Level string 6 Title4 string 51
Description BLOb 241 GrievantJobTitle string 16
Record of Appeal BLOb 241 GrievantServiceDate date 4
The Griev table may be joined with the following tables:
Table Name Griev Table Join Field Other Table Join Field
Member PrimarySSN SSN
Grievprt Number Number
GrievCat CategoryCode Code
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Grievprt Table

Participants associated with grievances are recorded here

Name  Data Type Length
Number string 26
SSN string 12
Name  string 51

The GrievPrt table may be joined with the following tables:

Table Name GrievPrt Table Join Field Other Table Join Field

Griev Number Number

Grievcat Table

Each Grievance in the Griev table has a category code, the grievcat table
associates these codes with descriptions.

Name Data Type Length
Code string 11
Description string 51

The GrievCat table may be joined with the following tables:

Table Name GrievCat Table Join Field |Other Table Join Field

Griev Code Category Code
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Creating Custom Reports in ICS
(Section 1V)

ICS has a powerful report creation tool built into it: Shazam.
Understanding the query tab:

Buttons located along the top of the query tab are available to add, remove or join
tables.

Add Rename Hemove Insert

Setup Table Table Join Yalue
Remove| Edit Edit |Remove
E xecute Tahle | Join Yalue | VYalue

F Power Query

File Edit Wiew |Insert | Help

Newlren__ np P 8¢ POERR FRE

Query Tab is used to create a report, using many selections such as Values
from the ICS tables, Filters, and Custom Expressions.

Layout Tab is used to design a report, with the Letter Layout, Report &
Page Headers, Detail area, and the Report Footer.

SQL Tab is the reports layout of tables and values
SELECT Member.LastMame,

Member.FirstName,
Memher. 3tatuaCode,
Jobclass.Classification,
Memher.Cla=ss,

S8yvacon. "Current Period" A8 Syscon. "Current Period”
FROM (":TIC3:MEMEER.LDE" A2 Member

INMER JOIN ":IC3d:JOBCLAZS.DE™ A3 Joholass

O Membher.Class = Jobelaszss.Code)
INMER. JOIN ":IC3: 3Y3ACCON.DE™ A3 Syscon

ON Member.LocallNumber = 3yscon. "Local Number™
WHEERE ({ (Membher.3tatusCode = "A™)

AND (8yscon. "Current Pericd® <= "1Z/01/200Z2")))

Preview Tab executes the report in a Grid Format, and allows you to print, save, and
export the reports
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Creating a Membership Type Report

Let’s say you want a report of current “A” members of your local. This is a
straightforward example of a basic Shazam report using filters so the report will
display only the information we ask for. This report will show all IBEW members
who are

1. Currently active (Status = A)

2. “A” members (MemberType = A)

3. Members of the local (LocalNumber = 2401 the number for the pretend

local used in the ICS class)

Step 1 Adding a Table to a report

The first step in creating a report is to identify the table or tables where you
expect to find the information you're seeking. In this case we’re looking for a
specific list of members. So the data we want is in the Member table.

There are 2 ways to add a table to a report. The first way is to click on the +
symbol next to the table icon on the button-bar.

Add Table

Eﬂcﬂ’-ﬂ|@é§|$’é\|@%|@’&&

Luery I lavnatl 500 | Preview |

A second method for adding tables to a report is to hold your mouse’s pointer
over the grey area of the query tab, right-click your mouse button and choose
“Add Table” from the context menu as in the following image:

I ics Report Wizard
File Edit Y“iew Insert Help

el 24 PR BRR R

| I__a_l,lcuutl SOL I Ereviewl

hdirase |

Remove Table
Rename Table

Edit Join
Remaove Jain

Help

i

Header |
Table

Field
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You should now see the Add Table dialog box. Scroll down to find the Member
table, highlight it, and click the Add Table button. Click the “Close” button to
close the Add Table dialog box.

File Edit “Wiew Insert Help

NEE 2 PoE PR HEE

Query Il:a_l,lcuutl S0AL I Ereviewl

Membe
* rs
S55H ﬂ

LaztMame
FirztM ame
Middle
MickMame
Deliverydddress

Streetdddress
ik

1| =

Header

Field
Show
Sort

Filter 1

Add Table

Databaze

[ICS Data Model

=~

Tablez

Jrhistryp
Jroffers
Jrreghis
Jrzlip
Loatype
Lacatian
Loclrate

b arital
tembarch
tembchig
tembCust

M evwrmem
Maotes LI

Bl ek =k

=]

4

Cloze

Help

Pi cture 1. 4:

Add Tabl e dialog with Menber table highlighted.

After

clicking the Add Table button a representation of the table appears on

the query tab.
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Step 2: Adding fields to the report in the Query tab

So far we’ve added a table in the report query tab. Now we want to tell the report
which information we’re interested in. Of course we’ll want to see members’ first
and last names. Double-click on the label “FirstName “ in the Member table;
you’ll see it adds the FirstName column to the report’s query tab.

F 1cs Report Wizard

File Edit Yiew Insert Help The box labeled
“Member”
= = represents the
BEE|@'§|EE|G member table

Luem |I=a_|,u:-ut| SOL I Erewy

Each label here represents a field in
the Member table containing
information. In this case, First Name
of the member

+ Fe

S55H
Lazth ame

Middle

MickM arne

Delivenpsddress:

Streetdddress

ik
|
Header |FirstMame Once you add a field to a report,
Table there are many things you can do to

Fiold Firsthanme effect how it displays or whether.it
displays on the final report. Notice
show | Show here you have an option to say
Sort whether or not you want this field to
Filter 1 show.
Filter 2
Filter 3
Filter 4
K1
Select the following fields by double-clicking on them or drag the
fields down to the grid.
FirstName
LastName
DeliveryAddress - City — State — Zip
MemberType
StatusCode
LocalNumber
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Now click on the Preview tab to see everyone in your database

| Query | Layout | 501  Preview |

FirstN amel DeliveryAddress | Stleehﬁ.ddlessl City | 5tate|2ip | MemberType
B FETER 15971 HOLLY HILLRD DUMFRIES VA 22070 A

Pk 115 KINGS RIDGE LM SPRIMGFIELD  |wa 22090 A

TERRY 7117 BURMING TREE DR WIENMA VA 22090 BA

KEM 7102 PARE DR ARLINGTOM VA 22090 BA

SIMPSOM  JOHM 2017 LAKE MEADE DR WIENMA, Vi 22090 BA

SMITH SAMDY 8011 SLEEPY HOLLOW RD FALLS CHURCH |wa 22090 A

Notice the preview shows us all member types (A, BA, and FP in this case). So
far we haven’t done anything except tell the report, please show us the First
Name, Last name, Delivery Address, street address, City, State and Zip and
MemberType of all members. But we only want to see our A members. Here’s
how we tell the report to limit what it shows us.

Step 3: Filtering records
Go back to the Query Tab and Select the Edit Value Speed button

jug

——, or double-click on the MemberType column:

A new dialog box “Value Editor “ opens. To display only “A”
members, select the Filter tab, then type a capital letter A into the
Value 1 cell on the filter tab like this:

_iEix

Walug  Filter |E:-cpressiu:un|

I MemberT ype

Filter i’
M urnber Filker 1

Command |z Equal To
Walue 1 A
Walue 2
Walue 3
Walue 4
Yalue 5
Walue B
YWalue 7
alue 3
Walue 3
Walus 10
YWalue 11

Yalue 12 LI
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Close the Value Editor by clicking the red x button in the upper right-hand
corner.

Following these same steps set the following values for two additional
columns:

Column Command Value 1
StatusCode Is Equal To A
LocalNumber Is Equal To [your local number here]

Step 4: Sorting Records

Typically we want to see report information ordered by the name or the date
columns. Double-click on the LastName column and click on the cell next
to the label for Sort. To Display in Alpha Order, A-Z, select ascending

RI=ES

Yalue IEiIter IE:-:pressil:unl

I Lazth amne j
Query ﬂ
Diztirct Falze
Value
Header Lazthanne
Table M ember
Field Lazth ame
Type String
Display
Show Show
Sort [tscending
Format
Width 26
Alignment Lett
j
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Step 5: Hiding Columns in the results:

Sometimes you’ll need to include a column that you don’t want to see, but
you need simply to filter the information as discussed above. Double-click
on the LocalNumber column, and select Hide from the Show display option

—lcix
Walue |Eilter I E:-:pressiu:unl
I LocalMurmber j
Query ﬂ
Dhztinct Falze
Yalue
Header LocalMurmber
T able kdembier
Field LocalMurmber
Type String
Display
S Show j
Sort e
Group
Fuarrmat S
it Count
- Mirn -
Alignrment bl 2
Average
Hide = _|
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Step 6: Filtering with “Or”:

If you want to see two or more member types, but not all membertypes (i.e., anyone who
is either an A member or a BA member) you need a way for the report to include an “Or
Statement” in the query. We want the report to show us name, address, etc.. where their
membertype is “A” or “BA.”

Double-click on the MemberType column. On the filter tab, click in the Value 2 cell and
type in BA

e

Yalug  Filter IE:-:pressiu:unI

I MemberT ype j

Filter i’
Hurnber Filter 1

Command |z Equal To
Walue 1 A,

Walue 2 B

Walue 3
Walue 4
Walue 5
Yalue B
Walue ¥
Walue 8
Walue 3
Walue 10
Walue 11
Walue 12 ;I
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Here’s how the column should look when you’re done:

e X
55H
b LaztMame
b FirztM ame
Middle
MickMame
b Deliverndddress
Streetbddress
b ik
zader |Zip IMemI:uerT_l,lpe
ble  |Member kember
zld Zip kemberT ype
o | Show Hide
ik
ter 1 ="A"0R "BaA"
ter 2

Previewing the report

Click the '"Preview' tab at the top of the screen to see what you've got:
£ Ics Report Wizard g@@

File Edit View Help

el = 2| S 41 4 92 records found [ 3 7| @

Query | Lapout| 501 {Preview?
FirstM ame | LastM ame | DeliveryAddress | StreetAddress | City ~

p|Derinis adams 4109 South Glebe Ad Arlington

B Dawn Anderzon 1211 5 Scott St Burke

: Jack Arrington 415 Y oakum Py Azhton

__|Peter Ballard 8024 Paotomac Vista Dr Great Falls
Liza Barmett 9337 Penderview Or Fairfax

B Lee Becker 4117 W azhington Blwd Arlington

: Fobert Bennet 4507 Lincoln \Way MecLean

n Cathering Bickel 3174 Spring Tree Dr Azhburn
Dawid Blumburg 5178 Lorton Dr Lorton

B John Bruno 408 Greenbriar S5t Arlington

: Cheryl Burger 3611 Lee Landing Dr Falls Churck

n Wincent Campbell 1119 Horzezhoe Ln Patomac
wéilliarmn Carlin 9077 Mill Bun Dr Great Falls

B Blew Clifford 1505 Sunny Ridge Ct “Woodbridge

: tarylyn Cliffard 6318 0Id Post Tenace Cliftan

n Beverly Cohen 7145 5 Faour Mile Fiun Arlington
Earl Carawer E32Z2 Harvest Green Ct Restan

: Catherine Costello 7E18 Fow Lake Dr Fairfax v

< >
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Step 7: Using 2 or more tables for reports

Another ICS table example is the Payment table. Records of dues transactions or
member related activities such as Transfer-In or Transfer-Out are stored in this table.
Each row in the Payment table is uniquely identified with a unique transaction number
generated when the activity is created. Each row in the Payment table also has an SSN
identifying the member the transaction relates to.

Since member records are identified using a member’s SSN, and each payment record
contains a SSN, records in these two tables can be related using the common field SSN.
Relating two or more tables in a database is known as joining. Using the Shazam Query
By Example tool, you join tables by clicking on the SSN field in the Member table and
dragging that to the SSN field in the Payment table.

F 1cs Report YWizard

File Edit Miew Insert Help

rEl 24 P08 BRR FRE

Huery |I:ayu:|ut| SAL I Ereviewl

" = 1 Nﬂ
Transachion

LastM ame \ EE Eltiﬂ_h .

FirztM arme

kiddle Mame

MickM ame Drate .
Deliverydddress HECE!F't Murnber
Streett ddress Receipt Status

ity LI B Azir M aths j

al

Now when you add columns to the report in the query tab from either table, the
data that is displayed will be related. Let’s create such a report.

To start out, let’s look at payment transactions for members in your database. From the
payment table, add the following fields:

Transaction Number
ActivityDate

Basic Paid Thru
Amount Received

Go to the Preview tab and look at the results. This will show all the payments for all
members in your database. Note that if you look at the number of records found, it is
lower than the number found on the basic member report. This is due to the fact that there
is very little payment history currently in the sample database we are working with. In a
typical active database, the number of payments would be much higher than the number
of members.
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What we’ve got here is a payment detail report. It shows individual line items for each
payment made. Since we’re about to change this to a grouped summary report, it makes
sense to save our work now and begin working under a different report name.

From the File menu, select ‘Save’. If you haven’t named this report yet, you’ll see the
following message:

Confirm [‘S_<|

9 Save changes to Unkitled?

o | Cancel J

Click Yes. A ‘Save As’ dialog should appear prompting you to save the report in the
custom folder under the main reports folder. Type ‘PayDetail” in the File name box and
click ‘Save’.

Savein: ||.f..\ custom ﬂ =% EH-

File name: |F'a_l,lDetai'
Save az ype: |Hepu:urt [*. 2] ﬂ m
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Now, to begin working under a new name, select ‘Save As’ from the file menu.

Save As E]E|
Save in: | ) custom ﬂ =% E-

U PayDetail, srw

File narne: \PaySurnmar snw
Save as ype: |F|epu:urt [*.zmw] ﬂ Cancel

Change the name to PaySummary as shown above and click Save. This will save another
copy of the report under this name. The PayDetail report will still exist and any changes
made at this point will only apply to the new report.

Step 8: Grouping Related Records Together

There are times when you might not be interested in the individual records in a report.
For example, in the Payment Transaction report we’ve been working on, maybe you want
to know only how many payments each member has made, and the total amount of those
payments. This can be easily accomplished using grouping and aggregate functions.

There are a couple important things to note when creating a grouped report:

1. When the ‘show’ property of any field in a query is set to ‘Group’, every other
simple field in the report must be set to ‘Group’.

2. Any fields that are not grouped must be used with an aggregate value such as
Count, Sum, Min, Max, Etc.

What this means is that every field in a grouped report must be either grouped together,
or calculated/tabulated in some way. This should become a little clearer with an example.

To demonstrate grouping we can continue with the payment report. Looking at the
preview tab, you’ll see several names repeated multiple times. Each record represents a
payment, and each of the members included in this report have made multiple payments.
As previously noted, what we’re looking for in this report is the number and total amount
of payments made by each member.
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To do this, click on the Query tab. Much of the information in our query is unnecessary
for this report. We can delete all the address fields and basic paid Thru. To remove a
field, right-click on it and select ‘Remove Value’. When you finish, the query screen
should look like the following:

7 ICS Re port Wizard

File Edit ‘iew Insert Help
DEE 2F I BR HFEE @
Huery ll:ayout] s0L I Eleview]
-
Sheetdddress ~ Other10 Code ~
City _ Other10 Amourt
State Otherl U Subtatal
Zip — Otherl05ubtatal _|
Country SubTatal
BadtddressFlag Prior Balance
b MemberType b Amount Received 3
Sex Mew Balance
b LocalMumber Check Mumber
SyeterCouncil ActivinCode
b StatuzCode CardMurnber
CardMumnber b ActivityD ate
BankCode DiffFeePaid
Elithl ot b L lnitEacP sid )
-
“ | o
Header |[Firsth ame LaztMame Localtumber temberT ype |StatusE0de |ActivityDate |Amount Received | ~
Table |Member Member Member Member Member Payment Payment
Field Firsth ame LaztMame LocalMumber MemberT ype StatuzCode ActivituD ate Amount Received
Show [Show Show Hide Hide Show Shaw
Sort Aszcending
Filter 1 ="240" ="8" 0R "Ba" ="a"
Filter 2
Filter 3
Filter 4
Filter 5
Filter &
Filter 7
Filter 8
Filter 3
Filter 10
Filter 11
Filtbar 172 !
< 3

Notice that the ‘Show’ property of LocalNumber, MemberType, and StatusCode is set to
‘Hide’. These fields are used to filter our results but are not returned in the query itself, so
they are exempt from the Group/Aggregate requirements.
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Now we can complete the grouping. Double-click the FirstName column and use the
drop-down to select ‘Group’ from the options for the ‘Show’ property:

FEX

¥ Value Editor

Repeat this for LastName. It is the only other ‘simple’ field on this report that won’t be

hidden.

Pg. IV-14

Walue l Filter ] Expression ]
|FirstN e ﬂ
Query A
Diztinct Falze
Value
Header Firgtt) ame
Table Member
Field FirstMarne
Tupe String
Dizplay
Show Group j
Sart Show B
Farmat Cum
width Ed?#”t
Alignment [SET
Average
Hide b 3
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To complete the report we will set up our aggregate fields. These will be the count and
total amount of the transactions for each group. To set up a count, we must select a field
that will have data in every record. Since every payment transaction must have a unique
Transaction Number, we can use that. Double-click the ‘Transaction Number’ column

and select ‘Count’ from the ‘Show’ property drop-down.

7 Value Editor E] |§|PX|

Yalue l Eilter ] Exprezsion ]
|Transactiu:un Mumber j
Query A
Distirct Falze
Value
Header Tranzaction Mumber
Table Fayment
Field Tranzaction Mumber
Type |Mteger
Display
Shiow Sum j
ot Sumn A
Fuarmat Min
Wwidth Ma
Average
Alignrment Hide
roup [Hide]
Sum [Hide] b 3

This will give us the transaction count for each group.

2/28/2011

Pg. IV-15



Now we can add up the dollar amounts for all transactions in each group. Double-click
the ‘Amount Received’ column and select ‘Sum’ as the show property.

¥ Value Editor [’._||E|rz|
Yalue lEiIter ] E:-:pressiu:un]
|.i'-.m|:|unt Received ﬂ
Query b
Diigtinct Falze
Yalue
Header Amount Received
Table Paurmnent
Field Amount Received
Type Currency
Dizplay
Showy Show -
Sort Shiowy ~
[araLy
Farmat
WwWidth Count
' Mirn
Alignment bl g
Average
Hide b 3
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At this point, the query should look something like this:

7 ics Report Wizard

File Edt WYiew Insert Help
el 24 00 R FEE @
Query ll:ayout] SaL ] Ereviewl
(Poyment | -
73T
Stieetdddress * s
City F Transaction Number
State Batch D -
Zip 55N [
Country Marne
BadtddressFlag Date
b MemberType Feceipt Number
Sex Receipt Status
b LocalMumber Basic Morths
SystemCouncil Basic: Paid Thru
b StatusCode 10 Dues
CardMurnber LU Dues
BankCade SC Dyes =
Birthliat b Ling hd ot
-
< | o
Header |Firsthame Lazth ame LacalMurmber temberType StatuzCode ActivityD ate Tranzaction Number|Amount Received ‘ ~
Table tember tember tember tember tember Payment Payment Payrnent =
Field  |FirstMame Lastt ame LocalMumber MemberT ype StatusCode ActivityD ate Tranzaction Mumber Amount Received
W Graup Graup Hide Hide Hide Hide Count Sum
? Azcending _
Filter 1 ="'2401" ="4"0R "BA" ="
Filter 2
Filter 3
Filter 4
Filker 5
Filter &
Filter 7
Filter 8
Filker 9
Filter 10
Filter 11
Filtar 17 v
*
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We can preview the report and see the following:

7 Ics Report Wizard [’._|[’E|fz|
File Edit Wiew Help
el &2 S 4 4 17 records found b M
Query ] I:a_l,u:uut] SO0
FirztM ame |LastNamE |Transa-::tiun Mumber | Amount Flec:eived| M
| Michael Dramica 4 $37.20
|| Anthory Dremarco 4 $37.20
Arthur Dunizan 4 3720
| |Katie Famer 4 $37.20
n Suzan Gray 4 $37.20
|| b ark Haogan 4 $37.20
F.enneth Ireland 4 2676
| |Fian Kaminski 4 $26.76
| |Cathy Linn 4 $26. 76
|_|Donald Mack 4 32676
Jean Miller 4 2676 4
| JJohn Petersan 4 $26.76
| |David Reeves 4 32676
n Sally FRoberts 4 3720
Drariz Sweeny 4 $26.76
|Pat Turner 4 $37.20
__|Caral ‘wiebb 4 $26.7E
¥

As you can see, this groups together payment transactions for all members with payment
data (17 in this case) are grouped together, counted, and totaled.
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Step 9: Using ‘BETWEEN? to filter by a date range

At this point, the report can be used as-is or refined and filtered further. One useful
enhancement might be to restrict the data to payments that occurred only over a specified

time period. For this, we can use a simple ‘BETWEEN" filter condition.

Return to the Query tab and double-click the ‘ActivityDate’ column to bring up the Value

Editor.

7 Value E

ditor, E |§| @

l Eilter ] Expreszion ]
|.-’-'-.n:tivit_I,ID ate ﬂ
Query L
Distiruzt Falze
Yalue
Header ActivityD ate
T able Fayment
Field ActivityD ate
Type Date
Dizplay
Show Hide
Sort rzored
Format
Wwidth 1]
Alignment

2/28/2011
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Click the 'Filter' tab and use the dropdown for 'Command to select 'Is Between':

S Value Editor r._| |E|[g|
Walue  Filter l Expression ]
|.-'1‘-.-:tivit_I,ID ate j
Filter o
M urnber Filter 1 S
Comrnand |z Equal To ﬂ
Yalue 1 Is Equal To P
Walue 2 |z Greater Than
|z Greater or Equal ™
hialbek] |z Less Than
Walue 4 |z Less orEqual To —
|z Like

valiz s |z Mak Equal Ta W
Yalue B
Yalue 7
Walue 8
Yalue 9
Yalue 10
Yalue 11
Value 12 N
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You'll see the list of values reduced in length to two. Enter '01/01/2002' as 'Value 1' and
'12/31/2002' as "Value 2.

7 Value Editor |'._| |E|rz|
Walue  Filter l Expression ]
|.-’-'-.n:tivit_I,IDate ﬂ
Filter ~
Mumber Filter 1 =
Caommand |z Between j
Walue 1 01071 /2001
Yalue 2 12431 /2002
g
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Close the Value Editor and click on the Preview tab:

7 Ics Report Wizard [’._|[’E|fz|
File Edit Wiew Help
el &2 &G 4 4 19 records found b M
Lluery ] Layout ] SAOL  Preview l
FirstHame |LastNamE |Transa-::tiun Humber | Amount Heceivedl M
M| Denris Adams 1 $6.00
| |Peter Ballard 1 $£40.30
Michael D amico 4 £37.20
: Anthory Demarco 4 $37.20
| Arthur Duncan 4 $37.20
|| Fatie Farmer 4 $37.20
Suszan Gray 4 $37.20
| |Mark Hogan 4 $37.20
__[Fenneth Ireland 4 $26.7E
|_|Fran K.arninzki 4 $26.76 —
Cathy Litin 4 $26.76
| |Donald Mack 4 $26.76
| |dean Miller 4 $26.7E
| |John Peterzon 4 $26.76
David Reeves 4 2676
|5aly Foberts 4 $37.20
a Droris Sweeny 4 $26.76
| |Pat Turner 4 $37.20
| Caral wiebb 4 £26.7E
b
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Advanced Shazam Report Filtering
(Section V)

Now that you've explored some of the basic concepts of querying ICS data, you
can move on to some of the more advanced features. We'll cover some of these
features in the following exercises:

- Customizing the way data is displayed using expression fields in a query
- Masking an SSN field

- Extracting a date

- Asking the user a question and returning data based on the answer.

Once we've covered this, we can move on to using the layout and formatting
features of the report writer. Some of the items that will be covered in these
exercises include:

- Report layout concepts — Placing and moving objects, adding data items,
text, and graphics to your reports.

- Using @IsData~ ~ function

- Edit labels to include more than one field

- Setting up report sections to separate or group your data.

- Summing data

- Counting

Using Expression Fields in a Query

So far we have used data exactly as it comes out of the ICS tables. This is probably
the most common way to do it, but there are other options. The Shazam report
wizard has some powerful built-in features to manipulate the way data comes
from the ICS tables into your reports. Let's start with a simple example using
death benefits.

Start out by creating a query that returns some basic information from the

member table. Here I've selected Ssn, LastName, FirstName, MemberType,
LocalNumber, StatusCode, and DeathBenefitCount.
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7 Ics Report Wizard
File Edit Wiew Insert Help

hed 24 B @R HFEE @

Huery ]I:a_l,lout] s0L ] Ereview]

[ -ﬂ =
Country ~
BadAddressFlag

b MemberType
Sex

b LocalMurmber
SyztemCouncil

b StatusCode
CardMumber
BankCode
BirthD ate

SeniorityD ate -
4| | »

Header [Sen Lazttame FirstMame femberT ppe LocalMumber |StatusE0de DeathB enefitCount
Table  [Member tember Fember Fember b ember b ember bl
Field 55N LaztMame Firzth ame temberT ype Localumber StatusCode D eathB enefitCount
Show  |Show Show Show Show Show Show Show

Sart

Filter 1
Filter 2
Filter 3
Filter 4
Filter &
Filter &
Filtar 7

er

What we really want to know is the amount each member has paid in death
benefits. (Ignore, for now, the fact that a member's death benefit count may have
started at a number other than zero). Let's say that our local death benefit fee is
$2.50 and that every member started from zero. We can calculate this amount in
the query and return it with the rest of the data in our report.

Click in the first empty column in your query grid, then click your right mouse
button in the same place. From the menu that pops up, select 'Edit Properties':
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/ ICS Report Wizard |:||E|r>__<
File Edit Wiew Insert Help

hed @4 OB R FEE

Huery ll_.a_l,luut] S0L ] Ereview]

Country 'y
BaddddrezzFlag =

b temberType alue ko

2 ﬁ;:alNuml:uer Yalue ] i | Lieiessen l
SysternCouncil |

Pk StatuzCode
Cardiurnber +- Member
BankCode
BirthD ate
SeniornityD ate

Al

Header |LocalMumb
Table  |kember
Field Localkumb
Show  |Show
Sart

Filter 1
Filter 2
Filter 3
Filter 4
Filter &

Filter &

Filter 7
£

% Tables f Functions § Operatars [

[£

| %

This will bring up the Value Editor. If the 'Expression' tab at the top of this
window is not already selected, click on it to select.

There are two parts to the expression we want to create — the data item from the
ICS member table (DeathBenefitCount), and the constant amount we want to
multiply it by ($2.50). The data item must be selected from the table.

Click on the '+' sign next to the word 'Member' to expand and show the available
fields in the member table:
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J Value Editor |Z||E|[z|

Yalue ] Fiter  Ewpression ]

= T
SEM

LaztHame

NEIEN

FirstM ame
Middle

MickM ame
Deliverndddress
Streetbddress
City

Chakbe

Y Tablez & Functions f Operators §

|

Now scroll down until you find the field named 'DeathBenefitCount' and double-
click it to select.

J Value Editor |Z||E|[z|

Yalue ] Fiter  Ewpression ]

|>|L

Hourz

Rate
DeathBenefitCount
DuesPdT hruD ate
Whork PdT hrul ate
DuezBalance
QldCardH umber
FrioflritP aid

PriorLocal
Orrme D =i AT a1 =k

Y Tablez & Functions f Operators §

|

Hember . DeathBenef itCDunt|
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Now we need to add the constant amount to this expression. Since we want to
multiply these two amounts, we also need to tell the query to do this.

To start out, click on the 'Operators' tab just below the list of table/field names:

J Value Editor E] |§|E|

Walue ] Fiter  Expression ]

| E

+

—_——— - =

1I-llal:ullﬁes ,-'fl Functions ,‘-'-l Dperators

Hember . DeathBenefitCount

All operators provided by the Shazam report wizard are listed here. They are:

(+) - Addition

(-) - Subtraction

(*) - Multiplication
(/) - Division

((,)) - Parentheses
(|]) - Concatenation

Usage of all but the last is pretty straightforward, just the way you would write a
mathematical equation. The concatenation operator will be covered in a later
exercise.

Double-click the '*' in the list to add a multiplication operator. (Or, you can type
the "*' after the field name you selected.
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J Value Editor |:||:|[Z|

Yalue ] Fiter  Ewpression ]

1I-llal:ules ,-fl Funchions }-'-l Operators

Hember . DeathBenefitCount
*

Now type your constant amount of 2.50 after the "*':

Pg. V-6
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S Value Editor |Z||E|[g|
Yalue ] Fiter  Ewpression ]

1I-llal:ules ,-fl Funchions }-'-l Operators

Hember . DeathBenefitCount
* 250

Now give your calculated field a name. Click on the 'Value' tab in the value editor,

then click in the cell next to the label 'Header' (the text 'Custom' will probably be
in there:
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J Value Editor E| Iﬁlﬁ__ﬂ

Yalue lEiIter ]E:-:pressinn]

| =
Query o
Diztirizt Falze =
VYalue
Header
T able
Field Member DeathBenefitC
Type String
Display
Show Shiow
Sart IInzorted
Format
Width 25
Alignmemt Left
¥

Type DBFeesPaid in the cell, then click the 'X' in the upper right corner to close
the Value Editor.
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J Value Editor |Z||E|[z|

Yalue l Eilter ] Expressiaon ]
| =
Query o
Diztirizt Falze =
VYalue
Header
T able
Field Member DeathBenefitC
Type String
Display
Show Shiow
Sart IInzorted
Format
Width 25
Alignmemt Left
¥

The query should look something like this:

L Ics Report Wizard
File Edit WYiew Insert Help

el 29 @08 BEREFEE @

Query ll:ayout] saL ] Ereview]

Country s
BaddddressFlag
b MemberType
Sex
b LocalMumber
SystemCouncil
b StatusCode
CardMumber
BankCode
BirthD ate:

SeniorityD ate -
1 | >
| &

Header |Ssn Lastame Firsth ame MemberType LocalMumber StatuzCode [reathB enefitCount |DBFeesF’aid

Table  [Member tember tember ember tember ember ember

Field S5M LastM ame First ame MemberType LocalMumber StatuzCode DeathBenefitCount | Member.DeathBenef
Show  [Show Shiow Show Show Shiow Show Show Show

Sort
Filter 1
Filter 2
Filter 3
Filter 4
Filter 5
Filter &
Filter 7 b
£ | ¥
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Click on the 'Preview' tab to see the results:

7 ics Report Wizard

File Edit View Help
L E E @ 4‘} & & I‘ ‘ 103 records found } ’l @
Buerny ] I:ayout] SOL  Ereview l
Ssn |LaslName |FilslName MemberType | LocalMumber | StatusCode | D eathBenefitCount | DBFeesPaid ~
L 000-00-0001 | Samuel: Peter & 240 A
L 000-00-0002 |5 awyer Pam A 24M A
| |000-00-0003 | Scott Temy B 2401 A
| | 000-00-0004 | Shipley Ken B 2401 A
| | 000-00-0005 | Simpson John B 2401 A
000-00-0008 | Smith Sandy & 2401 A
| oo0-00-0007 | Stk Glenda B 2401 A
: 000-00-0008  Srith Michael BA 2401 A
| |000-00-0003 | Sparks Patrick & 2401 A
L 000-00-0010 | Stanton George FP 24M A
L 000-00-0011 | Sweeny Dioriz BA 24M A 0
| |000-00-0012 | Thomas Rose B 2401 A
| | 000-00-0013 | Tumer Pat A 2401 A a
L 000-00-0014  Wazquez Edward BA 24 A
000-00-0015 ‘webb Caral B 2401 A a
| oo0-00-0018 |welsh ‘william & 2401 A
: 000-00-0017 white Janet BA 2401 W
| |000-00-0018 wiliams Carl Ba 2401 A
| |000-00-0013 'wWaoods Thomas & 240 A
L 000-00-0020 |Yeager Mary A 24M A
| |100-00-0013 Woods Thomas A 2401 A
| |11 111112 Adams Denniz A 2401 A 92258
11111113 Andersan Drawn A, 24m J
L 111111114 Arrington Jack BA 24 A =

There's not a lot of Death benefit data in our sample member table, so many of
the results are blank. To see just the ones that have data, we can add a filter to
our new, calculated field in our query. Click on the Query tab and double-click in
your 'DBFeesPaid' column to bring up the Value Editor:
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7 ics Report Wizard
File Edit Wiew Insert

Help

b @Y FRE BR FEE

Query ll:ayout] s0L ] Ereview]

Country
B adtddressFlag
b tdemberType
Sex
» LocalMumber
SystemCouncil
P StatusCode
CardNurnber
BankCode
BirthD ate
SeniorityDate

«

|

Header [MemberType

Local

Table  |Member
Field MemberT ype
Show  |Show

Sart

Filker 1
Filter 2
Filker 3
Filker 4
Filter 5
Filter &

Membe
Local
Show

dito L]
Yalue lEiIter ]Expression]
|DEFeesPaid -
Query ~
Distinct False ==
Yalue
Header DBFeesPaid
Table ﬁ
Field Member. DeathBensfitC k
Type String nt |DEFeezPaid ~
Display =
Show Show .
Sort Unsaorted Show
Farmnat
‘width 25
Alignment Left
A/
A
>

Click on the filter tab in the value Editor:

7 Value Editor

Walue  Filter lgxpressinn]

| DBFeesPaid

Filter

Mumber

Filter 1

Cormmand

|z Equal Ta

Yalue 1

Walue 2

alue 3

Walue 4

YWalue B

Yalue B

Yalue 7

Yalue 8

Yalue 9

Yalue 10

Walue 11

Value 12
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Now use the drop-down list next to 'Command' to select 'Is Not Equal To'":

S Value Editor |Z| |E|[E|

Walue  Filter lE:-:pressi-:un]

| DBFeesPaid

Filter

M urnber

Command
Yalue 1
Walue 2
Walue 3
Walue 4
Yalue &
Yalue B
Yalue 7
Walue 8
Walue 3
Walue 10
YWalue 11
Value 12

51

In the cell next to the 'Value 1' label, type the word 'blank':
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J Value Editor E| Iﬁlﬁ__ﬂ

Walue  Filter lE:-:pressi-:un]

| DBFeesPaid |

Filter ~
M urnber Filter 1 =
Command Iz Mot Equal To j
Walue 1 blank
Value 2
Walue 3
Yalue 4
Yalue B
Yalue B
Yalue 7
Yalue 3
Yalue 9
YWalue 10
Walue 11
Value 12 b

Click the 'X' in the upper right corner to close the Value Editor, then click the
'Preview' tab to see your results:
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7 ics Report Wizard

File Edit ‘iew Help
DEE 2% SRM M4 Aeodsiomd ) M @
Buerny ] I:ayout] SOL  Preview l
LastHame |FilstName MembelType|Loc INumt |°' tusCode |DeathB litCount|DBFeesPaid ~
0000011 e Doiis B4 2401 & 0

| |000-00-0013 | Tumer Pat & 240 A 1]
| |000-00-015 'Webh Caral Ba 240 A 1]
L1111 112 Adams Denniz A 2401 A 92258
| |111-11-1115 | Ballard Peter A 2401 A a

333-33-3335  Damico Michael A 2401 A a
N 333333337 Demarco Anthony A 24 A 1]
| |444-44-4442 Duncan Arthur A 24m L 0
: 444-44-4445  Famer F.atie & 2401 A 0
| |955-55-5553 | Gray Suszan A 2401 A 1]
| |555-55-5558 Hogan Mark & 240 A 1]
| |654-321321 | Dsf Sdaf Ba A 5125
| |G54-65-4654 ‘\wWeber Suzan A 2401 A 5125
| |BBE-B6-6661 | Ireland K.enneth B 2401 A a

EEE-66-EE6E5 | Kaminski Fran B 2401 A a
BEE Cathy B 2401 A a
| rrrrrrers (Mack Donald B 2401 A a
: 0835-85-3084  Miller Jean BA 2401 A 0
| |999-33-3332  Peterson Jahin BA 2401 A 1]
| |999-93-9336 Reeves D avid BA 240 A 1]
| 1999-93-9333 Roberts Sally & 240 A 1]

v

Now all the records without Death Benefit data are omitted from the results.

Masking an SSN Field

Regular mathematical operators aren't the only way you can manipulate the data
in reports. Shazam has several built-in functions to alter the way your data is
displayed.

Due to the rising rates of identity theft, many people are hesitant to have their
Social Security numbers visible on any document. Let’s say you want to display
only the last four digits of someone’s Social Security Number on a report. To do
that, you first want to double-click on an empty column in the query tab.
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F ICS Report Wizard ] B4
File Edit ‘ew Insert Help

PER e F PIE PR IR @
Query ||:a_l,l0ut|§QL IEreviewI

Ed e

55N
b Lasthame
b FirstMame
b Middle
MickM ame
b Deliverydddress
b Streethddress

b it hd
‘I I I —PI—I
|

7

Header |temberType ILDcaINumber IStatusEode I I I I
Table  [Member Member Member

Field temberT ype LocalNurnber StatusCode W

Shaw | Show Show Shiow

Sort
Filter 1
Filter 2
Filter 3

Filter 4 -
_>l_I

E
_

The Value Editor dialog box will open with the “Expressions” tab selected.

Click on the 'Functions' tab just above the lower white panel. This will display a
list of available built-in functions. The one you want, 'SUBSTRING', should be
just below the center of the panel. Double-click it to add it to your expression:

2/28/2011 Pg. V-15




J Value Editor E| |§|E|

Yalue ] Fiter  Ewpression ]

| |
COLUNTT able. Field)
SIIMT able. Field]
AWGIT able. Field]
MIM[T able. Field]
M&XIT able. Field)
UPFER(T able Field)
LOWERT able. Field
SLESTRINGIT able. Field FROM start FOR
TRIMILEADING " " FROM T able Field)
TRIM{TRAILING " " FROM T able. Field)

TRIMBOTH " " FROM T able. Field) 3
FTRACTNF &R FROM Tahls MataTims]

i Tablesz }-,Eunu:tiu:uns J-';quarah:urs ,-"

SUBSTRING (Tahle.Field
FROM start FOR length)

The text strings "Table.Field', 'start', and 'length' are placeholders for other values.

You will have to fill them in to get the data you want. This is easier to explain
after filling in the necessary information.

1. Click on the Tables tab, and use your mouse to high-light the words,

“Table.Field” in the Substring function like this:
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J Value Editor |Z| |E|[E|

Yalue ] Fiter  Ewpression ]

| E

+- Member

Y Tablez & Functions f Operators §

SUBSTRING (Tahle.Field
FROM start FOR length)

2. Now click the plus symbol next to Member and double-click the word SSN
at the top of the list that appears. This places the words “Member.SSN”
where the words “Table.Field” were before.
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J Value Editor |Z||E|[z|

Yalue ] Fiter  Ewpression ]

= Member
S5M
LastMame
FirstM ame
Middle
MickM ame
Deliverndddress
Streetbddress
City
[l T iy

Y Tablez & Functions f Operators §

NEIEN

|

SJUB3TRING (Member . 35N
FROM start FOR length)

3. To complete the function, you have to enter numbers in place of the word
“start” and “length.”
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S Value Editor E”E'E'
Yalue ] Fiter  Ewpression ]

| E

= Member ~
S55M =
LaztHame

FirstM ame
Middle

MickM ame
Deliverndddress
Streetbddress
City

Chakbe

Y Tablez & Functions f Operators §

SUBSTRING (Member . 35N
FROM & FOR 4)

In plain English, what this is saying is 'Give me 4 characters starting from the 8%
character of the SSN field from the Member table'. Close the Value Editor and
click on the Preview tab to see the results:
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7 ics Report Wizard

File Edit ‘iew Help
DEE 2% SRM M4 Aeodsiomd ) M @
Buerny ] I:ayout] SOL  Preview l
LastHame |FilstName MembelType|Loc INumt |°' tusCode |DeathB IDBFeesP|Custom ~
0-00-00717 Sweeny Dioriz B 24M I 0 oo

| |000-00-0013 | Tumer Pat & 240 A 1] ooz
| |000-00-015 'Webh Caral Ba 240 A 1] 0ms
L1111 112 Adams Denniz A 2401 A 9225 112
| |111-11-1115 | Ballard Peter A 2401 A a 1115

333-33-3335  Damico Michael A 2401 A a 3335
N 333333337 Demarco Anthony A 24 A 1] 3337
' |444-44-4442 Durcan Arthur & 2401 A a 4442
: 444-44-4445  Famer F.atie & 2401 A 0 4445
| |955-55-5553 | Gray Suszan A 2401 A 1] 5553
| |555-55-5558 Hogan Mark & 240 A 1] 5658
| |654-321321 | Dsf Sdaf Ba A 5125 1321
| |G54-65-4654 ‘\wWeber Suzan A 2401 A 5125 4654
| |BBE-B6-6661 | Ireland K.enneth B 2401 A a EEE1

EEE-66-EE6E5 | Kaminski Fran B 2401 A a EEES
BEE Cathy B 2401 A a 777
| rrrrrrers (Mack Donald B 2401 A a 7T
: 0835-85-3084  Miller Jean BA 2401 A 0 0354
| |999-33-3332  Peterson Jahin BA 2401 A 1] 3332
| |999-93-9336 Reeves D avid BA 240 A 1] 9956
| 1999-93-9333 Roberts Sally & 240 A 1] 9998

v

The expression field on the right side of the report will be labeled 'Custom' and
will show 4 digits for each. This is a good start, but it can be improved. Back to
the query tab.

Double-click in your query field to bring up the value editor, then click on the
'Expression' tab:

4. In the lower white panel, before the 'SUBSTRING' function starts, type in
the following text including the quotation marks: “###-##-“

5. Add a space, then holding down the shift key, type the key with a backward
slash (looks like this: \ ) to add two vertical lines like this || .

6. Next Click on the tab along the bottom labeled “Functions.”

Your screen should look like this:
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J Value Editor E|§|®

| Custom j

+- Member

Y Tablez & Functions f Operators §

THEE-HE-T ||
SUBSTRING (Member . 35N
FROM & FOR 4)

The last step in the process is to click on the “Value” tab and give this column
we’ve created a name or “header.” By default the program will call it “custom.”
Change that to “MaskSSN.”
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7 VYalue Editor

EEX]

Yalue l Eilter ] Expressiaon ]
| Cugtom
Query
Diztirizt Falze
VYalue
Header b azk5S5H|
T able
Field "HiH-HE I SUBSTRIE
Type String
Display
Show Shiow
Sart IInzorted
Format
Width 25
Alignmemt Left

mEIAEN

| %

Close the value editor. In order to see our new field more clearly, we can click

and drag

it's header row over to the left side of the

7 ics Report Wizard
File Edit Yiew Insert Help

el &8¢ D BR FEE

Huery ll:ayout] s6L ] Ereview]

Country
BaddddressFlag

b MemberType
Sex

b LocalNumber
SystermCouncil

b StatusCode
CardMumber
BankCode
BirthDr ate:
SeniorityD ate

2l

| *

X

Header |MaskS5M

| Lasth ame | FirstMame

MemberT ype LocalMumber

StatusCode

| DeathBenefitCount |DBFessPaid

| o

|»

Table
Field
Show
Sort
Filter 1
Filter 2
Filter 3
Filter 4
Filter 5
Filter &

Filter 7
<))

Show

UHEH-HE- | SUBST LastMame

ember tember

Firstt arme:

crow Bl

ember ember
LocalHumber

Shiow

MemberType
Shiow

tember
StatusCode
Show

Member

DeathBenefitCount | Member.Deatht

Show Show

<> blank

|

-

|
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Now click the preview tab to see your results:

7 ics Report Wizard

File Edit View Help
DEHBS SRME M4 ZAccotsioma D D ©
Query ] I:ayout] S0L  Preview l
LastMame FirstHame |Memh9lType|LocaINumh9l SlalusCode|DealhBeneﬁlCounl DBFeesPaid |~

[3 44 81-0011 Sweeny Daris EA 240 A 0
|| HHE-HE-0013 Turner Pat A 2401 A a
|| HHE-HE-0015 ‘wiebb Caral B 2401 A a
|| HHE-HE- 112 Adams Dennis A 2401 A 9225
| |HHE-HE1T15 B allard Peter A 2401 A a

HHE-11-3335 D amico Michael A 2401 A a
: HHH-HH-3337 Demarco Anthorny A 240 B 1]
|| B4 Duncan Arthur A 2401 & 0
|| HHE-HE-4445 Famer K.atie A 2401 A a
|| HHH-HE-EE53 Gray Suzan A 2401 A a

HH-11-5558 Hogan Mark A 2401 A a
: H-E-1321 Dsf Sdaf B A 5125
|| HHE-HE-4E54 ‘wieher Suzan A 2401 A 5125
|| HHi-HE-EEE] Ireland Kenneth B 2401 A a
|| HHH-HE-EEES K.aminski Fran B 2401 A a

H-H-7TT Linn Cathy B 2401 A a
: HEH-HH-7774 Mack Donald BA 24m A 1)
|| HHE-HE-0554 Miller Jean B 2401 A a
|| #9332 Peterson John B 2401 & 0
|| HHE-HE-9936 Reeves D avid B 2401 A a
|| HHE-HE-9338 Roberts Sally A 2401 A a

v

< ¥

Understanding what this does:
As you can probably see, the Substring function tells Shazam to display a
portion of the SSN that begins at “start” and includes all the characters
through “length.” An SSN contains 11 characters. We've replaced the first 7
with what we typed “###-##-“. The two vertical lines tell Shazam to splice
together (or concatenate) what we’ve typed with what the Substring function
returns. In this case Substring looks at the SSN field, and returns four
characters beginning at the 8® position. In other words the last 4 characters
of the SSN field.

More fun with Functions

Extracting values from dates

Let’s say you like to send a birthday card to all your active local members. Since
you never know who’s going to be around and for how long, you don’t want to do
this too far in advance. But you don’t want to be looking around every day to see
who has a birthday, either. Let’s say, once per month.

The ICS Report Wizard can extract year, month, day, hour, minute, and second
values from date fields.
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Imagine, for instance, that you just completed your September per capita and
want to know who has a birthday in October so you can include a birthday

greeting with their monthly billing statement. Here’s how you can do it:

Open a new Quick Report and add the Member table. Add the LastName,

FirstName, BirthDate, MemberType, LocalNumber, and StatusCode fields from

the Member table. Now double-click anywhere in the BirthDate column.

7 Ics Report Wizard

<

File Edit Wiew Insert Help
Y AL L e i 4
= Yalue ]Eilter ] E:-tpression]
Huery lLa_l,lout] S0L ] Erewew]
| BirthDate >
' it Query &
DiffF eedmount Distinct False j =
DiffF eeP aid Valus
DifflOPartion
DiffFecB alance Header BirthD ate
Gross Table tember
Hours Field BithDate
Rate T 0
DreathBensfitCount sne ate
[ Dizplay
Header |LastMame |BirthDate Show Show
Field  |Lasthame BitthD ate Soit Unsorted
_Show  |Shaw Show Fuarmat
Sort DO | i 0
Filker 1 Alighment Left
Filter 2
Filker 3 w
Filter 4
Filter &

PHurnber StatusCode

{Murber StatusCode
Show

NE —nan

|~

The Value Editor dialog box will open with the “Value” tab selected.
1. Click on the “Expression” tab to select. When the “Expression tab opens, the

“Tables” sub-tab will be selected.

2. Click on the tab along the bottom labeled “Functions.”
3. Find the function that says “EXTRACT(MONTH from Table.DateTime)”. You

may have to scroll down to find it. Double-click it. Your screen should look
like this:
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¥ Value Editor IZIIEIfE

Walue ] Fiker  Expression l

LIPFPER(T able.Field]

LOWERIT able. Field)

SUBSTRIMG(T able.Field FROM start FOF
TRIM[LEADING " " FROM T able.Field)
TRIM[TRAILIMNG """ FROM T able. Field)
TRIMBOTH " " FROM Table. Field)
EXTRACT[YEAR FROM T able.[ateT ime
EXTHACT[MOMTH FROM Table. [ ateT i
EXTRACT (DAY FROM Table.D ateTime
EXTRACT[HOUR FROM Table.DateTime
EXTRACT[MINUTE FROM Table DateTir
F<TRACTISFCTMD FROM Tahle MateTi =

|BithDate |
-

;,Ial:ules }-,Eunu:liu:uns A Operataors |

EXTREALCT (MONTH FROM
Table.DateTime)|

4. Next click on the Tables tab, and use your mouse to high-light the words,

“Table.DateTime” in the Extract function like this:

¥ Value Editor |Z||§|[Z|

Walue ] Filter  E=preszion l

|BirthD1ate -]
+- Member

% Tablez f Functions [ Operators §

EXTRACT (MONTH FROM
Takble.DateTime)
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5. Now click the plus symbol next to Member and double-click the field name
BirthDate in the list that appears. This places the words “Member.BirthDate”
where the words “Table.DateTime” were before. The function is now
complete, we can move on to filtering the data. Click the filter tab.

7 Value Editor E] |§|E|

Yalue ] Fiter  Ewpression l

|BirthD1ate |

SyztemCouncil .
StatuzCode

CardM umber

BankCode

BirthD ate

SeniontyDate

HomePhone

YWorkPhone

Spouse

D mnmFimimen

% Tablez f Functions [ Operators §

EXTRACT (MONTH FROHM
Member .Birthhate)

6. Sorting in order or Birth Month is probably a good idea here. Click on the
Value tab and set the Sort to 'Ascending'. While we are on this tab, it would
be a good idea to change the header to 'BirthMonth'.
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J Value Editor E| |§|E|

Yalue lEiIter ]E:-:pressinn]

| BirthD ate -]
Query e
Diztirizt Falze
VYalue
Header
T able
Field ExTRACT[MOMTH FR
Type Drate
Display
Show Shiow
Sort Azcending j
Format
Width 1]
Alignmemt Left

Understanding what this does:

The Extract function tells Shazam to display an individual piece of a datetime
field, in this case, the month. Let’s look at how that works now. Close the Value

Editor and click the 'Preview’ tab to see the results.

2/28/2011
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7 Ics Report Wizard

File Edit Wiew Help
= @u g = @. |‘ ‘ 102 records found ’ }l
Query ] I:ayout] soL Ereview l
LasztMame |FilslName |Bilthonlh BirthDate |Memb Type|L ber | Stat "‘ode| -~
LYeager bary 1 /01952 & 24 A
| |Moore Charles 1 MA7A1962 A 2401 A
Meade Emest 1 01/19/41947 B 2401 A
: Lirir Cathy 1 01/0841960 BA 2401 A
| |wieber Suzan 1 01/20/14951 A 2401 A
| |Fparks Patrick 1 /0141963 A 2401 &
| |Samuels Peter 1 01/06/1949 A, 2401 A
Bickel Catherine 1 01/02/1947 A, 2401 A
:Adams Derniz 1 01/1141950 A 2401 &
| |Resves David 2 02/21/1941 B 2401 A
Parker Diarn 2 02/04/1954 Ba 2401 A
: M artiry Jozeph 2 02/24/1954 B 2401 A
| |Glass K.ay 2 02/2841971 A 2401 A
Erown I arbe 2 02/0341961 FP 2401 A
:Anderson Dawn 2 02/05/1951 A 2401 J
R obinzon Joan 2 02/23/1966 B 2401 A
: Thomaz Rose 2 02/20/1936 Ba 2401 &
| |Long tichael 3 0341141959 A 2401 A
wioods Thomaz 3 03/28/1945 A 2401 A
: Duffy Maricy 3 03/2741946 A 2401 A
| |woods Thomaz 3 03/28/1945 A 2401 A
‘wiebb Caral 3 03/01/1948 B 2401 A
: K.armingki Fran 3 0311041945 B 2401 A
| |Farmer K.atie 3 0341341938 A 2401 A =

Asking the User a Question and Modifying Results
based on the Answer

When we first started this report, we were only looking for October birthdays. It's
easy enough to filter out everything but October, but we would have to go in and
modify that filter every month when we wanted to see this report. To filter the
report ‘on the fly’, we'll use a parameter query. This allows the user to specify
which values to filter by when the report is run. Click on the Query tab, double-
click on your BirthMonth field, and select the Filter tab in the Value Editor. In the
“Value 1” box, type in “[Enter the Month:]”.
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/ Value Editor E| |§|E|

Yalug  Filter lE:-:pressiu:un]

|BirthD1ate |

Filter A
Hurnber Filter 1

Command |z Equal To

Walue 1 Enter the marith :
Walue 2
Walue 3
Walue 4
Walue 5
WValue B
Walue 7
Walue B
Walue 9
Walue 10
Walue 11
Walie 12 v

7. Now click on the “Value” tab. Looking at the ‘“Type’ property, we can see
that Shazam still considers this field a date. Since we’ve extracted just the
month from the field, this is no longer true.
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/ Value Editor |Z| |§|[E|

Yalue lEiIter ]E:-:pressiu:un]

|BirthD1ate |
Query i
Distirct =
Value
Header BirthD ate
Table
Field EXTRACT[MOMTH FR
Type Drate
Display
Shiow Show
Sort nzorted
Formnat
Width 1]
Alignrment Left
M

8. Click in the ‘Type’ property box. This will bring up a drop-down list. Select
‘Integer’.

/ Value Editor |Z| |§|[E|

Yalue lEiIter ]E:-:pressiu:un]

|BirthD1ate |
Query i
Digtinct Falze =
Value
Header BirthD ate
Table
Figld ExXTRACT[MONTH FR
Type Date j
Display Urkrowr e
String =
Shows S mallint =
Sart
7 Wwiord
Format B oolean
: Float
Width Currency b
Alignrment Left
./
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Close the Value Editor. Your screen should look something like this:

7 Ics Report Wizard
File Edit Wiew Insert Help

bed &¢ @B ER FEE ©

Query ll__ayaut] s0L ] Ereview]

e

DiffFeedmaunt A
DiffFeePaid 1
Diffl0 Portion

DiffFeeB alance

Grozs

Hours

Rate

DeathB enefitCount

DiuesPdThruD ate

WiortkPdThrul ate -
1| | 3
Header |LastMame Birthkd anth |EirthDate Firzth ame |MemberType LocalMumber | StatuzCode i
Field LaztMame EXTRACT[MOMNTH | BirthDiate  FirstMame  MemberType StatuzCode

Show | Show Shaow Show Show Show Show Shaow y
Sart
Filter 1 = [Enter the month ;]
Filter 2
Filter 3
Filter 4
Filter 5
Filter &

Filter 7
L]

|
|l

Click on the Preview tab to see what happens:
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Filter Yalues [z

Enter or accept the following values: ok
Enter the month: 4‘_\ Cancel
Help
b

Enter the number 10 where the prompt “Enter the month:” appears and click
‘OK..

7 Ics Report Wizard: Z:\reportsicustomibday.srw

File Edit “iew Help
= n @u g % @. I‘ ‘ 11 records found } ’l @
Query ] La_l,lout] SOl Preview ]

LastName |BirthMonth|BirthDale |FirslName |HemherType|LucalNumher Statusl:ode| e
L Smith 1a 1042141950 Michael B 24 1
|| Tumer 1a 10/31/1968 Pat I 24M 1
|| Campbell 10 1041441949 Mincent B 24M A
| |Carlin 1a 10/2641954 Milliam A 2401 W
| |Conaver 1a 1042741954 Eail A, 240 i,
_|Duncan 1a 10/29/1955  Arthur A, 240 i,
_|Mack 1a 1040141958 Donald B 24 1
| Miller 1a 1043141951 Jean B 24Mm A
| |Meedham 10 1013941953  Dianna FFP 24M A
| |Peterson 1a 10/29/1956 John B 240 i,
| Purdy 1a 1042041929 " aune A, 240 i,

W/

As you can see, only members with October birthdays are listed.
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If you're interested in seeing what goes on ‘behind the scenes’, click the SQL tab.

NOTE: The SQL tab displays the code that the Shazam Report Wizard creates
based on what you've done in your query tab. It is for reference only. While
understanding the SQL may assist in troubleshooting certain advanced queries, it
is not necessary to understand anything about the contents of this tab to get the
full benefit out of the Report Wizard.

£ 1CS Report Wizard: Z:\reportsicustomibday.srw EJ@|§|
File Edit “iew Help

e 8¢ +aR & @

Query | Layout (8L preview

SAELECT Member.LastName,
EXTRACT (MONTH FRCM Member.BirthDate) A% Member.EirthMonth,
Member.EirthDate,
Member.FirstName,
Member.MemberType,
Member. LocallNumber,
Memher. 3tatusCode

FROM ":ICE:MEMEER.DE"™ A8 Member
WHERE ({ (EXTRACT (MONTH FROM Member.EBirthDate) = 10)))

Looking at the ‘WHERE’ clause in this statement, you can see that the value 10
was inserted in to the query. If you experiment with other values, the query will
change dynamically.

At this point, you can use the report as-is, or work with the filtering and layout as
you might with any other report.
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Mailing Labels

Though many different label reports are included standard with the ICS program,
you may wish to create your own. This exercise will demonstrate how to create a
label report, and how to adjust for missing/optional data so it doesn’t leave
unwanted blank spaces all over your labels.

Note: Most of the functionality discussed in this exercise is available in the
'Custom Address Labels' item on the ICS Reports menu. This exercise is designed
to provide some experience using the label and layout capabilities of the ICS
report wizard in order to be able to use all available options.

Since we’ve been working with monthly birthday lists, let’s continue to work with
this report and create labels for your members with upcoming birthdays. To
create mailing labels, we will want the same set of members specified in the
previous report, but we’ll need some additional information on each person. So
the first thing we need to do is add the following fields: Middle, Delivery
Address, Street Address, City, State, Zip.

Just to make the data easier to work with, the columns have been re-arranged a
bit in this example:

7 ics Report Wizard: Z:\reportsicustomibday.smw
File Edit Yiew Insert Help

el =29 @00 BR HFEE @

Hueny lLayout] 500 ] Ereview]

n - i

S5N
b LastMame
P Firstt ame
b Middle
MickM ame
b Deliverpdiddress
b Streetdddress

b State -
il | -

Header BirthMontI’|BirthD ate |MemberType |LocalN umbt| StatusCo|FirstName |Middle |LastName |Deliver_l,nAddres|Street&d|[ﬁit}l |State |Zip | ~

Table Member | Member Member Member | Member Member | Member ember Member Member  Member | bember
m BirthDate MemberType LocalMumbe StatusCoiFirstMame Middle  LastMame | Deliverpbddres: StreetAd City State Zip

Show | Show Show Show Show Show | Show Show Show Show Show  Show Showe Show

Filter 1 |=[Enter th
Filter 2

(=)

< ?

Now that we’ve got the data we need, let’s change this from a simple list to a label
format. Click the Setup button on the toolbar (selecting Page Setup from the File
menu will accomplish the same thing).
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Setup

Page llitles ]I__al:nels] thin:nns]
Page Size FPage Margins
LCancel
|Letter 8.5 x 11" =] || loe 0.30 -
widh [T || Bom [33 - Hebp
Height - Left 0.30 -
| Portrait ﬂ et 0.30 —

Click on the Labels tab, select ‘This is a label report.’, then click the ‘Choose label
Format’ button.

Setup %]

Page ] Titles  Labels lgptiuns] oK
Chooze curent type of report; Top Margin 05
- LCancel
™ This iz a standard report Left b argin 019
o Label Height 1 Help
f* Thiz iz a label report Label Width 5 B3
Wwihen entering label dimenszions Gutter Across a1z

manually, confirm that Paper Size
o the [Page] tab is correct, Gutter Down a
Mumber Acrozs |3

Choose Label Eormat 1 Number Down 11

Select ‘Avery 5160 Address’ and click OK. This is a 3x10 labels per page format.
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Choose Label Format [z

Category |.-’-'-.ver_l,l Standard j oK
Aeery 5035 Mame Tag Lancel
Avery 5096 Digkette Hel
diwery 5097 Diskatte e

Avery 5160 Address
Avery 5161 Address
Avery 5162 Address
Avem 5163 Shipping
Aver 5164 Shipping
Ay 5165 Full Sheet
Awer 5196 35" Diskette

Avery 5197 525" Diskette
Ansari RAEN A Adracs

Click OK again in the ‘Setup’ dialog, and the following message will appear:

Confirm [5_(|

p , Convert this report to a label format?
ol
Mote: This will delete all existing sections and objects,

Click ‘Yes’, then click on the ‘Layout’ tab. Enter the month if prompted to do so.
Your screen should look something like this:
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7 ics Report Wizard: Z:\reportsicustomibday.srw |Z||E|E|
File Edit Yiew Insert Help

PEelE 24 2@ B ZENINNEN- 2 | Bsru EE=E @

Query  Layout IQQL ]Ereview]

D e R T "4""'I""'5'""I'""6‘""I‘""'."""'\""'8""'I"'i‘

[}

Label |

Y

T e [ e

S

-
X3M Y6 |4 LH

This is a blank label. To get our mailing labels we have to fill it in. Open a page
designer window by clicking on the Page Designer button on the tool bar, or by
right-clicking on the page and selecting ‘Place Objects’.
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7 ics Report Wizard: Z:\reportsicustomibday.srw |:||E|E|

File Edit Yiew Insert Help
DER 2F s B MENDNNN- 2 -] Bru | EEE @
Query LG}'DUlIQQL ]Ereview]
T T T T T “'5""7“"ﬂ
— |0
T |- Page Design m|
= |-
- Arrange ]Elace 1 Qustnmize]
1 . E|
2
3
= o
- Add Delate
4
- -
X424 Y:1 1 3

If it’s not already selected, click on the Place tab in the Page Designer window.

o0&

= Page Designer

l Customize ]

Anange |

Birthtd anth
BirthD ate
temberT ype
LocalMurmber
StatuzCode
FirztH ame
iddle
LaztMame
Deliveniddress
Streetdddress
City

State

Zip

FREHL -1 0 5

[v Automatically caption figldsz

Calculate Figld |1y ne j
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For mailing labels, we want names on the first line, first and second address lines
on the next two, and city, state, and zip on the final line. Uncheck the
Automatically caption fields checkbox on the bottom of the page designer form,
and click and drag the fields you want into the blank label. You’ll have to resize
the fields to make them fit.

7 Ics Report Wizand: Z:\reportsicustom\bday.srw |Z||E|E|
File Edit Wiew Insert Help

Dl @4F 2@ B SN0 - 87y

Query  Layout IQQL ] Ereview]

i
[}
[l
&

[or T T g g "4""'I"l"5"l"I"l"s"l"I"l"‘.'"l"\"l"s"l"l"li‘

=

Label |

[FirstMame]  [Middle] [LastMame]
[DeliveryAddress]

A [StreatAddrass]

- [City] [State] [Zip]

Arange  Place ]Qustomize]

Eirthtonth
BirthD ate
MemberType
LocalMumber
StatusCode
Firsth ame
Middle

Lasth ame
Deliverptddress
Shreetdddress
City

State

[~ Automatically caption fields

FEQHL -1 900 5

4 Caloulate Field [y one =

Now click the Preview tab or the Execute (lightning bolt) button to see your
labels. You'll have to enter the month.
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7 ics Report Wizard: Z:\reportsicustomibday.srw
File Edit Wiew Help

DR @F SRE M4 Page 1 of 1 Y ©

Query ] I:aynut] 50L  Preview ]

D e R T "4""'I""'5'""I'""6‘""I‘""7""'\""'8""'I"'i‘

o
T Michael Srnith Pat Turner Yincent Carnphell
7441 Great Falls 5t 436 Crawford Rd 1119 Horseshoe Ln
1
:- Meclean WA 22090 Great Falls WA 22000 Potomac WA 220090
I_ William Carlin Earl Conover Arthur Duncan
- 9077 Mill Run Dr 6322 Harvest Green 6033 Greenshaoro Dr
2
:- Great Falls WA 22090 Restan WA 22091 MecLean WA 22090
i_ Donald Mack Jean Mliller Dianna Needharm
- 11634 Mebridge Ct 14631 Flower Hill Dr 30N Glebe Rd
3
:- Reston WA 22091 Oakian WA 22090 Atlington WA 22090
I_ John Peterson WWayne Purdy
- 4211 N Carlin Spgs 3224 Whey Stone Ct
4
:- Arlington WA 22090 “ienna VA 22000

" W o

Looks good, right? Well, maybe not exactly the way you’d like it. There are big
gaps between first and last names, and between city, state, and zip. You also see
blank lines if there’s no address line 2 (which is every address, in this case.

We can clean this up a little. Go back to the layout tab.

First, let’s have a look at the top line. First, middle, and last names are three
fixed-length items on the label, which is why most of the names show big gaps.
We can fix this by combining them all into one self-adjusting object. Bring up the
page designer, click the Customize tab, and then click on the FirstName field. A
Properties tab and a Caption tab will show on the bottom of the form. Select the
Caption tab.
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7 ics Report Wizard: Z:\reportsicustomibday.srw
File Edit Yiew Insert Help

Dl 24 4@ B |

Buery LG}'DUlI s0L ]Ereview]

=l - B 1 ou

CEX

[o g g
— [0
-
s Arrange]EIace EUSlUmiZB]
: fFirsthame] 2[Middle] [Lasthame] [Firthame [
[DeliveryAddress] -
A [StreetAddress] [Firsthame]
- [City] [State] [Zip]
2
3
:— \ Properties A Caption /
4
X551 Y:36 |4 LH

Notice that by clicking on different fields on your label, their information appears
in the same Page Designer window. Click on the ‘Middle’ field, select all the text,

including brackets in the caption, cut it using the scissor button on the toolbar or
by pressing Ctrl-X, and paste it into the FirstName caption after the [FirstName]

field using the clipboard button on the toolbar or by pressing Ctrl-V. Repeat with
the ‘LastName’ field. Insert spaces between each of these fields.

2/28/2011
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7 ics Report Wizard: Z:\reportsicustomibday.srw
File Edit Yiew Insert Help

CEX

hEE 2 F 4 2R B |aa ~fit ~|] B ru === &
Buery LG}'DUlI SGL ]Ereview]
I N N N S T N T R O N N N O A i‘
—[o
Iz
E ; Pase De n
3 EFirslNﬁme] H frrange | Place EuslumiZEI
- [DeliveryAddress] |Fi|stName ﬂ
A StreetAdd
' [ .ree rese] - [FirstMame] [Middle] [LastName]
N [City] [State] [Zip]
2
3
-4 "Properties A Caption /
X803 Y:334

o

Now remove the empty LastName and Middle fields (select each of them and
press the Delete key). Finally, select the remaining name field, click and hold the
middle ‘handle’ on the right side of the object, and drag until it almost reaches the

red boundary of the label.
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7 Ics Report Wizard: Z:\reportsicustomibday.smw |Z||E|r5__<|
File Edit View Insert Help

hEE @ F 4 BER B |k xho - B ru

Huerny ut l S0L ] Preview ]

I O O T R i‘
0

Label |

§Firsthlame] [Middle] JLastMame]

: [DeliveryAddress]
A [StreetAddress)

- [City] [State] [Zip]

X494 Y47 1 4

Now Execute the report again.
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7 ics Report Wizard: Z:\reportsicustomibday.snw
File Edit Yiew Help

bl =% SRE 44 Page 1 of 1 (3 I 100 R @

Luery ] I__ayout] SOL  Ereview 1

I S i T e S O O O O S O O K R SR i‘

(o
- Michagl Srmith Pat Tumer YWincent Carnpbell
7441 Great Falls 5t 436 Crawford Rd 1119 Horseshoe Ln
1
:— MeclLean WA 22050 Great Falls VA 22090 Potormac WA 22080
3 William Carlin Earl Conover Arthur Duncan
- 9077 Mill Run Dr B822 Harvest Green B083 Greenshboro Dr
2
:— Great Falls WA 22090 Reston VA 22091 MecLean WA 22000
- Donald Mack Jean Miller Dianna Meedharm
N 11634 Mebridge Ct 14631 Flower Hill Dr 30 M Glebe Rd
3
- Restan WA 201 Daktan WA 22080 Arlingtan WA 22050
3 John Peterson Wayne Purdy
4211 N Carlin Spgs 3224 Whey Stone Ct
4
:— Arlington WA 22090 Yienna VA 22000

:' o B

Though there’s still a small gap where the missing middle names/initials would
go, this looks much better than before. We'll take care of the blank line next, and
we can eliminate the remaining gap between names at the same time. Click on
the Layout tab and consolidate all fields into one object, as you did with the three
name fields. The result should look something like this:
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7 Ics Report Wizard: Z:\reportsicustomibday.srw

File Edit W¥iew Insert Help

hed &@¢ +28 Anal

Query  Lavout IEE!L ]Ereview]

érrange] Place Customize ]

| Firzth ame

[FirstMarne] [Middle] [LastMame]

L

Label |

{Firstame] [Middle] JLastName]

X: 575

¥: 74

[DeliveryAddress]
[StreetAddress]
[City], [State] [Zip]

\ Properties ) Caption

< |

5]

Notice the comma inserted between [City] and [State]. Captions on Label objects
in Shazam reports can freely mix literal text and data from your tables, as long as
the number of characters in the label does not exceed 245.

Now delete the empty label objects from the layout and resize the remaining label

object to almost fill the blank.
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7 Ics Report Wizard: Z:\reportsicustomibday.srw
File Edit W¥iew Insert Help

DEed &F s2a B - - pru === €
Query  Lavout IEE!L ]Ereview]

|ﬂ""'I'""1""'I'""?""'I""'S""'I"'"4'""I""'5""'I""'ﬁ =

L

Label |

[Firstilame] [Middle] TLastMame)
- [DeliveryAddress)

I [StreetAddress] .
[City], [State] [Zip]

4 -
X151 Y0 1 4

The Member table in ICS separates addresses into two fields: DeliveryAddress
and StreetAddress, corresponding to address lines 1 and 2. We want to display
line 2 (StreetAddress) data when appropriate, but not leave a blank line when it’s
absent. For this, we use the @ISDATA function.

@ISDATA determines whether a given field contains data and displays or
suppresses it and any other specified text based on that criteria. Syntax for the
function is:

@ISDATA~Text[Data]Text~

where Text can be any combination of literal text characters including carriage
returns, tabs, etc. and [Data] can be any Data field from your query. The ~
character that encloses the string can be found toward the upper left corner of
most keyboards, underneath the Esc key.

Using this function on our mailing label should yield a screen looking something
like this:
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7 Ics Report Wizard: Z:\reportsicustomibday.srw

File Edit W¥iew Insert Help
hEed @F &+ BB
Query  Lavout IEE!L ] Ereview] C -
| &rrange] Place _UStUmIZEl =
[0 N =
L —“ |FirstName j —
z - [Firstiame] [Middle] [LastMame]
3 [DeliveryAddress @I =S0DATA~
- . Streetidd -~
TFirsthlame] [Middle] TLastMame] {Ci{;f]e [Sta{iﬁgp]
- [DeliveryAddress)@ISDATA~ '
I [StrestAddress]~ .
[City], [State] [Zip]
2
-3 -
X580 Y:10 1 3

Now anything between the ~ delimiters will display if there is data in the
[StreetAddress] field, but it will all be suppressed if the field is blank.

We can do the same thing to get rid of the extra spaces for missing middle names:
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7 Ics Report Wizard: Z:\reportsicustomibday.srw
Fil=  Edit

View Insert  Help

DEEd @7 2@

Query  Lavout IEE!L ]Ereview]

Arial

gnange] Place Customize ]

|FirstN arne

[o v =

—[o [Firsthame] @ISDATA~[Middle] ~[Lastame] [—
T |- [DeliveryAddress [EISDATA~
5| [Streetdddress]~

— [City], [State] [Zip]

: [Firstilame] @ISDATR~[Middle]

- ~[LastMame]

I [DeliveryAddress@ISDATA~

: [StrestAddress]~

. [City], [State] [Zip]

2

:_ \ Properties 4 Caption §

L2
-
4

X: 256 Y150

< |

Execute the report to see how it looks now:

7 ics Report Wizard: Z:\reportsicustomibday.srw

K|

File Edit Wiew Help

bEed =24 SRE 44 Page 1 of 1 b M 100z - @

Buery ] I__ayout] SOL  Freview l

|0"|"|"|"1"|"|"|"2"|'| R T T '|'s"|'i‘

[
- Michael Srmith Pat Turner Yincent Campbell
N 7441 Great Falls St 436 Crawford Rd 1119 Horseshoe Ln
1 Mclean, WA 22090 Great Falls, W4 22090 Potornac, WA 22090
I_ William Carlin Earl Conover Arthur Duncan
N 9077 Mill Run Dr 6822 Harvest Green Ct 6033 Greensbhoro Dr
"3 Great Falls, WA 22090 Reston, W& 22091 Meclean, WA 22090
I_ Donald Mack Jean Miller Dianna Meedharm
N 11634 MNebridge Ct 14631 Flower Hill Dr 30 M Glebe Rd
3 Reston, WA 22091 Cakton, WA 220580 Arlington, WA 22090
- John Peterson YWayne Purdy
N 4211 N Carlin Spgs Rd 3224 Whey Stone Ct
2 Arlingtan, %A 22090 YWienna, WA 22090
5
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Extra lines and spaces are gone. We can save the report under a new name, then
add some middle names and street addresses to our data to make sure these
items display correctly i

File Edit View

Help

bed &% 8LkE

Query ] I:ayout] 5oL Breview l

44

Page 1 of 1

b M 100% ~

o

N

I T T T L s A T

Michael Smith
7441 Great Falls St
MecLean, WA 22090

Fat Turner
436 Crawford Rd
Great Falls, VA 22090

YWincent Campbell
1119 Horseshoe Ln
Apt. 7T

Potomac, WA 22090

Williarm A Carlin
o077 Mill Run Dr
Great Falls, & 22090

Earl Conover
6322 Harvest Green Ct
Reston, WA 22001

Arthur Duncan
6033 Greensboro Dr
P.0. Box 1467
McLean, W& 22000

Daonald Q Mack
11634 Mebridge Ct
Box B85

Reston, WA 22091

Jean Miller
14631 Flower Hill Dr
Oakton, WA 22090

Dianna Meedham
30 M Glebe Rd
Atlington, WA 22090

John Peterson
4211 N Carlin Spgs Rd
Arlington, WA 22090

Wayne Purdy
3224 WWhey Stone Ct
Vienna, WA 22090

S

Notice the middle initials and 2" address lines scattered throughout the page.
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Exporting Data from ICS into other file formats

At times you may want to get data out of ICS and into another electronic format.
Examples would include a request from the AFL/CIO for a file containing your
members’ names and addresses, or a text file to use as data for a mail merge from
your word processing program. Exporting data is easy to do using the ICS report
wizard.

We'll use the MemblInfo.srw report in the ICSWin\reports\standard folder as the
basis for this exercise. You could just as easily use one of your own or any of the
standard reports included with ICS.

Under the Reports menu, Select Edit Quick Report. Browse to the ‘standard’
folder and select ‘MembInfo.srw’.

7L Ics Report Wizard: Z:\reportsistandardiMembinfo.srw
File Edit ‘iew Insert Help

el =@ ¢ B R FEE

Query ll_.ayu:uut] SOL ] Ereview]

bk 55M Employer
b LastMame b EmpMame
I FirztM ame w ErmpLinel w

-
1 | v

Lazttame FirztM ame |Middle |De|ivery.-‘-‘-.ddless |Stleetﬁ.ddres ~
o L MEMEER MEMEER MEMEER MEMEER MEMEER
Field 55HM LastMame FirstM ame Middle Deliverwdddress Streetdddre:
Show  |Show Shows Shows Shows Shows Shows
Sort
Fiker 1 |="111-11-1112"
Filter 2
Filker 3
Filker 4 e
< »

Remove any unwanted filters. In this case the filter on SSN should be removed.
Then click on the Preview tab to execute the query and see the data.
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7 ics Report Wizard: Z:\reportsistandardiMembinfo.srw
File  Edit

bl =% SRkE

Query ] I__ayout] SOL  Ereview 1

o

Help

4 4

Page 1 of 103

b Bl 100z ~

@

I S i T e S O O O O S O O K R SR i‘

10/16/2007 Member Information for Samuels, Peter
SSN : 000-00-0001 Card # : X000043
Member Type: A Address: 15971 Holly Hill Rd

Report Code
Class:

Status:

Ethnicity / Gender
Basic Paid Thru:
Work Paid Thru:

Local Number:

Dues Balance:

Init Fee Due

Init Fee Paid

Init Fee Balance Due:

Comment:

Jour, Wireman

A

122002

2401

K|

Employer:
Birth Date:
Seniority Date:
Init Date:

Last Activity / Date:

Spare 1:
Spare 2:
Spare 3:
Spare 4:

Dumfries, %A 22070

01/06/1945

02011974

Click the ‘Preview Grid’ button on the toolbar to view the results in grid form.
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File Edit View

bEed 2% 2LE 44 Ready P M @
Query ] I__ayout] SOL  Ereview 1

Szn |LaslName |FilslName |Middle|DeIive|_v\Addless StreetAddiess City Stab A
p|000-00-0001 | 5 amuels Peter 155971 Holly Hill Rd Dumfries iy
" |oonon-o002 S avper Pam 3115 Kings Ridge Ln Springfield Wi,
B 000-00-0003 | Secatt Temy 7117 Burning Tree Dr Vienna R
B 000-00-0004 | Shipley Ken 7102 Park Dr Arlington Wi
" |oonon-0005 Simpzon John 207 Lake Meade Dr Vienna WA
B 000-00-0008 | Smith Sandy 8011 Sleepy Hollow Rd Faliz Church iy
| 000000007 Smith Glenda 412 Seneca Ridge Dr Sterling Wi,
" | oon-00-0008 | Stk Michael T441 Great Falls St Mclean W
B 000-00-0003 | Sparks Patrick 2117 Halter Ln Herndon Wi
| 000000010 | Stanton Gearge 1117 Crozs Schall Dr Aszhburn W
B 000-00-0011 | Sweeny Doris 2019 5hana Place Buike iy
" |ooo000m2  Thomas Roze E106 Oakspring 'wWay Reston Wi,
" | 000000013 | Tumner Pat 4326 Crawford Rid Gireat Falls W
B 000-00-0014 | Wazquez Edward 9126 Leesburg Pike Faliz Church Wi
| | 00000015 webh Carol 519 Florida Ave Hermdan W,
" |oon00-0mB welsh william 3322 Geo Marshall Dr Falls Church WA
|| 000000017 |white Janet 2515 Elden Street Herndon W
| oon00-0ms wiliams Carl E113 Garden'»/all Ct Reston W,
" |oo000:0m3 | wonds Thomas 313 Woodburn Rd Annandale WA
" |oo0-00-o0z0 ‘Y'eager tdany 1519w estereek Dr Springfield W
" |100000013 woods Thomas 1223 Quince 5t Olympia R
1111112 Adams Dennis 4109 South Glebe Rd Arlington Wi,
1111111113 ndersan Drawn 1211 5 Scott 5t Burke W,
B 111111114 | Arington Jack 415 oakum Plwy Ashton Wi
111111115 Ballard Peter 8024 Potomac Vista Dr Great Fallz W,
111111118 [ Baret Liza 9337 Penderview Dr Fairfax WA
B 111111117 | Becker Lee 4117 Washingtan Blvd Arlington iy
B 111111118 | Bennet Robert 4501 Lincaln ' ay MecLean iy
B 111-11-1113 | Bickel Catherine 3174 Spring Tree Dr Ashburn Wi
] Blurmburg David 5178 Lartan Dr Lartan W
" |ze222-2222 |Brown Marbe F017 Crown Point Rd Eurke WA
: 222-22-2223 Bruno John 408 Greenbriar 5t Arlington WA
<0\ ¥

Now, from the File menu, select Export.

File Type

File Mame

Cancel

Help

from the File Type drop-down list, select ‘Comma Delimited (*.csv).
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Export ['>__<

File Type ak.
|dBaze table [+ dbf] -]

dB aze table [*.dbf)
Paradox table [*.db]
Shazam Report [*.shz

Cancel

Comma D elimited [*,cav]

T ab Delimited [*.tab] Help

Click the ... button next to the File Name box and browse to the location where
you’d like to save the file. We'll save it to the desktop in this example, and name
the file aflcio.csv.

Select File Name

Savein: | (& Desktop ﬂ = =¥ ER-
@My Dacuments aI:u:.u:sv

:} My Computer athruh.csv

%My Metwork Places Ithruq.cs'-.f
IC31Cs TOOLS

| Openoffice.org 2.1 Installation Files
|=)Unused Deskkop Shorkcuts

File narne: |aflcin.csv
Save as hype: |I:|:|mma Delimited [* cav) ﬂ ﬂ

Click Save, then click OK from the Export dialog. You should get a message
similar to the following:

Infarmation [‘5_(|

i J CADOCUMERTS AMD SETTINGSIPATRICKIDESKTORAFLCIO, CSY has been successfully created,

Click the ‘- button in the upper right-hand corner of your screen to minimize ICS.
Minimize any other windows that may be open so the desktop is visible. Locate
‘aflcio.csv’ and double-click to open.
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M 4 » | M} aflcio /
Ready

<]

File Edit Yiew Insert Format Tools Data Window RCS Help ;Iilﬂ
DEeEs SAY & BB @ = £ 42 || P oo - @), | Al -m - |B U B.A. ?
Al | =| Ssn
A B © [} E F G H | d K L i} N o =
1 |Ssn .LastName FirstMarme Middle DeliveryAd StreetAddr City State Zip MemberTy Sex LocalMurmt StatusCod CardMurnb|BithDate (5
2 000-00-000 Samuels  Peter 15971 Holly Hill Rd | Dumifries WA 22070 A 2401 A ¥000043 | 14641949
3 000-00-00C Sawyer  Pam 3115 Kings Ridge Ln | Springfield YA 22090 A 2401 A #000044 | 771471952
4 000-00-000 Scott Terry 7117 Burning Tree Dr Wienna WA 22090 BA 2401 A 1000034 B7A947
5 000-00-00C Shipley  Ken 7102 Park Dr Arlington WA 22090 BA 2401 A 1000035 3/29A1252
6 000-00-00C Simpson John 2017 Lake Meade Dr ienna WA 22090 BA 2401 A 1000036 31141957
7 000-00-00C Smith Sandy 8011 Sleepy Hollow R Falls ChunvA 22090 A 2401 A #000045 | 5481959
g 000-00-00C Smith Glenda 412 Seneca Ridge Dr Sterling WA 22090 BA 2401 A 1000037 12/3/1354
9 000-00-00C Stnith Michael 7441 Great Falls 5t |McLean WA 22090 BA 2401 A 1000038 s
10 000-00-00C Sparks  Patrick 2117 Halter Ln Herndon WA 22000 A 2401 A ¥00O0046 | 1/1/1963
11 000-00-001Stanton  George 1117 Cross Scholl Dr Ashburn WA 22070 FP 2401 A MNMOD00B | 57181966
12 000-00-0013weeny  Doris 2019 Shana Place  Burke W 22090 BA 2401 A 1000039 972711942
13 000-00-001Thomas  Rose 6106 Oakspring ¥Way Reston WA 22091 BA 2401 A 1000040 2720A1936
14 000-00-001Tumer Pat 436 Crawford Rd Great FallsWA 22090 A 2401 A KOO00AT | fedsis
15 000-00-001%azguez  Edward 9126 Leesburg Pike |Falls Chun'vA 22090 BA 2401 A 1000041 11/8A1262
16 000-00-001%ebb Carol 518 Florida Ave Herndon WA 22090 BA 2401 A 1000042 31141248
17 000-00-001%elsh William 3322 Geo Marshall DrFalls ChunvA 22090 A 2401 A A000045 | 7/241947
15 000-00-001%vhite Janet 2515 Elden Street |Herndon WA 22090 BA 2401 A 1000043 9/4A1249
19 000-00-001Williams  Carl 5113 Garden Wall Ct Reston WA 22091 BA 2401 A 1000044 3/2A1946
20 000-00-001%Woods — Thomas 3113 Woodburn Rd | Annandale WA 22000 A 2401 A ¥000043 | 3/28/1945
21 000-00-00Z Yeager  Mary 1519 Westcreek Dr | Springfield VA 22090 A 2401 D X0000s0 | 111952
22 100-00-001%oods  Thomas 1223 Quince 5t Olympia WA 98506 A 2401 A ¥000400 | 3/28/1945
23 111-11-111Adams  Dennis 4109 South Glebe Rd Arlington WA 22090 A 2401 A ¥000001 | 141141950
24 111-11-111Anderson | Dawn 1211 S Scott 5t Burke WA 22090 A 2401 A #000002 | 2/5/1851
25 111-11-111Amington Jack 415 Yoakumn Phwy  Ashton WA 22070 BA 2401 A 1000001 4181925
26 111-11-111Ballard  Pster 8024 Potornac Vista [ Great FallsWa 22090 A 2401 A #000003 | 74641549
27 111-11-111Barrett Liza 9337 Penderview Or |Faifax WA 22090 A 2401 A #000004 | 54841530
28 111-11-111Becker  Lee 4117 Washington BlviArlington WA 22090 BA 2401 A 1000002 77241254
28 111-11-111Bennet  Robert 4501 Lincoln Way  |Mclean WA 22090 A 2401 A #000005 | B/22/1962
30 111-11-111Bickel Cathertine 3174 Spring Tree Dr Ashburn WA 22070 A 2401 M ¥00OOOB | 1/2/1947
31 222-22-222Blumburg  David 5178 Lortan Or Larton W 22090 BA 2401 A 1000003 | #Rae
32 Z22-22-272 Brown Marbe 7017 Crown Point Rd Burke W 22090 FP 2401 A MNMODO01 | 2/3/1961
33 22222222 Brung John 408 Greenbriar St Arlington WA 22090 A 2T HoO0ooo?7 | BA1/1961
34 222-22-277 Burger Cheryl 3611 Lee Landing Dr |Falls ChurvA 22000 A 2401 A ¥00000a | 41141971 -

MU

If Microsoft Excel is installed on your computer, the file will probably open as
above. Otherwise, it will probably open in Notepad:
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B aflcio.csv - Notepad E@@

File Edit Format View Help

Ssn,LastName, FirstMame,Middle, beliveryaddress, Streetaddress, City, State,21p, Membar Type, Sex, LocalNumber, StatusCode, Card A
Number, BirthDate, SeniorityDbate, Homerhone, Emphame, Class, Report Code 1, Comment,Init Date,Init Due,Init

Paid, IntheeBa1ance Rate, DuesPdThruDate wor PdThrubate, buessalance, Last activity,Last activity

Date, Race, Sparel Sparez Spare3 Spare4 Sex_l

000 -00- 0001 Samue1s . Peter ,' "15971 HD11y H111
Rd Dumfr1es ,‘VAI 22070 Y2401, AN, "x000043 ", MOLA06,/1040", M L, Y, t0e /00 /1974, , L2 /2002
o
',"Pam', 3115 Kwngs R1dge
22090 24017, AN, Mx000044 ", 0T /14 /1952, L Y, toe 001884, L "10/20
"Terr . ,"711? Burn1ng Tree
or'," v1enna " "22000" ‘2401" 1000034 06/07/1947“,”“,””,“Faﬁrfax
Cab1e","l 09/01/1971 nnlys shLsz00ah, g, e, e ek e e e
'000-00-0004" Sh1p1ey ‘Ken" ?102 Park
or" Ar11ngtun 22090 , , 2401 1000035 03/29/1952",”“,”“,"Si]ver spring
E]ectr1c i o 09/01/19? " Ny S
"000-00- 0005", " 1mpson "31ohn"
or", v1enna ," ”,“22090 , 'BA ”09/01/1957“, vt s lver spring
E1ectr‘|c v '10/01;1979 7 02 L e e
" 000-00- 000 mith” Sandy' TBOLL sleepy HDT Falls
Church” 22090 2401 al x000045 05/06/1959 " s ver Spring
E]ectr1c l' 09/01/1980 l? a, 12/20 ,",””,””,"”,"'
"000-00- 0007" Sm1th "Glenda" ," 412 Seneca Rwdge
or, " Ster’"l‘lng", val ,"2z080" PV TLOO003T, L2 00 LR, N, L e 0L ALOTR Y, L ., e 2002
CICICI OO OOOB 7441 Great Fa'I'IS
st McLean . , '2401 1000038 10/21/1950“,”",”“,”Restum
E]ectr1c y l',” 10/01/1975 , 01/2003 L0, S e
"000-00-0009", Sparks . Patr1ck ‘2117 Ha1ter
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Either way, the file is now ready to be sent or processed further.
Basic Report Layout — Placing Text and Data on a Page, Formatting,
Page Headers and Footers

By now, you've experimented with several different ways of getting the data you
want from your ICS database. But what we've done so far has always returned the
data in a grid. In order to make it more readable and useful, we can use the page
layout features of the Report Wizard to improve the way we can view the data.

Lets take, for example, an employer report. You want to know how many people
are working for each contractor who employs people from your local. Start by
opening a new report and adding the member and employer tables. Select the
SSN, LastName, and FirstName fields from the Member table and the Employer
and EmpName fields from the Employer table.
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Click the Preview tab and see the following message:

Error [‘5_<|

@ Error; The [Member] table is not joined

All tables included on the Query tab must be joined in order for the query to
work. Click on the Query tab to create the join.

In order to join the tables, we need to determine the relationship between the
tables. Since employers are uniquely identified in the Employer table by the
Employer field, and there is an Employer field (not unique) in the Member table,
we can use that. Find the Employer field in the Member table, click and hold on
it, and drag your mouse pointer over to the Employer field in the Employer table.
This should join the two tables as seen below:
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Now if you click the preview tab, the query will execute and bring up a list of
members and their corresponding employer information:
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S5&n | LastMame | FirstHame Employer | EmpMame L)
l 000-00-0003 | Scott Termy 2 Fairfax Cable
n 000-00-0004 | Shipley Ken 4 Silver Spring Electic
n 000-00-0005 | Sirmpzon Jahn 4 Silver Spring Electric
n 000-00-0006 | Smith Sandy 4 Silver Spring Electric
| [000-00-0008 | Smith tichael 1 Restan Electnc
n 000-00-0010° | Stanton George 3 GE
n 000-00-0011 | Sweeny Droris ] Acme Toolz
n 000-00-0012 | Thomas Roze 4 Silver Spring Electnc
n a00-00-0013 | Tumer Pat a] Acme Tools
n 000-00-0014 %W azques Edward 2 Fairfax Cable
| [000-00-0015 webb Caral 5 Acme Tools
n 00-00-0016  Mwelsh ‘Wwilliarm 1 Reston Electric
| |000-00-0018 wiliams Carl 3 GE
n 000-00-0019 'woods Thomas 4 Silver Spring Electric
n 000-00-0020 | Yeager GET 2 Fairfax Cable
111111113 Anderzan Dawn 1 Restan Electric
n 111-11-1114 | Anington Jack 2 Fairfax Cable
| [111-11-1115 | Ballard Peter 1 Restan Electnc

111111116 Bamett Liza 2 Fairfax Cable
: 111111117 Becker Lee 2 Fairfax Cable
| [111-11-1113 | Bickel Catherine 1 Restan Electnc 2

This looks better, but there’s still a problem. At the top of the screen, you’'ll notice
that 72 records were found. The sample database used for this exercise contains
over 100 members. Where did the other members go?

The answer lies in the join between the two tables. Doing a simple click and drag,
like we did, returns only records that have a match on the join field, in this case,
Employer. 30 members or so exist in the Member table and either have no
employer listed, or list an employer with a code that does not exist in the
Employer table. Because the ICS program generally prevents selecting an
employer who does not exist in the table, the issue is most likely missing
employer data in the member table. We can make these members show up in our
list by returning to the Query tab and editing the join.

Click on the query tab, then click on the join between the two tables (the thin line
connecting them). The line should look a little bolder after you click it. Now click
your right mouse button and select ‘Edit Join’ from the menu that pops up. A
‘Join Tables’ dialog should appear:
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Join Tables

Member ak.
Employer

Cancel

w |Is Equal To ﬂ
Delete

Employer
Employer Help
Join Type:

, Return matching recordz from both tables.

Heturn all records from “Member” AND only
matching records from “E mployer”

Return all records from “Employer” AND
only matching records from “"Member”

We want to select the second option, ‘Return all records from “Member” AND
only matching records from “Employer™. This will give us all members,
regardless of whether they have a matching employer in the employer table.
Select this option under ‘Join Type’ and click OK.

Join Tables

Member ok
E mployer
e E R
w ||s Equal To j

Delete
E mployer
E mployer Help
Join Type:

Heturn matching records from both tables.

Heturn all records from “"Member" AND only
matching records from “E mployer”

Return all recordzs from “"Employer™ AND
only matching records from “Member”

Now click the Preview tab:
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S5&n | LastMame | FirstHame Employer | EmpMame L)
| #{000-00-0001 | Samusts Peter
n 000-00-0002 | 5 avayer Pam
n 000-00-0003  Scott Tery 2 Fairfax Cable
n 000-00-0004 | Shipley Ken 4 Silver Spring Electric
n 000-00-0005 | Simpzon John 4 Silver Spring Electnc
n 000-00-0006 | Smith Sandy 4 Silver Spring Electric
| |000-00-0007 | Smith Glenda
| [000-00-0008 | Smith tichael 1 Restan Electnc
n 000-00-0009 | Sparks Patrick
n 000-00-0010° | Stanton George 3 GE
n 000-00-0017 | Sweeny Donig ] Acme Toolz
n 000-00-0012 | Thomas Riose 4 Silver Spring Electric
| |000-00-0013 | Turner Pat a] acme Tools
n 000-00-0074  Wazquez Edward 2 Fairfax Cable
n a00-00-0015  wWebb Caral a] Acme Tools
| |000-00-0018  welsh “William 1 Restan Electnc
| |000-00-0017 fhite Janet
| |000-00-0018 | Mwilliams Carl 3 GE
n 000-00-0019 Woods Thomas 4 Silver Spring Electnc
n 000-00-0020 | Yeager GET 2 Fairfax Cable
| |100-00-0013 'woods Tharnas -

As you can see, there are now 101 records found, and several of the Employer and
EmpName fields are blank. These are the members who were previously
excluded due to missing information.

Now that we have the data we want, let's see if we can improve on the grid that
we're seeing. Click on the 'Layout' tab to bring up the following screen:
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The white rectangle represents the page, as you might imagine. It is divided into
several sections by horizontal blue lines. The sections shown here are:

Report Header/Footer: Anything placed in these sections will appear at the top
(header) or bottom (footer) of the report only.

Page Header/Footer: Anything placed in these sections will appear at the top or
bottom of each page.

Detail o: This is where most of the report data goes. Items placed in here will
appear once for each record that your query returns. So in the current example,
this section will appear 101 times.

To get started here, let's put some data on the page and see what happens. Right-
click on the page and select 'Place Objects'.
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The items in the white panel represent the data items available for placement on
the report. Adding or removing fields from the query will change the items that
appear on this list.

The icons on the left side of this window represent other, non-data items that can
be placed on the report. Moving your mouse pointer over any of these will cause
it's description to be displayed in the lower left corner of your ICS screen (the
main ICS window, not the report window). We'll cover these later in the exercise,
but let's stick with the data for now.

For now, let's place all our data in the detail section. Click on the 'Ssn' line in the
Page Designer and drag it over into the 'Detail 0' section of the report page:
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Notice that two rectangles appear on the page. The bottom one, enclosed in
square brackets, will be the actual data from your query. The top rectangle,
containing the text 'Ssn' with no brackets, is a label and will be displayed,
literally, as the text 'Ssn'.

If you wanted just the data without the label, you could uncheck the
'Automatically caption fields' box in the Page Designer. This is often useful, but
we'll leave them in for now. Place the rest of the available data fields in the 'Detail
0' section of the report.

2/28/2011 Pg. V-63



7 1cs Report Wizard

File Edit View Insert Help
DEE 2F +2R B | M- s7sru sEE @
Query iLa U] SO0 ]Ereview]
[orr iy Ty g "5"|"I'slllrlllsl"|'ﬂ
o
u -
g |-
-
e |1
g |-
T |z
<
g [
g |2
=
@ |
g
= u—
o Employer
E 3 San LastMame [Ermplayer] EmpHlame ]
Cl [Ssn] [LastMarne] Firsthame [Emphiame] 1
- [FirstMarne]
s I
E |
e
e |-
=
T
3 |-
g5
=]
i el
@
=
g |-
6
Report Header X: 392 ¥:11 4

Now click 'Preview' to look at your work so far:
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This looks pretty sloppy. There's a big gap at the top of the first page, and smaller
gaps at the top and bottom of all other pages. Every item is labeled, and the data
items are uneven. And too much space is devoted to each line item in the report.
There's alot we can do to fix this. Back to the 'Layout' tab.

First of all, let's set up so our labels appear only once per page. This can easily be
done by clicking and dragging them up to the 'Page Header' section.
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Now we need to line things up a little better, and tighten up our sections so they
don't take up so much space. Clicking and dragging the ruler at the top of the
page will bring out a light blue horizontal guide that can be used to line things up.
Bring out one of these lines and place it just under the top line of the 'Page
Header' section. Bring out another one and place it just under the top line of the
'Detail o' section.
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Now if you move your data items and labels near these guides, they will 'snap'
into place with their edges on the line.
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We can also create vertical guides to by clicking and dragging the vertical ruler on
the left side of the page. These will help line up the labels with the data items:
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Finally, we need to shrink the Page Header and Detail o sections so they don't
take up so much space. Move your mouse pointer to the bottom border (dark blue
line) of the Page Header section so that it changes appearance from an arrow to a
double line with small arrows pointing up and down. Click and drag to move the

line to just underneath the labels:
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Now do the same to the line at the bottom of the Detail o0 section, then click on
the Preview tab:
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- Ssn LastName FirstMarne Employer Emphlarme

2 000-00-0001 Samuels Peter

- 000-00-0002 Sawyer Parm

:_ 000-00-0003 Scott Terry 2 Fairfax Cable

- 000-00-0004 Shipley Ken 4 Silver Spring Electric
3 000-00-0005 Simpson John 4 Silver Spring Electric
- 000-00-0006 Smith Sandy 4 Silver Spring Electric
- 000-00-0007 Smith Glenda

_4 000-00-0008 Smith Michael 1 Restan Electric

- 000-00-0009 Sparks Patrick

- 000-00-0010 Stanton George 3 GE

z 000-00-0011 Sweany Daris a Acme Tools

55 000-00-0012 Thomas Rose 4 Silver Spring Electric
:— 000-00-0013 Turner Pat 9 Acre Tools

:— 000-00-0014 Wazguez Edweard 2 Fairfax Cable

:‘ 000-00-0015 YWebb Carol =1 Acrne Tools

;6 000-00-0016 Welsh William 1 Reston Electric

W 5

Not perfect, but much better than before. The information looks much more
organized, and the number of pages has dropped from 15 down to 4 because of all
the wasted space that was eliminated. There are still some things we can do to
make this more readable, though. Setting the column headings apart from the
data would be helpful, as would some kind of title information telling the reader
what the report is all about. There's also not much order to the data — line items
appear to be in order of SSN, but that doesn't mean much to the reader. Let's go
to the layout tab and fix some of these things.

First, let's improve the column headings. Making them bold and underlining the
text would set them apart from the data underneath. Click on the 'Ssn' label to
select it, then click your right mouse button and select 'Customize Objects' from
the menu that pops up. You'll end up with something like the following:
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To customize the text style, click on the font name (Arial, in this example) in the
Page Designer 'Customize' tab. A square button with an arrow pointing right will
appear in the 'Font' cell. Click it to bring up the Font properties window:
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This allows you to select the font, style, size, and other effects of the text in the
selected label. Click on 'Bold' in the Font Style panel, and check the 'Underline’

box in the 'Effects’ section. Click the OK button and your label will change to look
like the following;:
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Now we need to do this with the rest of the labels. You could go one by one, but
there's a faster way. Click on the 'LastName' label, then hold down the Shift key
and click one-by-one on the remaining labels. They should all be selected:
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Now repeat the procedure you used to change the appearance of the 'Ssn' label.
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One last thing here — our label text. Right now, we've got the field names from the
member and employer tables. These are useful for identifying data in the tables,
but not great for displaying it on the page. Let's fix them up.

Click on the 'Ssn' label to highlight, then right click to bring up a pop-up menu.
Select 'Edit Caption'.
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Now, without closing the Page Designer, click on the 'LastName' label. In the
white panel, type a space between 'Last' and 'Name':

i Page Designer SIS

grrange] Flace Customize l

| Lasth ame Caption ﬂ

Last Name

{F'ru:uperties ',:'-,I:.Eu:utiu:unjuIr

Continue with the remaining labels, changing 'FirstName' to 'First Name',
'Employer' to 'Employer Code', and 'EmpName' to 'Employer Name'.

Your screen should look something like this:
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To finish up the formatting here, we'll add a header at the top of the report.
Right-click on the page and select 'Place Objects'. Click the button marked 'L' on
the left side of the window, then click in the 'Report Header' section of the page.
This will place a label there.
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Click the label and drag it to the top left corner of the page (just inside the red
lines). Then click on the lower right corner of the label and drag to expand until
it fills the entire width of the Report Header section, and about half of the vertical
space. You'll see why we're doing this in a moment.
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Now right-click on the label and select 'Edit Caption'. Highlight the text 'Label' in
the large white panel of the Page Designer window, and type in the following:

% Page Designer, |Z||E|[z|
grrange] Place Customize l
|Labell |
Lacal 2401
List of Members with Emplayer
Infarmation
EF‘ererties ,':'-,|:a|:|ti|:|r1,-'r

Now click on the 'Properties' tab at the bottom of the window. Click on the setting
for the 'Alignment' property and select 'Center'. Then click on the setting for the
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'Font' property and change the Font Style to Bold and the size to 14. Click the OK
button. Your screen should look something like this:

7 ics Report Wizard: C:\icswinkre ports\custom\Employer. s

File Edit Yiew Insert Help
D 827 2@ B |sa e zujsss ©
t] T ] Ereview]
'\'1'I'2'I'3'I'4'I'5'Iﬁ'l'?'l'a\""i‘
0
= Local 2401
% - . List of Members with Employer Information .
-
£ |1 n [ L
s |-
o
-3
= | SSN Last Name Arrange | Place Qustomize} Employer Name
s |2 [Ssn] [Lasthame] [ | Yver] [Empllarne]
5 |- Dimensions S
§ - Top kil
= -
E - Left kil
E 3 Height 71
— |- width 7aa
5 |- Color
g - Background  |‘white |
E N Foreground Black
z s Label
—1 Alignment Center
z Fart
: v
:5 \ Properties ACaption / =
Report Header X206 Y:19 a 3

Now click on the bottom border (dark blue line) of the Report Header section and
drag it up near the bottom of the label you've created there:
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The layout looks pretty good now. Before previewing our results, let's go back to
the query tab and change the sorting.

The report is currently sorted by SSN, the default for member records. This
doesn't really help us too much in this case. It would help here if the members
were sorted by Employer Name, then by Last and First names within those
employers. To do this, we need to rearrange our data columns a bit. Click on the
column headers and drag until your query looks like the following:
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Now double-click in the 'EmpName' field to bring up the Value Editor. Click on
the 'Sort' property and select 'Ascending'. Without closing the Value Editor, click
on the 'LastName' column in your query, then go to the Value Editor window and
set its 'Sort' property to 'Ascending'. Repeat for 'FirstName' and close the Value
Editor. Your query should look like this:
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Click the Preview tab to see the results:
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This looks much better. Items are sorted in a way that makes sense to the user
(members without employers are listed first, so items on the first page or so have
blanks in the Employer Code and Employer Name columns), labels are
distinguished from data, and the heading helps us understand what the report is
all about.

There is much more that we can do with this report using Shazam's layout
capabilities. We'll further improve upon this report in the next exercise.

Grouping and Counting — Employer and Job Class Information

Sometimes you want more than just a filtered or formatted list from your ICS
data. You may want to know how many of your members work for a certain
employer, or how your membership is divided into job classifications. You could
create a list and total them up yourself, but that requires work every time you
want new count, and does nothing to present the information in a readable
format. The ICS report wizard can help you see this information the way you
want it.
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We'll continue with the member/employer report from the last exercise, but now
we'll improve it to group by employer and give us counts of the number of
members working for each employer. For the summary we want, the data must
be sorted in the query tab by the summary field(s). Since we’re going to be
summarizing based only on employer for now, we’ll make sure the Employer field
is sorted. Fortunately, we already did this in the previous exercise.

Now we need to tell our report to group based on employer. To do this, we need
to add sections to our Layout.

Click on the Layout tab. You should see your report layout, divided into several
sections: Report Header, Page Header, Detail 0, Report Footer, and Page Footer.
In order to summarize our data by employer, we want to add Group Header and
Footer sections.

Place your mouse pointer anywhere on the page and click your right mouse
button. Select ‘Arrange Sections’ from the menu that appears.

% Page Designer, Q|ﬁ|@

Arrange lEIace ] Eustnmize]

RH ki~
PH | Page Header
D0 Detail 0

RF | Report Footer
PF |Page Footer

Add Delete

Click the ‘Add’ button.
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It’s a little hard to tell, but all of the options shown here except the Group Header
and Footer are colored gray, meaning the Group Header and Footer are the only
options available. Click the check boxes next to both of them to select and click
the ‘Next’ button:

Sections Builder PX|
Select Fields to Group on
@ A report can have up to 10 Groupz. The current report has 0

Groups.
Select fields below to add additional Groups.
Available Fields Selected Fields
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o Employer 3>

-

O <

L= <<

o

d Help < Back Hent » Cancel

To group by employer, click on the EmpName field to highlight and click the >’
button to move it into the ‘Selected Fields’ section. You could add more groups at
this stage, but we’ll leave it at one for now. Click ‘Next’:
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Sections Builder.

Confirm Choices
@ You have requested to add 2 zections. as follows:

1 Group Header and 1 Group Footer

Presz Finizh to implement your requested changes.

Press Back to modify your requested changes.

ﬁ Pressz Cancel to abort all requested changes.
-
oL Help < Back Cancel

Verify your selections. If they look incorrect, click the ‘Back’ button to revise.
Otherwise, click ‘Finish’ to proceed. Your screen should look something like this.
We'll focus on the Group Header and Footer sections for now.
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Now we can add our summary data. Bring up the Page Designer, click the ‘Place’
tab, uncheck the 'Automatically caption fields' checkbox, and add EmpName to
the GH:Employer section. This will create an employer name heading for each
employer group.

To get the member count for each employer, we need to use a calculated field. In
the ‘Calculate Field’ drop-down near the bottom of the Page Designer form, select
‘Count’. Now we need to decide what to count. In this case our best choice is SSN,
since every member listed will be required to have one. Click on the 'Calculate
Field' dropdown at the bottom of the Page Designer and select 'Count'. Then click
on SSN and drag it onto the GF:Employer section of the page.

Now use the vertical alignment guide to line these up a little to the left of your
member data fields. Move the dark blue lines at the bottoms of the GH:Employer
and GF:Employer sections up to remove some of the empty space. Change the
Font style for the items in GH:EmpName and GF:EmpName to Bold. Your screen
should look like this:
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Now close the Page Designer and click the preview tab to look at the report.
Here’s the second page:
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- T11-11-1118 Barrett Liza 2 Fairfax Cable -
| o

The second page is shown here because the first page is composed of members
with no employer.

It’s a start, but there’s definitely some work to do. The group header and footer
summary information, while useful, could be a little more clear as to what the
data means. And we have a heading only at the top of the report. We could use
some page information, too, maybe including a page count. So let’s clean it up
and make it look better.

Click on the Layout tab. Click on the ‘@Count([Ssn])’ object in the group footer,
press Ctrl-C to copy, and Ctrl-V to paste. This will create a copy of the object on
top of the original. Drag this into the Report Footer section below and to the left
of the original. Edit the Caption to read ‘Total for All Employers: @Count([Ssn])’,
change the font to Bold 14-point, move the label to the upper left corner of the
Report Footer section and resize it so the entire label text is visible, and resize the
section to just fit the label.
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Edit the caption in the Group Footer label to read ‘Total for employer
[EmpName]: @Count([Ssn])’. Size the label to display the entire text, and resize
the section if necessary to just fit the label.
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Now we can add some report and page information. Right-click on the page and
select ‘Place Objects’, click on the ‘L’ on the left side of the dialog, then click in the
Report Header section to place a label object. Move it into the upper left corner of
the section and expand it so it covers the entire section without touching or
overlapping any of the section boundaries.

Finally, we’ll add a page number — right-click on the page, select ‘Place Objects’,
and add one each of the bottom two objects in the left edge of the dialog to the
page footer section (page number and page count). Click on the @PageNo object,
then click the ‘Customize’ tab at the top of the Page Designer window and the
‘Caption’ tab at the bottom. Add the text ‘Page’ to the beginning of the caption
and the word ‘of” at the end, and copy the text from the @PageCount onto the end
so the full text reads ‘Page @PageNo of @PageCount’. Change the font to 8-point,
alignment to Right, close the page designer, and delete the page count object.
Move the page number label to the top right of the page footer and resize it if
necessary to display the full text. Resize the page footer section so the label just
fits. The finished layout should look something like this:
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Click on ‘Preview’, to see your results:
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L ]

A few more things we can do here...let’s say we want to further categorize the list
into job classifications within each employer. No problem...but we need some
more information first. Click on the Query tab and add the JobClass table.

Like any other table, this one has to be joined in order to be used. In this case, the
Class field in the Member table corresponds to the Code field in the JobClass
table. We should also make sure that the query returns all members even if they
have unknown or missing job class information.

Click on the Class field in the Member table and drag so the mouse pointer is

over the Code field in the JobClass table. This should draw a line between the two
fields. Right-click on the line, select ‘Edit Join’, and select ‘Return all records
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from “Member” and only matching records from “JobClass™ as the Join Type.
Then add Code and Classification fields from the JobClass table to the query and
change the Sort type on both to Ascending. The query should look like this:
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Now go to the Layout tab and add a JobClass group header and footer. Right-
click on the page, select ‘Arrange Sections’. Click the ‘Add’ button, then check
‘Group Header’ and ‘Group Footer’ in the Sections Builder dialog. Click ‘Next’.
Click on the Code field to highlight and then the ‘>’ button to move it into the
‘Selected Fields’ box. Click the ‘Next’ button, verify your selections, then click the
‘Finish’ button to implement your change.

Now, to fill in your new sections, open the Page Designer and click on the Place
tab. Uncheck the ‘Automatically caption fields’ box, and click and drag the
Classification field into the GH:Code section. Place it near, but not touching, the
top line in the section and line it up where you want it to display (between the
employer heading and the detail data, horizontally, is a good choice). Resize the
section so the label just fits.
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Make a copy of the label object inside the GF:Employer section and move it to the
GF:Code section. Edit the caption of the label to read ‘Total [Classification] for
employer [EmpName]: @Count([Ssn])’. Move the label to the top of the section,
line it up with the label in the corresponding group header, and resize the section
so the label just fits.

Before you finish this up, you should probably also change the report title to
reflect the new information in the report. Select the Label object in the Report
Header and edit it’s caption to read ‘Local 2401 - Members Grouped by Employer
and Job Classification‘. Once you've finished, your layout should look something
like this:
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And when you click the Preview tab, you should see:

Pg. V-98 2/28/2011



: C:Vicswin\reportshcustomAEmployer.smw

File  Edit  \iew

Help

bed @2¢ SRE 44

Huery ] La}lout] 5OL  Preview ]

Page 1 of § > M

Lacal 2401

List of Members with Employer Information

L]
L)
=

Ernplayer:
Jour. Wireman
111 111 112
111-11-1118
222222222
222222220
FIF-FI-3334
G54-32-1321
444 444444
444444440
555-55-5556
TITTTITIS
$55-38-3589
000-00-0007
000-00-0009
000-00-0017
100-00-0018

Last Hame First Hame Ermployer Employer Harme
Adams Cennis
Bennet Robert
Birawn Marbe
Cohen Bewerly
Curny Wirginia
Dt Sdaf
Cruffy MNaneoy
Gant Haowuard
Haymaon FPeter
hd ay Brian
Obrien James
Smith Glenda
Spats F atrick
White Janet
Woods Themas

Total Jour. Wireman for Employer @ 15

Technician
222222224
555-55-5554
$55-35-2831
000-00-0002
G5465-4554
Total Technician for Employer :
Lireman
2RE-2R-2223
999-09-09094
000-00-0001
Tatal Lineran for Employer @ 32
Azsembler
PRRZ2-P2ER
555-55-9552

Burger
Green
heade

Sannyer
Meber

Bruno
FPurdy

Samuels

Clifford

Glass

Chenyl
Earl
Ernast
Fam

Susan

John
W ayne
Feter

Alex

Kay

page 1 o15

A few adjustments that could be made to this report...
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Starting a separate page for each category

If you want to start a new page each time employer changes, click on the layout
tab, right-click on the form, and select ‘Arrange Sections’. Click on Group Header:
Employer, then on the right-arrow that appears next to it. This will bring up an
‘Edit Section’ dialog with some options. Checking the ‘Start new page’ option in
the ‘Customize Group’ area will cause each employer section to start on a new
page. If you would like page numbering to start over with each employer, check
the ‘Start new page number’ box’. These options are available for any group in a
report.

Showing only summary data

At times you may be interested in seeing only the summary data, not a listing of
every individual record in a report. In this case, we can choose to display only
certain sections of the report. For example, say we want counts of members
within each job classification and for each employer, but we don’t care about the
individuals’ names or other personal information. By right-clicking on the page
on the Layout tab, and selecting Arrange Sections, we can choose to suppress
printing of any section.

% Page Designer, g|§| E|

Arange lEIace ] Eustnmize]

RH |Report Header A
PH | Page Header

GH Group Header: Employer

GH Group Header: Code

D0 k

GF Group Footer: Code

GF Group Footer; Employer

RF | Report Footer

PF |Page Footer

Add Delete
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Here, the Detail 0 section is highlighted. By clicking the arrow button beside it,
we can see a list of options for the section:

Edit Section X
Custortize Section e DK
[ Supprezs Printing Cancel
Help

In this case, ‘Suppress Printing’ is the only option. Check the box, click OK, then
click the preview tab to see what it does:
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7 ics Report Wizar :\reportsicustomigro
File Edit Wiew Help

bed @F SRE 44 Page 1 of 2 P M sz - @

Query ] Layout] 50L  Preview l

Local 2401 - Members Grouped by Employer and Job Classification

Employer Hame:
Jour, Wireman
Total Jour. Wireman for employer : 14
Technician
Total Technician for employer: 4
Lineman
Total Lineman for employer 1 3
Aszembler
Total Assembler for employer: &
Apprentice
Total Apprentice for employer : 2
Total for employer : 20
Employer Hame: Reston Electric
Jour. Wireman
Total Jour. Wireman for employer Reston Electric: 4
Technician
Total Technician for employer Reston Electric: 3
Lineman
Total Lineman for employer Reston Electric: 2
Assembler
Total Assembler for emplover Reston Electric: 1
Apprentice
Total Apprentice for employer Reston Electric: 1
Total for employer Reston Electric: 11
Emplayer Mame: Fairfax Cable
Jour, Wireman
Total Jour. Wireman for employer Fairfax Cable: 8
Technician
Total Technician for employer Fairfax Cable: 2
Lineman
Total Lineman for employer Fairfax Cable: 4
Aszembler
Total Assembler for employer Fairfax Cable: 1
Total for employer Faifax Cable: 13
Employer Hame: GE

Jour, Wireman

Page | 12
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not bad, except that when looking at summary data only, it doesn’t really make
sense to have the employer and jobclass headings. Let’s go back to the layout tab
and suppress them, too:

Bring up the Page Designer, Arrange tab:
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oo Page Designer,

Arrange lEIace ] Eustnmize]

EEX]

RH

PH

GH

GH

DO

GF

GF

RF

PF

Report Header
FPage Header
Group Header: Employer

Detal O [suppreszed]
Group Footer: Code
Group Footer: Emploper

Repart Footer

Fage Footer

Add | Delete

[E4

Suppress printing on Group Header: Employer:

Edit Section

Cuztomize Section

[v Header has Footer

Customize Group

[ Start new page

[ Start new page number

Group Y alue

| Employer

El

X

ak

Cancel

Help

Then do the same for group Header: Code:
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Edit Section X

Cuztomize Section ak.
Cancel
[v Header haz Footer
Help

Cuztormze Group
[ Start new page

[ Start new page number

Group ' alue

| Code ﬂ

Clicking the Preview tab now brings up a one-page report summarized by
JobClass and Employer:
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7 Ics Report Wizard reportsicustomigrouping.srw

File Edit  Wiew Help

bed =29 SRE M4 Page 1 of 1 > b o4

Query ] Layout] SO0L  Preview l

Local 2401 - Members Grouped by Employer and Job Classification

Total Jour. Wireman for employer : 14
Total Technician far emplover: 4
Total Lineman far employer: 3
Total Azsembler for employer ;&
Total Apprentice far employer : 2
Total for employer : 29
Total Jour. Wireman for employer Reston Electric: 4
Total Technician for employer Reston Electric: 3
Total Lineman for employer Reston Electric: 2
Total Assembler for employer Reston Electric: 1
Total Apprentice far employer Reston Electric: 1
Total for employer Reston Electric: 11
Total Jour. Wireman for employer Fairfax Cable: 6
Total Technician for employer Fairfax Cable: 2
Total Lineman far employer Faifax Cable: 4
Total Azsembler far employer Faifax Cable: 1
Total for employer Fairfax Cable: 13
Total Jour. Wireman for employer GE: 3
Total Technician for employer GE: 4
Total Lineman for employer GE: 1
Total Assembler for employer GE: 1
Total Apprentice for employer GE: 1
Total for employer GE: 10
Total Jour. Wireman far employer Silwer Spring Electric: &
Total Technician far employer Silver Spring Electric: 4
Total Lineman for employer Silwer Spring Electric: 7
Total Apprentice far employer Silwer Spring Electric: 1
Total for employer Silwer Spring Electric: 20
Total Jour. Wireman for employer Acme Tools: 5
Total Technician for employer Acme Tools: 4
Total Lineman for employer Acme Tools: 3
Total Assembler far employer Acme Tools: 3
Total Apprentice far employer Acme Toaols 3

Total for employer Acme Tools 12

Total for All Employars: 101

Page 1ati
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To roll it up even further, we can suppress printing of the Group Footer for Code:
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oo Page Designer,

Arrange lEIace ] Eustnmize]

RH |Report Header S
PH | Page Header =
GH Group Header: Emplover [zupprezsed)

GH Group Header: Code [supprezsed]

Do Detal O [suppreszed]

GF 12
GF Group Footer: Emploper

RF | Report Footer

PF |Page Footer

b
&dd | Delete |
Edit Section X
Customize Section ar.
Cancel
Help

Previewing again yields:

Pg. V-106 2/28/2011



7 Ics Report Wizard: Z:\reportsicustomigrouping.srw

File Edit  Wiew Help

bed =29 SRE M4

Query ] Layout] SO0L  Preview l

Page 1 of 1 N B &

Total for employer : 29

Total for employer F airfax Cable: 13
Total for employer E: 10

Total for employer fAcme Tools: 18

Total for All Employers: 101

Local 2401 - Members Grouped by Employer and Job Classification

Total for employer Reston Electric: 11

Total for employer Silwer Spring Electric: 20

Page 1ot
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Period: 02/11 Cash Receipts Journal 1
Payment Code Detail 02/26/2011
Local Union: 2401
Trans # Card Name Memb Act. Rect. Date Pd Months Dues Working Other IO Fees  Other LU Fees Amt
Number Type Code Ctrl# Thru Paid 10 LU SC Dues Code Amt Code Amt Received  Credit
Batch ID: Fairfax 02/26/11
1207 X000001 Adams, Dennis A 02/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1208 1000002 Becker, Lee BA 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $32.00 $1.00
1209 1000003 Blumburg, David BA 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $32.00 $1.00
1210 X000008 Burger, Cheryl A 09/11 1 $27.00 $10.00 $0.00 13 $8.00 $46.00 $1.00
1211 1000009 Edwards, Maurice BA 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $32.00 $1.00
1214 1000013 Hillard, Cindy BA 01/11 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1212 X000039 Purdy, Wayne 01/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1213 X000040 Reed, Nora 02/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1205 1000034 Scott, Terry BA 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $32.00 $1.00
1206 1000041 Vazquez, Edward BA 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $32.00 $1.00
Batch Totals: Count: 10 9 $173.00 $90.00 $0.00 $0.00 $0.00 $72.00 $341.00 $6.00
Batch ID: Reston Elec 2/11
1192 X000002 Anderson, Dawn A 02/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1193 X000003 Ballard, Peter A 03/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1194 X000005 Bennet, Robert A 12/10 1 $26.00 $10.00 $0.00 13 $8.00 $44.00 $0.00
1195 X000006 Bickel, Catherine A 01/11 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1196 NMO00001Brown, Marbe FP 01/11 1 $13.00 $10.00 $0.00 13 $8.00 $31.00 $0.00
1198 X000017 Duffy, Nancy 06/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1199 X000026 Haymon, Peter 01/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1200 1000015 Jones, Lana BA 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $31.00 $0.00
1201 X000033 Martin, Yolanda A 02/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1202 1000023 Matos, Marie BA 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $31.00 $0.00
1189 X000044 Sawyer, Pam A 09/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
1190 1000038 Smith, Michael BA 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $31.00 $0.00





Period: 02/11 Cash Receipts Journal 2
Payment Code Detail 02/26/2011
Local Union: 2401
Trans # Card Name Memb Act. Rect. Date Pd Months Dues Working Other IO Fees  Other LU Fees Amt
Number Type Code Ctrl# Thru Paid 10 LU sC Dues Code Amt Code Amt Received  Credit
1191 X000048 Welsh, William A 02/11 1 $27.00 $10.00 $0.00 13 $8.00 $45.00 $0.00
Batch Totals: Count: 13 12 $267.00 $120.00 $0.00 $0.00 $0.00 $96.00 $483.00 $0.00
Batch ID: YourBatchName
1182 X000007 Bruno, John T 02/11 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1173 7000001 Clifford, Alex C 02/11 1 $27.00 $10.00 $0.00 7 $2.00 13 $8.00 $47.00 $0.00
1178 X000011 Cohen, Beverly R 02/11 6 $158.00 $60.00 $0.00 5 $25.00 6 $5.00 $248.00 $0.00
1185 7000004 Curry, Virginia BA N 03/11 1 $13.00 $10.00 $0.00 $0.00 13 $8.00 $31.00 $0.00
1174 1000007 Dawson, Veronica BA H 01/11 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1188 X000022 Gant, Howard A A 02/11 1 $27.00 $10.00 $0.00 7 $2.00 13 $8.00 $47.00 $0.00
1172 7000000 Glass, Kay BA B 02/11 1 $13.00 $10.00 $0.00 13 $8.00 $31.00 $0.00
1180 1000012 Green, Earl BA 4 01/11 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1176 1000018 Lee, Janet BA I 02/11 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1179 X000032 Long, Michael A w 01/11 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1186 1000020 Lucas, Cathy BA 01/11 0 $0.00 $0.00 $0.00 $0.00 3  $25.00 4 $25.00 $50.00 $0.00
1183 7000003 Miller, Martin FP 02/11 1 $13.00 $10.00 $0.00 $0.00 13 $8.00 $34.00 $3.00
1177 7000002 Sanders, Donald A N 03/11 1 $27.00 $10.00 $0.00 $0.00 1 $25.00 2  $25.00 $97.00 $0.00
7 $2.00 13 $8.00
1175 X001550 Weber, Susan A A 05/11 3 $81.00 $30.00 $0.00 $0.00 3  $1250 4 $12.50 $160.00 $0.00
13 $24.00
1171 1000043 White, Janet BA A 03/11 2 $26.00 $20.00 $0.00 13 $16.00 $62.00 $0.00
1181 X000050 Yeager, Mary A 01/11 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Batch Totals: Count: 16 17 $385.00 $170.00 $0.00 $0.00 $93.50 $155.50 $807.00 $3.00
Totals (All Batches) :
Count: 39 38 $825.00 $380.00 $0.00 $0.00 $93.50 $323.50 $1631.00 $9.00






02/26/2011
1

Cash Receipts Journal Summary
Local Union: 2401
Period: 02/11

Batch: Fairfax 02/26/11

Payment Code Description Amount
A
9 Basic Dues - I.0. $108.00
10  Basic Dues - L.U. $40.00
13 Insurance $32.00
BA
9 Basic Dues - I.0. $65.00
10  Basic Dues - L.U. $50.00
13  Insurance $40.00
Total Charges: $335.00
Total Credits: $6.00
Total Received: $341.00

Batch: Reston Elec 2/11

Payment Code Description Amount
A
9  Basic Dues - |.0. $215.00
10 Basic Dues - L.U. $80.00
13 Insurance $64.00
BA
9  Basic Dues - I.0. $39.00
10 Basic Dues - L.U. $30.00
13 Insurance $24.00
FP
9 Basic Dues - |.0. $13.00
10 Basic Dues - L.U. $10.00
13 Insurance $8.00
Total Charges: $483.00
Total Credits: $.00

Total Received: $483.00





02/26/2011
2

Cash Receipts Journal Summary

Local Union: 2401
Period: 02/11

Batch: YourBatchName
Payment Code Description
A
1 Initiation Fee
2 Initiation Fee
3 Difference in Fee
4  Difference in Fee
5 Reinstate Fee--IO
6  Reinstate Fee--LU
7  PBF Initiation Fee
9  Basic Dues - |.0.
10 Basic Dues - L.U.
13 Insurance
BA
3 Difference in Fee
4  Difference in Fee
9  Basic Dues - I.0.
10 Basic Dues - L.U.
13  Insurance
FP
9 Basic Dues - |.0.
10 Basic Dues - L.U.
13  Insurance

Amount

$25.00
$25.00
$12.50
$12.50
$25.00
$5.00
$6.00
$320.00
$120.00

$48.00

$25.00
$25.00
$52.00
$40.00

$32.00

$13.00
$10.00

$8.00

Total Charges:
Total Credits:

Total Received:

$804.00
$3.00
$807.00





02/26/2011
3

Cash Receipts Journal Summary

Local Union: 2401
Period: 02/11

Batch: Grand Totals
Payment Code Description

1 Initiation Fee
2 Initiation Fee
3 Difference in Fee
4  Difference in Fee
5 Reinstate Fee--IO
6  Reinstate Fee--LU
7  PBF Initiation Fee
9  Basic Dues - |.0.

10 Basic Dues - L.U.

13 Insurance

Amount

$25.00
$25.00
$37.50
$37.50
$25.00
$5.00
$6.00
$825.00
$380.00

$256.00

Total Charges:
Total Credits:

Total Received:

$1,622.00
$9.00

$1,631.00






Fairfax Cable Check-off List


		Ssn

		Name

		Amount Received



		000-00-0003

		Scott, Terry

		$32.00



		000-00-0014

		Vazquez, Edward

		$32.00



		111-11-1112

		Adams, Dennis

		$45.00



		111-11-1117

		Becker, Lee

		$32.00



		222-22-2221

		Blumburg, David

		$32.00



		222-22-2224

		Burger, Cheryl

		$46.00



		444-44-4443

		Edwards, Maurice

		$32.00



		555-55-5557

		Hillard, Cindy

		$0.00



		999-99-9994

		Purdy, Wayne

		$45.00



		999-99-9995

		Reed, Nora

		$45.00



		Total

		10

		$341.00





Fairfax Cable Notes

· Marilyn Clifford has been has been on maternity leave since the beginning of the year.

· Cindy Hillard is deceased.

· Alan Jones was terminated effective the 25th of last month.

· A check for this months dues was received from Fairfax cable for the total amount.


Reston Electric Check-off List


		Ssn

		Name

		Amount Received



		000-00-0002

		Sawyer, Pam

		$47.00



		000-00-0008

		Smith, Michael

		$33.00



		000-00-0016

		Welsh, William

		$46.00



		111-11-1113

		Anderson, Dawn

		$46.00



		111-11-1118

		Bennet, Robert

		$46.00



		222-22-2222

		Brown, Marbe

		$33.00



		222-22-2226

		Carlin, William

		$0.00



		444-44-4441

		Duffy, Nancy

		$47.00



		555-55-5556

		Haymon, Peter

		$46.00



		666-66-6664

		Jones, Lana

		$33.00



		777-77-7775

		Martin, Yolanda

		$46.00



		777-77-7777

		Matos, Marie

		$33.00



		888-88-8885

		Moore, Charles

		$46.00



		Total

		13

		$502.00





Notes for the month:

· Peter Ballard began working for Reston Electric at the beginning of this month. Due to a paperwork error, the company did not deduct dues from his pay. Mr. Ballard paid this month's dues by check directly to the local.

· Catherine Bickel retired on the first of the month.

· William Carlin is on Honorary Withdrawal (with card) as of the beginning of this period.

· Diann Parker resigned from Reston Electric effective the first of the month.

· A check for this month’s dues was received from Reston Electric for the total amount.

