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Chapter 1

MUMS/2000
Windows Standards



Overview

MUMS/2000 was designed by Van Elgort Information Systems (formerly know
as Union Friendly Systems, Inc.) to the be the most advanced membership
system available for labor organizations of all sizes. It has been designed
exclusively for Windows. This includes Windows 95, 98, ME, 2K, XP.
MUMS/2000 is available in single or multi-user versions and can operate on a
Novell Network using Windows workstations or a Windows Network.

MUMS/2000 is written using Delphi with Paradox data bases. It uses the
Borland Data Base Engine to control the data base and is integrated with
Shazam for Windows report writing.

MUMS/2000 is a flexible system that allows the union organization to customize
their own coded tables that are used throughout MUMS/2000. MUMS/2000 has
three major application areas: Member Information, Dues/Cash Receipts and
Grievances.

MUMS/2000 contains its own Quick Report feature. All other reports can be
generated by using the integrated Shazam Report Wizard. This feature allows
you to store report parameters and layouts for future use and modify those
done before to create new ones.

This documentation will start with Windows and MUMS/2000 standards that are
used throughout the MUMS/2000 System. This manual is in two Parts, Chapter
1 thru 4 in Part-l and Chapters 5 thru 8 in Part-Il.

Menu Items are documented with a “|” between menu and sub-menu items. For
example, Lists|Code Tables|Member General Codes, means requesting the
“Lists” menu, then the “Code Tables” sub-menu, then the “Member General
Codes” item from the menu.

A key referred to as "CTRL-M" means holding the CTRL key down while
pressing the letter "M".
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Windows Standards

In Windows there are often many ways to request the same feature. This might
be a special key, menu item, a speed button on a tool bar or a standard

windows button.

For example to Exit MUMS/2000, you can double-click on the Windows top left
icon, click on the same icon and request close, use ALT-F4, use Menu File|Exit
or press the exit Speed button from the tool bar. Most users prefer the speed
button on the tool bar, while others find use of key combinations quicker.

To Exit “MUMS/2000" the following are options:

| MU

? Double Click Windows top left icon/button... File
| HUMS/2000- N
? Click on Windows top left Restore
icon/button and request close... Move
Size
Minimize
M aximize
? ALT-F4 Keys...

? MUMS/2000 Tool Bar/Speed Button...

L

MUMS/2000:

? MUMS/2000 Menu File|Exit... Pl | Bell L D

Change Uszer...
Setup r
T able Operations  k

Erint
Frint Setup...
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The following is a review of the standard Windows buttons used H
throughout MUMS/2000.

To skip from one field to the next you use the TAB key. The Enter key  ~|
will activate any key that is highlighted. You can request an item from a
menu or tab line by using the Alternate key and the underlined letter.

Clicking on a item will select it or highlight it. In some cases you need to double
click to perform a new action such as selecting the record displayed from a list.

4 Member Information

& Restore
To close a window in Windows you can double click on Mave
the corner Icon of a windows or hold it for options which i
include “Close”. _ : — Minimize
X Close Ctrl+F4
Mk ChrH+F&

These are the standard Windows buttons to minimize or
maximize the screen. In the Windows example the “X” is the - ||:||£| ‘
standard way to close the window.

This is the standard Windows button to re-size the window
back to prior state. This is used to reverse a maximize back
to standard format. In Windows it is the button in the center. Ailil

This is the standard Windows button to pull down a list of coded
field values. *

This is the standard Windows scroll bar. This is used to view additional items
within the small window. This can be done by moving the square bar, clicking
within the range or use of the up and down arrow keys.

Ch.1Pg. 3



This is what is called a check-box.
In Windows the off/false can be blank or a light gray check mark.

The Windows on/true indicator is a dark check mark.

" Bad Address

This windows feature is used to increment or decrement the
values. This is called a Spin-button. ¥ Bad Address

Some of the windows features can be used within tables of |i hd
information (called a grid) as a combination function.

This example is a pull-down table within a grid.

~Union Representative

Code | Description -
il Pres| EI President
_|Sec Secretary

This is an example of a Radio Group. This
means you can only pick one item and the others will automatically be un-done,

like pushing old fashion car radio buttons. v
[
" Form
* Table

NOTE: Do not change the size of your Windows display fonts too large or
some of the MUMS/2000 screens might not be displayed correctly.
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Windows Setup

If you Windows screen is set to 640x480, you will need to AUTO-HIDE the
Windows status bar in order to view the full MUMS/2000 Windows screens.
AUTO-HIDE makes the Windows status bar
disappear until you move your cursor to the bottom
edge of the screen. Then the bar will appear and Castade Windaws

you can execute other windows applications. Lt Windays el
Tile Windmws Yertically

Showe the Deskiop

Toolbars

To set the Windows status bar to Auto-hide, click
on the task bar in an area that there are no buttons

Task Manager

and use the Right Click. Then click on Properties. 2 LeR it Ve el
Froperties
tﬁEtart'
Taszkbar Properties
Taskbar Opfions | Start Menu Programs | On the Taskbar Properties window

click on Auto-hide and OK the change.
Various versions of Windows might
look different but they all have “Auto-
Hide” feature.

YWhordpac

Note: If you are set to 800x600 screen
or above you do not need to hide the

. status bar.
v &t hide
[ Show smallicons in Start meru
V' Shaw Clock 2
Taskbar | Start Menu|
k. I Cancel Apply i~ Taskbar appearance

——— .
:} start T 2 Internet..,r | fm Folder

[~ Auto-hide the taskbar
¥ FKeep the taskbar on top of other windows

This example is the result of clicking on i
“Properties” from the right click on the taskbar I~ Show Qick Launch

of Windows XP. Notice the similar “Auto-hide [ Notfcaton rea
the taskbar” item.

(% )iiling 1:23 PM
=

¥ Show the clock

You can keep the notification area uncluttered by hiding icons that pou
have not clicked recenthy.

¥ Hide inactive icons LCustomize... |
oK I Cancel | Lpply |
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Once MUMS/2000 loads it creates a menu item o
that allows you to run theMUMS2000 program ML 2000 2 eoe config
and optionally do other operations. #9 Ltz ks L

% Java Plug-in Conkrol Panel @ Release hotes
% Micrasoft Access @ Table Tune-up
S8 Micrasoft Binder

The standard installation of MUMS/2000

automatically creates an icon on your desktop like !rt 0
this... My Computer  MUMS 2000

¢ S

Recycle Bin - My Documents

You can add this icon to your start menu
by clicking on the icon, holding down the
left mouse button and dragging the icon

until it is on top of your START button on

MUMS 2000

Prograrms 3
the Windows taskbar.
Documents L3
Settings . This allows you to click on START button

or use your Windows menu button on the
=eaie : keyboard and execute MUMS/2000
without having to go back to your desktop
screen and without having to go thru the
Run... Windows Menu system.

@ Shiat Do,

I.:.t.*Etart

Help and Support

@& vV B

Windows XP Professional
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Running MUMS from Windows

After installation, MUMS/2000 Ver 4.00 creates a menu system for you inside
Windows. -
‘%f Paint

n
% MUMS 2000 I Accessories bl
sue & MumMs 2000 [} 2% BDE Config
. & Internet Explarer
% Java Plug-in Control Parel @ Release Motes

By CI|Ck|ng on START then E :_;;-\': Documents ¥ &L Microsoft Access &5 Table Tune-up
click on “F,”rograms” or “All 2 [ | ? T
Programs” then MUMS s v
. & I‘J Search »
2000 you will see the )
following items: < RN
E =] Run..,
§ ) shuk Down
IEjtart
. BDE Config Used to correct drive assignments
. MUMS/2000 RUNNING MUMS/2000 PROGRAM
. Release Notes View Current Version Release Notes
. Table Tune-up Table repair outside of MUMS
You can click 1~:-
RS MUMS/2000 Icon placed ,H Paink
My Cormpuker MLIMS 2000 on your deSktop M

amaa MUMS 2000
= L

¢ o

Programs
Recycle Bin MYy Documents (—g ; Dl ;
IE - N
E gr' Settings ]
If you dropped that same Icon on the Start b ) search )
Button, you can run MUMS/2000 by press the o [P
start and then clicking on the MUMS/2000 atthe o & ™"
top of the menu. E 7 Run..,
=
= @ Shut Diown,.,,

I;f_.f Stark
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Special Keys

MUMS/2000 uses the following keys or combination of keys to perform the
functions noted. Often these same functions can be done from a menu or
navigation bar.

ESC Escape key can be used to cancel changes
you have just entered

CTRL-INS Insert a new record
CTRL-DEL Delete current record
F11 Skip to Previous record

F12 Skip to Next record

CTRL-E Skip to Employer Window
CTRL-G Skip to Grievance Window
CTRL-L Skip to Work Location Window
CTRL-M Skip to Member Window
CTRL-R Skip to Cash Receipts

The following is a list of the methods to close a window:

® Use the MUMS/2000 "CLOSE" button.

® Double Click on the top left corner window close.

e Pull down on top left and select Close. J| Close
® Use Windows top right “X” button.

® CTRL-F4 to close.

To switch to another application while running MUMS/2000 you can use the
ALT-TAB key combination. In Windows (if you have auto-hide set) you can also
move the cursor to the bottom of the screen to reveal the Windows status line
and other applications that are running.

Note: If you double-click on the title bar of a windows it will maximize. If
you double-click again it will re-size.

Ch.1Pg. 8



Navigation Bars

e

This is an example of a full Navigation bar. Items in
light gray are not active. This is true with buttons

and menu items.

edit.

Button

First Record

Prior Record

Next Record

Last Record

Insert Record

Delete Record

Edit Record

Post Edit

Cancel Edit

Refresh Data

This Navigation bar shows additional features that
v|x|e@| have been activated after requesting an insert or

Action

Skip to first record in file
Skip to previous record

Skip to next record

Skip to last record in file

Add a new record to file
Delete current record

Edit or change current record
Save the changes

Forget the changes made or
Forget the insert new record

Used in multi-user environment to get

a fresh copy of the record being
updated by another user.
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Common Documentation Terms

In the MUMS/2000 Manual several terms are used that need to be explained:

GRID

Il Tables: Member Work Codes 1 [=] E3

A Grid is a list of like items within a window. This is most
common in table maintenance like the Work Codes below or a

Title Code |Title Description

e

Clerical
Executive
Programmer
Salesperson
Technical
Typist 1
Twpist 2

—Puolitical Action

State

Yiew

Type | Pozition

|Hame

% &rea f Section f Group h Title A Class £ Shift f

DIALOG BOX

FORM

MEMO BOX

Ch. 1 Pg. 10

grid of information
within a record such as
the Political Action

Group of information. Grids have a lot in common. You

|

Congress |24
Senate
_| State

Senatel
23

Brad Sherman
Dianne Feinstein
Tom Hayden

F

normally use the INS key to add a line, the CTRL-DEL to
Delete a line and the ESC to cancel a change. You can also
rearrange and resize the columns within the Grid.

A Dialog box is a small window that prompts the user for a
mandatory response. This might be as small as a
confirmation message on a Delete, to a larger more complex
box to setup a printer or pick a directory name.

A Form is another name for a Window of information, usually
a complete record such as the Employer Information Form or
Member Information Form. These might have multiple

screens behind them that can be seen with the use of the tabs
at the bottom of the form.

A Memo Box is larger than a field and allows for multiple lines

of information that will automatically do a word wrap and might

have scroll bars to view all of the information.




Hints and Status Bar

MUMS/2000 displays pop-up hints on Tool Bars, Speed Buttons, Navigation
Bars and other system features.

This is an example of a pop-up hint under the Tool Bar. AN s

This is an example of a pop-up hint under a

Griev | standard button.

[Open Grievance fom |
mm

This is an example of a pop-up hint under a
4> ml+ = |v|x|@| navigation button.

Inzert record

This pop-up is displayed to remind you that
[Double-Click to see Basic Page} you can retrieve a member record by double-
click on the displayed table entry.

This pop-up is displayed to remind you that you can use the CTRL-SPACEBAR
for SSN Lookup or Double-Click to
skip to member information
window. This is shown during the

[CTRL-S5PACEBAR for 55M Lookup, Double-Click for mermber information. |

adding of a grievance participant.
The bottom line of MUMS/2000 is a Status Bar.

This is the left section of the status bar. This is used most often to repeat the
current pop-up prompt.

Show member list

The center of the Status Bar shows the
name
of the current membership data base.

| Tables: C:\MT2000554MPLES |

This is the right portion of the status bar.
This shows the number of records in the
existing selected portion of the data base, the

update status of BROWSE, EDIT, INSERT and | 3Recaids | BROWSE [NUM [CAPS
which keys are currently on such as NUM and
CAPS.

Ch. 1 Pg. 11



Record Selection Methods

MUMS/2000 has a flexible method to locate and/or select records. These
features are found in the Member Information, Grievance Information, Employer
Information and Work Location Windows.

1=} Find |

These are the three selection or lookup methods. Find locates a
record starting with a value. Range searches between two

 Range| Values and Filter uses a series of criteria to select a group of
related records.
741 Filter
Find Record E
Search Characters [ENTER to Chooze]
Lazt Hame Firzt Mame 55N MI| Hickname Citp =~
M| Adams Kimberly 999-99-4567 C Chats
Cazey Pam 333-33-3333 West
Cazey Ron 222-22-2222 Chatsw
Demeglio Hina 6b66-66-3579 Canogi
Flor Thomas b6b66-66-6666 Tom Chatsw
Kant Steven FIf-7F7-2468 Steve Canogi
Marchese Pete bb6-66-1234 Pete Chatsw
Peddler Kelly 888-88-8642 Kel Canogi
Reed Alton 444-44-4444 F Alton Chatsw
Shatun Bonmie 886-88-1234 J JB Canogi =
1| | 3
MEMBER.DB |Hec #10of15
Search By
| Last Hame j|
o DK X Cancel

This is an example of the FIND feature from within the Member Information

window.

You can enter a value or text to start the search and there is a pull-down option
to indicate which field is being searched and how the information is presented.

You can press the ENTER at the record you want to retrieve. The default

“Search by’ is

Ch. 1 Pg. 12
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T 5| This is an example of

—Start with: 7 0K using the RANGE
| | function. This allows
X Cancel you to enter a Starting
~End with: and an Ending value.
| | G? HElE
You will have the same
Range Applies to Field: OptiOﬂS of plcklng which
|7Last Name =] field is being searched.
Filter: Member |
—Show records that fulfill these conditions:
Where this field has thiz condition compared to this x Cancel
| v DK
hd 33_:] Fieset
I lgnore Case
Select Field Set Condition Enter Text or ¥al.
M| [-] |
—Sort by Field (optional) Instructions:
aelect afield to filter an
I =
Thi Sis

the MUMS/2000 filter windows. From this window you can select a field to be
searched from a complete list of all fields within the data base.

Once a field is selected you are then to select a Condition based upon the
choices shown. The third field is where you enter the text or value to be
compared. You can request multiple search criteria to be used. Once you use
the filter method to locate records, the Filter Button will stay pushed in to

indicate that you are working with a range in the data base and not the
complete data base.

Please Note: You can learn more on the use of MUMS/2000 FIND and
FILTER at the end of this manual in Chapter 8.

Record Sort Features

Ch. 1 Pg. 13



MUMS/2000 allows you to change the sequence of how records are presented.
This effects the Navigation Bar and use of the Next and Prior buttons. It also
effects "Table Views" which will be discussed next.

These are the sort options for the Member Information Window within

MUMS/2000.

These are the sort options for the Grievance
Information Window within MUMS/2000.

These are the sort options for the Employer
Information Window within MUMS/2000.

These are the sort options for Work Location
Information Windows within MUMS/2000

Ch. 1 Pg. 14

Sort By:
Last Mame j

Employes Mumber
Ermplovers

Social Securty Humber
Whork, Location

Sort By:
Grievance Humber j
Category

Occumence Date
Primary 55N
Work Location

Sort By:
Employer Hame j

{Employer City
1Employer Code

Sort By:
Location j

Location Code




Table of View of Records

Member Information Mi=]
Sort By:
111-11-9145 Yan Elgort, Richard SV NS N P e e e Last Marme J
L5H | 5tatusEude| FirstHame | LaztM ame | Midi Yiew:
_|333-23-2333 12 Pam Caseyp " Form
| 222-22-2222 11 Ron Cazeyp L {* Table
_ | B66-66-3579 10 Mina Demeglio
| 666-66-6666 10 Thomas Flor
777772443 10 Steven Kant
_ | 888-88-8642 13 Kelly Peddler ® Range
_ | 444-44-4433 10 Alton Reed F 24T Filter
_ | 888-88-1254 10 Bonnie Shatun d
_| §7F-77-3456 10 Mary Thomas A $ Dues
|\ FEFETEE 1 David Yan Elgort A
t 111-11-9145 10 Richard Wan Elgort 1) Grie
_ | 888-00-8888 10 Brandon Weber
_|5565-55-55556 13 William Woijtalik W Label
fL Cloze

Work A UnionCode p Activities Financial p Higtory j Grievances

Another feature of MUMS/2000 is the Table View of records. These screens
show the referenced data base at a glance.

The screen above shows the Table View feature within the Member Information
Window. From this screen you can review records, scroll up or down and
double-click to retrieve the indicated record. There is also a table view in the
Grievance Tracking System.

If you change the sort option the screen will re-display the records using the
requested sort sequence. You can scroll to the right to see other fields on the
member record.

You can use the FILTER to select a group of records. You can rearrange the
columns to position different items next to each other. Both the Table View of
Member and Table View of Grievances will be referenced later in this
documentation.

View: —
= Form
This is the Radio Button to switch “Form” to “Table View”. {+ Table
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Attached Documents

MUMS/2000 supports attaching any windows document to a Member's record,
an Employer or a Grievance.

This allows you to attach a document created in windows or a scanned image
of document. You can also attach a photo, voice or even a video clip. The
following is the attached window for a member's record.

Member Information =]
111-11-1111 Van Elgort. Richard ||| « | (w14 | =|al-500@ ] [ e j
Member Documents
Document M ame |Date Entered |Descriptiun |Path =i Find
BTEST1 WERI 5/13/96 Test Wiite Document C:hkAT
B 'E Range
74} Filter
$ Dues
G
1 "
[ 1 Label
Document Records
( O Add | |7 e ot = a5 H Clase

Other j Work A UnionCode f Achivities Financial p Hiztory p Grievances A Table VWiew b Doc

You can add documents or double-click on the one you wish to review. You
can also highlight the document and press the "Show" key.

Once requested, the attached document will be displayed using the appropriate
windows program. Once displayed, you can update the document if you wish.

Please Note: You can learn more on the use of MUMS/2000 Attached
Documents at the end of this manual Chapter 8.
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MUMS/2000 Login Screen

MUMS/2000: Your Union Name Goes Hete _lof x|
File Edt Lists JobDispatch Cues Records  Fepoerts Window Help
o A8 Xpm mES 8| sc| | m
oon X
Welcome
r.
MUMS
.’ﬂﬂ.ﬂ Your Union Name Goes Here
A LT
Enter User Name: to
|
Enter Pazsword:
|
J 0K x Cancel M U MSIZOOO

Tables: C:AMT20004854MPLES | | |

The above screen is the MUMS/2000 Login Screen. If your MUMS/2000 is
setup for security, the Login dialog box will be the first screen shown when you
request MUMS/2000 from Windows.

On this screen you are to enter your User Name and Optional Password.
These are established within MUMS/2000.

The system is initially shipped with "MUMS" as the User Name and no
Password.

Once you enter the User Name, use the TAB key to skip to Password and

again TAB to the OK button. Once the OK button is highlighted you can press
the Enter key or click on the OK.
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If you need to change Users, you can re-login without exiting MUMS/2000.

[ Edit.
Change Uszer...
This is done via the MUMS/2000 Menu item Setup >
File|Change User Labie Qperations ¥
Frint
Frint Setup. ..

Exit

If you request "Change User" from the "File" menu the following will be
displayed.

x|
Welcome
o
MUMS
#ﬂﬂﬂ Your Union Name Goes Here
am L L
Enter Uzer Name: ta
[
Enter Pazsword:
I
v 0K | X Concal| | MUMS/2000

From this screen you can enter the User Name and any Password.

This feature performs the same functions as if you had exited MUMS/2000 and
re-executed the program.

Use the File|Table Operations|Password Table to turn security on and off and to

establish User Names & Passwords. This program is also used to restrict
access to MUMS/2000 functions for a given User name.
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MUMS/2000 Menu System

MUMS,/2000: Your Union Mame Goes Here
File Edit Lists JobDispatch Dues Records Reports  Window  Help

A tfsle|l XDE mEE sc| o] m]

| Tables: C:5MT 200055 AMPLES | (= \

This the MUMS/2000 system screen. This shows an empty window with the

MUMS/2000 Title bar showing your organization name, the MUMS/2000 Menu
Line and Tool Bar.

Some items on the Menu are also on the Tool Bar.

The Menu Line
Contains:

File Edit Lists Job Dispatch Dues Records Reports  Window  Help

These can be accessed by use of the mouse or the Alt Key plus the letter that

Is underlined. Job Dispatch is an add-on feature that is documented
separately.
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MUMS, 2000:
File Edit Lists

Change User. ..
Setup g
Table Cperations  *

Prink Screen
Print Forrm:
Print Setup. ..

Exit

This is the Setup Sub-Menu. Itis used to
setup System Information Options. This
also allows you to Edit the INI file that stores
the System Information Options.

This is the Table Operations Sub-Menu.

The Table Operations will allow you to
Open/Change data bases, Import, Purge
and/or Update tables. This is also where
you maintain the Password Table and do
Mass Changes.

[ Edit List. The EDIT Menu is the
cut x| traditional Windows Cut,
Cepy CHEC | Copy and Paste. These are
Paske Ckrl-y

also on the Tool Bar.

This is the LISTS menu. From here to can enter the
Member, Employer, Work Location or Grievance systems.

| MuMs/2000
| File Edit Lists

Change User, .,

Table Operations  #

Print Screen

This is the FILE menu. It is used to change user, run Setup,
perform Table Operations, Print, do Print Setup or EXxit.

System Information
Edit IMI File
Update From IMI File

Prinmt
Print Setup...

Exit

MUMS /20(8
File Edit Lists

Zhange User. .,
Setup 3

Table Operations  »

Prinkt Screen

Cpen Tables
Update Tables
Create Mew Tables

Frimt
Print Setup. .. Password Table
Import/Caorrect Records

Exit

Import From Text File

Export To Mailing File
Export to Text File

Fepair Tables
Purge Tables

Employer Table pdate
Mass Changes

Field Assignments
Change Area Codes

These can be done via the hot key of CTRL-M, E, L, G or

use of a Speed Button from the Tool Bar.
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Employers Ckrl+E
Work Locations Ckrl+L
Grievances k43

Code Tables 3
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Lists Due.
The MUMS/2000 code tables are also " Members Chrl+
maintained from this menu. This is the only = Emplovers  cukE
way to update the following code tables.

Wiark Locations Chrl+L
Grigsances k|43

Code Tables are used to create valid pull- Code Tables Member General

down choices for coded fields such as = Member Wark

Status Code. These define the descriptions Member Union

behind the codes. (GHEvance
Financial
Employer
Palitical

=

This is the DUES
menu. From here you can enter the Transaction
Processing window. This can also be accessed

Dues Red

Transaction Processing  Chrl+T
Auko-Create Batch

Batch Pracessing from a Speed Button on the Tool Bar or the Side
Bl Heedzre Bar. Transactions are posted to a member's record
Update Member Fields from the "Batch Processing" Menu item. The “Auto

Zh Conkral Mumb »
] Create Batch” is used to create a group of
transactions automatically, such as from a check off

list.

Records Re,

Mext Member Fi1z
Presvious Member F11

This is the RECORDS menu. This shows the functions that First Member
can be performed on a record. Most of these functions are Last Member

normally performed from a Navigation Bar. The Allow Edit -~ Alow Edting

feature can disable updates. The terms used on this menu ;“slezt "r:'fmbber gr:i”ﬁ
. . 2l2le [Memoer I ]
will change based upon the data base in use. o e
IRepDrts W,
| QuickReport This is the REPORTS Menu. This is the only means to
| Custom Reports ¥ enter the Quick Report System. This menu can also be
ey Repas . b used to link to Shazam Report Wizard to Print a Custom

Letters

- — Report, create a New Report or Edit an existing one.
These will be reviewed in detail in Chapter 7.
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window Help

T | .. .
e This is the WINDOW Menu. It is a standard
e T3 Windows feature. This is used to change the
Mext Window crl+Tsb | presentation of windows.
Close Window Ckrl+-F4 ] )
Close Al ' This can be used to close one or all windows. It can
v 1 Member Information | be used to _skip to an existing window. Several of
2 Emplayer Infarmation ' these functions are on the Tool Bar. The example
3 Grigvanee Information on the left shows open Member, Employer and

Grievance Information Windows

Help

- — This is HELP menu. This is used to enter the

Command Line Switches .

S —— future Help system. This menu also has a

about. .. reminder on the Command Line Switches

- explained on the next page. Also from this menu

you can view the “Readme File”. This is the same
as the “Release Notes” from the menu. It
contains details of what was added in various

versions of MUMS/2000.

CE—— ii
This is an example of the ABOUT
display under the Help Menu. i'gm MUMS{2000

S Version: 4.61 09/06/2002

Please note the Version Number. This Copyright 1395-2001
will be useful in making sure you are on Serial Number: 1001
the most current version of Written by:
MUMS/2000. “orking Systems. Incorporated
This screen also displays your serial

number. If you have a demo copy, the
expiration date will be shown.
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The Command Line Switches are only used to override standard MUMS/2000
setup. Normally you will never need to use these.

The following is the text from the Command Line Switch display under the Help
Menu. The Command Line Switches can be used to customize your copy of
MUMS/2000 without having to change the setup.

COMMAND LINE SWITCHES:

You can control the behavior of the program by adding command line
switches to the program icon.

To add switches, go to the program icon in the Program Manager and
choose File/Properties from the Program Manager menu.

Put in switches at the end of the Command Line box. Switches should be
preceded by a space and separated by spaces. Order or case of the
characters is not important.

Valid Switches:

T- For IBT users only.

M - Preload Member Information screen.
G - Preload Grievance Information screen.
S - Sound/Video are active.

D - Dues features off.

B - Background and Logo Off.

Preloading a screen means that the program will load the screen
automatically when you first run the program.

To use sound and video, you must have a sound card and you must have
Microsoft Video for Windows installed.

Use the B switch if your monitor does not display correctly.

Most of these settings can also be changed from the File/System
information form.
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MUMS/2000 Tool Bar

L £lEs (o] (X EEEs]

This is the Tool Bar. The buttons are in logical groups.
Each button has a pop-up hint.

|Show grievance form |

These are the buttons for EXIT and

Il PRINT. The Print is

a screen print of the |y |
. active WIndO_W' This Frinter: Default Printer [HF Lazerlet 5F on OE
means that if you have multiple LPT1:)
windows open within MUMS/2000,  Fint range e
the highlighted-active window iy Setup..
would be printed. £ Selection —
" Pages
Frorm: I To I
This screen is displayed if you Print gualiy:  [&00 dpi =] Copiess [l
press the Print Button or select I~ Collste copies
Print from the File Menu.
This is the Print Setup |
Screen that iS Job Type  HeEietai=liyle \/ 0K
activated from the ~Piinte X Concel
Setup button above or [HP Laseret 4 =]
the File Menu "Print — :
" . ~FPaper Source Paper Size

Setup for various |.-i'-.ut|:|mati|:all_l,l Select :;I ILEHET _'J
MUMS printers

. “ [~ Tractor Feed?
selected via the “Job

Type” button. — Drientation ~Copies
" Portrait " Landscape 1 ‘
The Options button will | Resolution i Duples

I E

activate additional I &
printer options
depending upon the
type of printer you are
using.

Ch. 1 Pg. 24



' These Tool Bar Buttons are the heart of MUMS/2000.
£ |28

Member Information ......... i ‘

Employer Information .. ...........

CashReceipts ............. ... ...... E
Grievances . ........... ... :

There are often many ways to request the same feature. For
example Cash Receipts can be requested from the Menu,
from a Speed Button, on the Tool Bar, using the CTRL-R hot
key or the Dues button within the Member Information Window E-
on what we call the Side Bar. The same is true with Griev |
Grievances. There is a Grievance button within the Member
Information Windows on the same Side Bar

These are the Cut, Copy and Paste Keys that match
% % EE the items under the EDIT Menu.
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E ! These are the windows of Tile, Cascade and Arrange

1 lcons.
M T ables: Member Work Codes M=l
|ArEﬂ Code |Wurk Area Description |
¥ Dock Loading Dock
Office Office
Plant Manufacturing FPlant
If you have.move T\ fwea Jf Section f Group 4 Tile § Class j_Shift @
than one window
open you can Tile [ Tablez: General Member Codes M= E
them and they will
look like this y Status Code |Status Description |
' Member-Good Standing
Member-Suspended
Agency Fee Payer
Mon-Member
T Status Abdarital 4 Party 4 Registration AE thric: 4 Title A5 uffix ALanguage 4Benefit Flans /
mm Tablez: Member Work Codes - |O] x| |
This is
b | [Status Code |Status Description | what the
] Member-Good Standing same
|15 Member-Suspended windows
_|20 Agency Fee Payer would look
_|30 Non-Member like if you
_ |10 Courtsey List request
_|50 Leave of Absence Tile from
_|6D Employ Term'd the menu
70 Transferred Out ;
= or via the
“hStatus Abdarital 4 Party 4Registration AEthnic A Title ASuffix 4Language ABenefit Plans / Speed
= button.
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_ (o x|

MC

| Backzpace

CE |

2

i

8

Gl

4

5

k5

1

£

bl +

0

+-

This button can be used to execute the Windows Calculator. If
pressed the following will appear.

B calculator |

Edit Miew Help

There are five possible user defined speed buttons at the right end of the Tool

Bar. These could look like this.

| >

[

D

|m

You create these buttons under Setup|System Information Speedbutton Tab.
This feature is described later in this documentation.

Only if you create a button and complete the execute information will the button
be displayed. Your entries will automatically create a pop-up hint for each

button you define.

The following is an actual example of MUMS add-on packages that have been

setup to do Strike Checks, Local Dues Collection and MUMS*Link.

SC

LD

ML
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Chapter 2

MUMS/2000
System Maintenance



Printer Setup

MUMS/2000 Ver 4 requires you to select a Change User..

Report Printer and optionally a receipt Setup b

printer_ Table Operations  #
Erirt l

Bepart Printer
Receipt Printer

E xit .
If you attempt to print a report MT2000.EXE X]
without selecting a printer, this Printer has not yet been selected
message will be displayed Please select a printer from the FilelPrinterSelect Menu

..................................

When you request to

setup a printer, this x|
dlalog bOX WI” be file KRN cport Printer \/ Ok
presented.
—Printer x Lancel
Once you setup a {HF Laserlet 4L =]
printer it will be the —Paper Source —Paper Size
default for all “dob |.-i'-.ut|:|mati|:all_l,l Select :;I ILEtlEf _VJ
Types”. If you are [ Tractor Feed?
going to print to a B s i
different printer for a & Puartrait " Landszaps 1 ‘
type of Job like T i _
Receipts or Screen lem“'j” — I”'”“ -
Prints then you need to
select that Job Type
and pick a Windows
printer.
If you try to print a receipt Warning
without setup, this warning will - _ »
e receipt report hle
be shown. & "E:"LHT2I]II]]I]"\ﬁepmts\standald‘\lasrc:pt.rtm“ is missing.
Remember before you setup a v 0K
receipt printer, check on the
Ch.2Pg. 1




receipt printer type under System Information.
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System Options

" e The System Options screen is executed via
System Infarmation the MUMS/ZOOO Menu Of

EditINI File File|Setup|System Information.
Update from [MI File

Erint
Frint Setup... *
E st This is the System Information Screen:
x
~Program Features— | ~Dues Options
[~ Maximize Member Form I Enable Cash Receipts _l"/ 28
[ Enable Reinstatement Fess
[~ Preload Member Form v Enable COPE/PAL Contribution b 4 Eancell
. [~ Update/Display Eamings
I™ Preload Grievance Farm [~ Enable Location Bazed Dues

v Update/Display Dues Period I

v Paid Thru Edit Enabled
[~ Preview Receipts

™ Enable Sound and Video

i Default Member Sot/Find:—

" 55N Receipt Tupe iDn:ut matrix/Continuous ;!

= Last Name Cash Receipts Dizplay Field | LI
1D Type Default Payment Method rﬁ
IUSA ll ~Other Options:

ssommson | |7 GemeSeatotes, ¥ ragsar

Imu.nn.uuug [ Enable Emplaver Survey Tahb fiow AudtFields I

_\\ Program Settings ,{ Field Settings ;{ﬁpeedbuttons J-\rl DOrganization Info J-'r

The System Information Screen has four tabs:
? Program Settings
? Field Settings
? Speedbuttons
. Organization Info (your local name and union type)

The above screen shows the Program Settings tab with the following groups of

system options:
? Program Features
? Dues Options
? Other Options
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This is the Program Features Group on the Program ~Program Features
Settings tab for System Information. I~ Maximize Member Form

.. ) [ Preload Member Farm
This is used to tailor the look of MUMS/2000.

[ Preload Grievance Farm

o ] ] ) [+ Enable Sound and Yidea
Maximize Member Form  This will automatically
maximize the Member o1
. . . 2
Information form. This will |us;p 3

display larger data and
show the member tabs Mexst Auto-generated S5H#E
without having to hide the | /2000004 |

Windows status bar. This

might have to be used if
you are using larger fonts and the tabs do not
appear.

Member Preload Starts with MUMS/2000 with Member Information form
open. Also if you close the Member Information form, it
will minimize instead for future quick retrieval.

Grievance Preload  Starts with Grievance Information form open. This is
useful for a site that is using MUMS/2000 mainly for
grievance tracking.

Sound and Video Enabled Activates Welcome/Goodbye audio messages.

The ID Type field is used to indicate if you are using the standard SSN
format of 000-00-0000 or the Canadian format for SIN

ID Type number 000 000 000. MUMS/2000 must be setup one way
=8 or the other and that format will hold for all records.
CAMADA,

The Next Auto-generated SSN# field is used to automatically generate the
next dummy number when adding a record that does not have a valid SSN.

MHext Auto-generated SSHE
{700-00-0009 |
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Dues Options Group.

—Dues Options

[+ Enable Cash Receipts

[T Enable Beinstatement Fees

[+ Erable COPE/PALC Contribution
[T Update/Display Eamings

[ Enable Location Bazed Dues
[+ Update/Display Dues Period I
[+ Paid Thru Edit Enabled

[ Preview Feceipts

Receipt Type ID at matrisdContinuous

Cazh Receiptz Dizplay Field I

Drefault Payment kethod I - I

[

[

Enable Cash Receipts

Enable COPE/PAC Contribution

Update/Display Earnings

Enable Location Based Dues

Receipt Type

Preview Receipts

Activates the Dues Menu and buttons. You
could turn this off to eliminate all the dues
functions if your organization does not post
dues.

This is activates the COPE/PAC contribution
field on a Member’s Financial tab and allows
for automatic payments during Transaction
and/or Auto-Create Batch Processing.

This activates an “Earnings” quarterly
summary group on a Member’s Financial
Tab. This is also used to activate fields to
capture earnings information.

This is used to activate the DUES tab on a
Work Location record. This then allows for
location dues and individual custom
variations of location dues. This effects the
Transaction and Auto-Create Batch
processing.

Option to denote type of dues receipt being used.

Option to request Preview Receipts.
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Othe

—Other Options

[~ Enable Empl

[v Grievance Svstem Enabled [+ Enable Audit Trail
[” Enable Location Benefit Tab [ with Yerify

r Options Group:

operSuvep Tab e hudit Fields |

Grievance System Enabled

Enable Location Benefit Tab

Enable Employer Survey Tab

Enable Audit Trail

With Verify

Please note that you must
establish a File Maint Notes
Category prior to using audit
trail. You will get the following
message if you change audit
information, enabled the audit
trail but did not setup a File

This activates the Grievance system, menu
and buttons.

This activates the Benefit information tab
within a Work Location Form.

This activates the Employer Survey Tab and
all the functions contained within the Survey
system.

This activates the automatic creation of audit
trail notes when certain key fields in a
member’s record are changed.

The With Verify option can be used if you
wish to verify and/or edit the automatic audit
trail and audit trail date. The date will default
to today’s date.

W arning |

You have changed a field when auditing iz enabled.
You must zet the "File Maintenance™ category in
File/Setup/Syztem Information. Auditing will not work
until a category is chosen.

..................................

Maint Notes Category as
explained on the next page.
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System Information

—Fields and Code Tables— [ Settings —Spare Field Names
' b ain Diues Category True/Falze;
v Citizen Field Enabled ID ﬂ 1: I
v L Code Enabled
e fa fee Cope Dues Categorny 2 I
~Member HName and Address | II: ﬂ & I
I Force Uppercase File taint. Motes Category 4 I
[~ Check Caze only IF ﬂ Test
—Employer Date Descrptions Fes Category 1: I
1 - ;
1: IEDntract l —I & I
Ower/Short Category Mumeric:
2 |any Tite | =] n
3 IDate3 |mitiation Categorn o I
| - C .
4 IDat34 I _ _I i
Reinstatement Categarny 1: I
L IDateE I - 2 I

"-lEru:ugram Settings ,‘-'-, Field Settingz ,{ Speedbuttons ;{Qrganizatiun Info ,-"

DK

i,

x Cancel

This is the Field Settings Tab. This contains the following groups of options:

? Fields & Code Tables
? Employer Date Fields
? Settings
? Spare Field Names
This is the Fields & Codes Tables group. This
itk o Dle Uelifse— allows you to activate the Ethnic, Citizen and
I e Language Code Fields on the member
[V Citizen Field E nabled information form. This will also activate the
[ Language Code Enabled Ethnic and Language code tables found under
LISTS menu.

This is the “Employer Date
Descriptions” group. This allows you to customize the
descriptions that precede the five date fields on an
Employer’'s Record. This is used to assist you in
putting the same date information on each employer in
the same place, making future reports much easier.

—Employer Date Descriptions

1: |Eu:untrau:t

2- |.-'1'-.n_l,l Title

3: |DatE:3

4: |Date4

LTS |DateE




—Settings
kain Dues Category

D
| -] The Settings group is used mostly to denote dues
l':ED”ED“ES Categay gl category for specific functions that are unique to a given

union. You will be told via other documentation if you
File b aint. Motes Categony need to set these fields.

[F =]
Fee Category

[ =]
DverdShort Categony

[0 =]

File baint. Motes Categaory

B ]

Categony | Drescription

The “File Maint Notes Category”, however, is also

. : ; C Complaints
used for the automatic Audit Trail feature E E duciation
mentioned before. File Maintenance

You use this category to determine which category you wish audit trail records
to be put when the automatic notes are generated. These Note Categories are
maintained under the LISTS menu and will be described later.

—Spare Field Hames
This is the Spare Field Names group. This can be used True/False:
to create four True/False Fields, two Text Fields, two 1:
Numeric Fields and two Currency. These Fields if used, 2
appear on the UnionCode Tab in a member’s form. 3
4:
Note: When using report writers these fields are Test:
know as SpareTF1-4, SpareTextl-2, 1 |
SpareNumericl-2, SpareCurrencyl-2. 2 |
Murmeric:
1: I
NOTE: Throughout this documentation references | 2 |
will be made to option settings within Ltz
System Information Form. The previous t |
pages are what is referred to as the option 2 |
settings.

Ch. 2 Pg. 8



This is the Speedbuttons tab. This screen is used to define up to five custom
Speed Buttons to be placed on the MUMS/2000 Tool Bar. These can be used
to make it easier to run other Windows applications, such as accounting
software or remote diagnostics.

Syztem Information |
# |File Hame |F'ml_:|lam Mame |Letter |
; ] 4
1 i v
2
i x Cancel
3
4
b

Brovze File Mame

Y Program Settings 4 Field Settings 4 Speedbuttons /

To create a Button, you enter the full path name under "File Name" or Browse
to get the file name. You then enter the Program Name that Windows calls the
program. This might be "Word Perfect" or "Word" for example. You should try
to use the name that Windows shows when you do an ALT-TAB to go to other
applications. If you correctly use the name that Windows calls the application
and you press the same Speed Button a 2nd time, windows will trip to skip to
the application already running instead of executing a 2nd copy of the same
application. If you always exit the linked application prior to return to
MUMS/2000 than it does not matter what you put in this field. This field is also
used as the pop-up hint for the button.

The last step is to click on the "Letter" field and enter a two letter code to assign
to the custom speed button.
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This is an example of using the
Browse to locate Word Perfect

Choose Program File el B

Laak in: I'._',' Suitel j & =5 B

for Windows to setup for a D #AppMan L) Template
yDad E’,?Cu:urel PerfectExpert
Speed BUtton' |1 Graphics o ¥ Corel WordPerfect &
IMacros
:'_"‘IPrugrams
5hared

File name:  |Corel ‘wordPerfect 8

Open I

Files of type: IF'ru:ugram Files Files [* exe,”.com,” bat]

j Cancel |

System Information

%]

File Hame |ngram Hame |Letter |

C:ACoreM\Suite8\Programs\WPWINS.EX WordPerfect Pt P

MUMS /2000 Stik SC
MUMSLDCS LD
'Mums=Link ML

C:AMT 2000\mtstrike. exe
C:AMT 2000 mtldcs. exe
C:AMT 20000 mtlink_exe

|U1I-h|w|l\.1|—'- =

Browse File Mame |

" DK |
e This is the
—I result of the
Browse and
entry of
"WordPerfect
"and "WP" in
the Program

Name and
Letters fields.

% Program Settings 4 Field Settings 4 Speedbuttons A Drganization Inte [/

This shows the new button "WP" with the
pop-hint. This hint is also displayed on the
bottom status bar. You can now execute
Word Perfect with the press of the "WP"
button. You are allows to create up to five of
your own buttons.
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File =l

If for some reason you have a problem with

hangeuser"' System Infarmation MUMS/2000 and wish to change an option

Table Operations »  EditINI File outside of the System Information Screen,

Brint Update rem INIFile | you can edit the MT2000.INI file that stored

Fint Setup...  » the system options. The Update from INI

=0 File forces to program to use your new

- changes and will save them on exit of
MUMS.

NOTE: This is normally never used.

If y
ou P MT2000 - Notepad N (=Y
se Fle Edit Format Yiew Help th
e (B & v
ablebir=a:
UM ReportsDir=CiNMT2000NReports S/
200 versionMumber=4. 51 0
TableversionComp=4. 52
men Suugdandque§=ﬂ u
: MemberPreload=0
item GrievancePreload=0 to
do soundandvideo=0 th
DuesEnabled=1
e crievanceenahbled=1 e
dit IMemberFormmMaximized=0 th
! Buttonl=, ,
e Buttonz=,, IN
| will Button3=C:\MT2000mtstrike. exe,MUMS, 2000 Strike Check Processing, SC b
WIHI Heuttond=c:s\mMT2000%mt 1dcs. exe, MUMS*LDCS, LD
e BUuttoni=C:s\MT2000Nmt 11nk. exe, Mums*Link, ML di
cueseEnahbled=1
spla ||Formsmaximized=o0 Yy
ed crievanceenabled=1
. Grievancerreload=0
Includenetails=0
InchdeSummarg=0
MemberFormmaximi zed=0
MemberpPreload=0
Freviewbefault=0
AppDir=C\MT2000
SysDir=C i NMTZ2000%SYSTEM
CheckCase=0
cefaultmemberorder =MaME By
4] H
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Table Operations
Open Tables

Fil= g4
To change from Samples to your real data or Changs Lser.. |
other membership tables you need to run Setup »
. . Table Operations  » Open Tables
File|Table Operations|Open Tables. _ T
Print
. Create Mew Tablez
Frint Setup... 3
. Pazzword Table
3 E xit
T able Directary \/ oK . . .
[cAmtZ000\samples = | R This WlndOW Is used to change the
£ 1 membership table settings. You can
change the Table Directory by hand
or use the BROWSE button.
. 212 |f you Browse, you need to -
Look i | 3 Samples =« B - click on “Up one Level” button
S:']'ESECRS to view all of your MT2000 folders
then, for example, click on Tables
2| x]
Laak ik IUTabIes j = % Ea-
IDOCs
File narme: IE Open I ‘
Filez of tupe: IMUMS;‘?DDD Tables [user.db) ;I Cancsl |
FOIder' File name: IUSEF! DOpen I
Files of type: IMUMSH2DDD T ables [user.db) LI Cancel |

Choose Tahlé Directory

=l tollowed by the OPEN button.

Table Directon o DK
C:AMT2000\T ables i

x Cancel

This will then insert the new
folder as shown here.
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You will then be prompted to confirm the change waiting for you to confirm the

new change.

Update Tables

MUMS/2000 File|Table Operations|Update Tables is used to convert files and

rebuild files that the standard

=l “Repair” will not fix. If you load a
_ _ new version of MUMS/2000 and the
Update tablesz in folder/directorny: .
siowesl| tables need updating the program
ST will automatically execute the
update procedure. If you are
€/ A0a SnlRckt oot 2]
" Manually Select Tables Uit I‘—;' Tables j - =5 B
[~ Add/Beplace default codes CIDOCS
{ | e
== Back Next == E—;E‘illpdale
directed to update specific tables this
program will display this dialog box to 7
le name: JSER Open
select the database and method of ! e
Files of type: IUserTabIe [user.dhb) ;I Cancel |
x|
Update tables in folder/directory: u pd ate .

c:\mt2000\tables Browse |

Table Yersion: 4.61

(" Auto-Select Tables
(¢ Manually Select Tables

[ Add/Replace default codes

Mext -DI ‘r:?" Update

|<’.:= Back | X Cancel

You can then chose Auto Search or
Manual. You can also indicate to add
default codes if provided.

To start press the BROWSE button and
click on USER or User.db then follow
with the OPEN button.

x
Available: Selected:
Actcodl DB - | MNotes DB
Actcod2.DB < | Payment.DB
ACT pup——
ad
new i'st 9 Save new Tables Directory: CMT20000TABLES?
BA| f
BA
hef ille] | Cancel |
|4- Back I ‘ Next =%>I ‘ Updatel X Cancel




In this example we selected the Manual method and picked the Notes and
Payment databases that

should only be repaired | YT EEEEEG—— 2
via this update Save jr: | L) MT2000 ~ - & E-
procedure. : :
_imktldcs ) Tables @mtldcs E Prelist,srw %_3[
[ riklink, ;E.’ﬁl Billirg. srw mtlink ;@ PrelistT.srw @'-
) mkstrike billpost . sriw ﬁ:ﬁ' mkskrike prelists, srw
_IReports ,:JJ Birthmonth nal:llink PrelistT, srw
) Samples [Z] sTALL PLIP. SR SR abel sIF
CT)SYSTEM e mrz000 post. sty STEPS.SRW
Create New |l I 3]
T ab | e S File: rarme: SPELCIA Save
Save a5 wpe: |.&II Files j Cancel

The following is shows
when you request the MUMS/2000 menu item File|Table Operations|Create
New Tables.

This dialog box is used to create a x|
new set of tables within 9 Confirm creation of new set of tables CAMT20000SPECTAL?

MUMS/2000. This can be used to -/
hold a separate group of members
or for an organizing campaign.

Cancel |

To create a new set of tables

properly formatted along with default set of code tables, you need to replace the
“TABLES” next to “File Name” with the name of the directory you wish to create.
In the example above we used “SPECIAL” as the name followed by SAVE.

When you OK the new name you will get this confirmation message.
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After the new tables are created this will be displayed. After you OK the Open
guestion, the program will display the standard MUMS/2000 Open Tables

dialog and you can OK to switch to the new tables or Cancel to stay where you
were.

ﬂ

. Tables have been created in CAMT20004SPECIAL . Do wou want bo open these
\‘-'J Eables now?

x|
Table Directon ¢ ] 4

|E:"\HT2I]I]I]"\5 PECIAL

x Cancel
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Password Table

The Password Table that stores valid User Names, Passwords and access
rights is executed from the File|Table Operations|Password Table.

| Pazsword Form M= E
User Hame |Pﬂ55wurd |

P|GUEST
_|Mums

Databaze Password:

Table ¥erzion: 3.00

« OK

x Cancel

hd

Users § Access Rights /

This is the list of Users. This window is used to view the Users and their
Passwords.

The "Security On" switch is used to activate the MUMS/2000 User/Password
Login dialog.

The Database Password is x

normally never used. It can be
implemented to prevent a expert
computer user from accessing

your Paradox database files from
outside of MUMS/2000. e |

Do nok change the database password unless wou have
- reviewed the user manual and writken down the password,

Are wou sure Yau wank ko do this?

Please Note: You must set on Security and setup User Names if you
wish Deductions, Activities and Notes to have the User
inserted.
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If you highlight a User and click on "Access Rights" the following will be
displayed. You can restrict access only if “Security On” is set.

iTEI Password Form

User [ GUEST F"asswu:urdl |

—hemberz— —LCazh Rec | —Employers—
" Maone &+ None  None
£*" | nguiny £ Inguiny £ |rguiny
" Full " Full f* Full

—Gnevances —Reparts— ~LCodes—
" Maone " Mane " Manhe
% |nguiny % |nguiny 1# | rguiny
C Full O Full £ Full

—Job Dizp— ~Table Opz —Spztem——
" Mane ~ None " Mane
£*" | nguiny 1% |rguiny
© Ful " Ful C Ful

il (el LS S (0 I P 8 e

D atabaze Password:

T able Yersion: 4.00

j-'L Cloze

Y Users § Aecess Bights /

From this screen you can assign access rights to the single user in the following

areas:

Member Information
Cash Receipt-Dues Processing
Employer Information

Grievance System

Reports
Codes Tables
Job Dispatch (separate module)
Table Ops (control Purge Feature)
System Control Tables

T Mone
' Inguiry
® Ful

Each of these can be set to None (No Access), Inquiry only or Full update

rights.
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If, for example you created a user with no access to Cash Receipts-Dues ,
Grievances, Employers and Codes, the MUMS/2000 Tool Bar would be
changed to the following. The Side Bar buttons for Dues and Grievances would
also be eliminated.

Full Access MUMS /2000: Your Orgamzation Hame Goes Here
File Edt Ligtz Duez Records Heports Window Help

SR EN B () =) I == ==

MUMS /2000: ¥our Orgamzation Hame Goes Here M=l E3

Restricted "R Edi Lite Records window Help

A =
ceess % Yo EEE

The menu would also be reduced to the
only show the Member Table Access.

Members Chrl+b4
Employers Ctil+E
Full Access... Wiork Locations  Chrl+L
Grievances Chrl+G

Code T ables Member General
b ermber 'Wwiork
kember Linion

Grievance
Einancial
Employer

| Political

Restricted Access...

Memberz Chrl+b

The normal Navigation bar that allows Add, Change and Delete would be
reduced for an Inquiry only user to the following:

Full Access

Restricted Access
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Import\Correct Records

The MUMS/2000 menu item File|Table Operations|import\Correct Records
Is used to import data from external sources. This is normally used to load data
provided by the union headquarters or converted from an older membership

system.

A custom ".SCH" scheme file and a ".MAP" map file must exist to inform

MUMS/2000 where to place data. The source file of an import must be called
".TXT" and the name must match the SCH and MAP file and be in a directory
other than where you are loading the MUMS/2000 data base.

This is the
Import
Window with
the
Destination
table set to
MEMBER.DB.

This feature
defaults to
importing the
mailing export
file.

Import Dialog

Source File: |t::"\.thl]l]I]"h.tahIes"ﬁ.mailing. dbf

Destination Table: |MEMBER.DB

=l

............................

Problem File: |problem

Browsze

Changed File: |changed

~Import Mode
{~ Append Only

" Update Only

{* Update and Append

v Usze Default Member Map

—Source File Type
= ASCIH Fixed
' ASCH Delimited
{~ Paradox Table
(" dBASE Table

Browsze

Yiew Problem T able

Yiew Changed Table

Yiew Source File

Choose Import SourceFile 2 x|
Laok in: | (= MT2000 7] « & £+ E
mtldes: D 5vSTEM
| mitlink [C)Tables
:]mtstrikﬂ
_JReports
) Samples
[JSPECIAL
File name:; | B
Files of type: | dBsse Files [ dbf] =] Carcel

o

This shows the use of
Browse for Source File.
You need to locate the

" TXT" file to be used and

click on it.
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Import Dialog

e [F s |c::‘tthl]l]l]‘tsystem\ashestus.t::t

Destination T able: | MEMBER.DB

=l

| Browse |

Problem File: |pmhlem.dh

| Browse |

Import Mode——
|7f" Append Only

{+ Update and Append

[iUze Default Member Map:

Source File Type

i« ASCI Fixed

" ASCIl Delimited
" Paradox Table
i~ dBASE Table

Import

H1 LClose

View Problem Table

Wiew Source File

The above screen shows the Source and Destination filled in. Notice the
Source was changed to ASCII Fixed and “Use Default Member Map” was un-
checked to allow for special Map file. You are now ready to press the "Import"
button to load your data.

Bi+

m FirstHame EmployeeMum |LastH ame
233569412 RTINS 54398 BARNARD
| |277-622156  JoHN 54403 BEAS
| |295-70-3003  RICHARD 54404 BENCIVENGO
| |291-56-8920  MICHAEL 54405 BEMEVICH
| |270-509798  JAMES 56778 BOSSMAN
| |270-70-0153  TIMOTHY 54413 BRUCE
| |272-56-5357  JAMES 54425 COLEMAN
| [183-36-1208  RONALD 56481 COX. JR.
4] |

o]

Hl Close ? Help

Ll sl o
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You can use the View Source File button prior to the "Import" button to see of
the fields defined match up correctly with the data provided. You can also view
the Problem Table to see if any records are being skipped.




Import from Text File
This is the “Import from Text File” feature.

Text Import Dialog |

Import to Table: |[CIC13 R} El Import

JRTERMCD DB n
JRZONE.DB . =
LANGCODE. DB HL Close
LOCATION.DB
LOCPOL DB —
MARITAL DB
MEMASSGN_DB

[ H bl

This will import data produced by the “Export to Text File” program described
later.

The first step is to select the table to which you are going to import data into.
You can use the BROWSE button if you need to.

Import Proceszsing E3
~File to import——————
|E:'~.EIL|TML|MS.T><T | E Browse... |
—Format
|Nameﬁ.ﬁ.ddress jl ﬁﬂ. Farmats...

0k | 1 Cose | 2 Heh

The next step is to assign the format to be used to read the data. If you have
already defined one, you can select it with the pull-down. If you need to define
a new format you can press the FORMATS button and this will load the Format

4 Step Wizard. This Wizard is described in detail under the “Export to Text File”
feature.
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Export to Mailing File

The purpose of this feature is to build a dBASE “DBF” file or a Paradox “DB” file
that can be read by outside Postal Software.

The outside Postal Software uses this data to build internal fields for mailings
and cleans up the data in the process. Most of these outside packages can
also update this temporary exported file and you can then use the
“Import/Correct Records” program to update MUMS/2000 records with the
newly corrected information.

Export Dialog |
— E xport
Destination File: |Ci\mtzﬂﬂmsamplﬂﬂmﬂllmg | Browse |
H1 Close
SourceTable: |MEMBER.DB =
Problem File: |pmhlem.dh | Browse

Deztination File Type 5
...................................... 21} Choose Recards

" Paradox Table

Wiew Problem T able

From this screen you select the Destination file. The program will default to a
file called “mailing” in the current working directly. The MEMBER.DB source
table will be automatically filled in. All you need to do is to select either the
“‘dBASE” or “Paradox” format. The program will automatically insert the correct
file extension to match you choice.

Ch. 2 Pg. 22



You can press the CHOOSE RECORDS button to use the standard
MUMS/2000 filter. This can be used to select the records you wish to export for

the mailing file. The mailing file will contain the SSN along with all of the name
and address fields.

Specify Custom Filter |
—Show records that fulfill these conditions:
Where thiz field ‘ has thiz condition compared to this x Cancel
| wF OK
hd 339 Rezet
Select Field Set Condition Enter Text or ¥Yal.
P - [- |
—Sort by Field {optional) Instructions:
Selectafield to filker on
i Waming |
The program will display the

number of records you have
selected and allow you to confirm
prlor to export e -

& You are about to export 13 record(z]. Continue?

\/ 1] 8 x Caneel
Information
@ Export waz completed. . . . .
This will be display when the export is
:/ .......... UK.\. Completed .
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Export to Text File

This is the “Export to Text File” feature.

This can be used to extract data in almost any format to be read by other

systems. The files produced by this feature can re-imported with the “Import
from Text File” program if you wish.

Text Export Dialog E3 |

Export From Table: |[_13; a5 8):] El Export

JRTERMCD DB -
JRZOME.DB b |
LANGCODE. DB HL  Close
LOCATION.DB
LOCPOL.DB
MARITAL DB

MEMASSGN.DB
MEMEBER_DB

The first step is to tell the program which data base you wish to export.
Once selected, you press the EXPORT button to start the process.

—Dutput File

|u::'\u:uutmums.t:-cﬂ | Bl EBrowse..

—Format

|Namex’£‘uddress jl ﬁq. Fomnats...
 OK ||l Close | 2 Hep

Next we assign an “Output File” and a “Format”. You should use “.txt”.

The “Format” is the definition of how the data will look and which fields you wish
to output.

You can define any number of formats and use them later in this export and the
import text program. You must define a format to continue.
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Formats Wizard - step 1/4 B

This is the 18t of 4 StepS P Choose the format that you want to madify,

in designing a Format
for Text output.

2,

From this screen you
can modify, delete or
create a new format by
using the NEW button.

or click on Mew' to create another one.

MHew. ..
Welete |

X Cancel == Briew

ezt ==

20 Eirish

Mew Format |

Type in the name of the new format:
|Hame!ﬁddless |

W OK x Cancel

If you press the NEW button you will be
prompted to input the name of the new
format. This can be any name you wish.

Formats Wizard - ztep 1/4 ]

Once you create the
new name, it will
appear in your format
list.

&l
Now you press NEXT .
to proceed with the
Format Wizard.

’ Chooze the format that you want to rodify,
or click on ‘Mew' to create another one.

Hame/Address

Delete |

?  Help

X Cancel == Erew

Mext ==

g

ety
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Formats Wizard - step 2/4 5]

P Choose the file format:

* Yariable [delimited Fields)
" Fixed [aligned fields]
" HTHWL

@ Tip: The vanable format iz the most uzed one. Avanced...

File preview

"111-11-9145", """, "Van Elgort”, "Richard™, 0", "Rick™,"c/o Unic*
MEE2E-22-EEE2" 117, "Casevy”  "Ron” LT, TE2222 Casev Wav, Sui_
T333-33-3333" 711", "Casey","Pan” """, TApt 47 ,"3333 Casev i

444-44-4433" " "Reed”  "Alton"  "FT,"Alton" 4444 Venturaiill

4| | »

? Help x Cancel Hl- Prev. MHext =w *? Finizh

The 2" of 4 steps is to choose the file format.
The most common are “Variable” and “Fixed”.
The questions asked in NEXT steps are difference for each format.

If you press the ADVANCED button you will get another series of options that
can be selected.

Advanced parameters |

_H ECDrdS separatul— El:lrll‘tllersll:lrl :. ................................. .E
. W Ok
&+ CRLF (" CR [ Windows to Doz ;
" LF £ Other: |:| [~ Upper X Cancel
7 Hep
—Export
Start at record number:
[+ Export al Murnber of records to export: I:'
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This is step 3 of 4 based
upon the “Variable
Format”.

This screen is used to
choose the separator
character and the string
delimiter.

You can preview the file

in the lower box of this
screen.

At any time you can use

Formats Wizard - step 3/4 ]

’ Change the zize of the figlds that pou want bo expart,
or keep the default zizes.

Fields available Field size

G B
| StatusCode —
:LaztH ame Field default |
FirztM ame
Middle |
HickN ame All defaults
DeliveryAddress -
B, [T
File preview
111-11-9145 Van Elgort Fichard ORick 1=
22E2-22-222211Caszev Fon L

333-33-333311Cazev Fam

the PREV button to go back and change you entries.

This is Step 3 of 4 based
upon the “Fixed” format.

This screen is used to
change the fixed size of
any field.

Notice the difference in
the file preview windows.

444d-44-4433 FReed Alton Fialton i
1| | 3
? Help x Cancel = Prev. Hext =9 *E Finizh
Formats Wizard - step 3/4 ]
’ Choosze the separator caracter [between the fields)
& Comma " Space
" Semi-colon Tah

Choose a string delimiter

(—ﬁ) Tip: The comma iz widely uzed az a separatar between fields
and the double-quate ["'] az a ztring delimiter.

File prewview

T111-11-9145","","Van Elgort™,"Richard™,”0","Rick™,"c/o Unic®
MEEE-22-E222", "1l "Casew” ,"Ron"” "L, ", T22EE Casew Wav, aui_
M3353-33-3333" 11", "Casey" ,"Pan" """, """, TApt 4773333 Casev &
"-’TMI— 44-4433" """, "Reed” ,"Alton"” "F","Alton" 4444 Ventura Bl I
4 4

? Help x Cancel A= Prewv. Hext 'l" *? Einizh
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Formats Wizard - step 4/4 [ <]

’ Chooze the fields that pou want to export
Fields available Selected fields
City . 55N -
DeliverpAddress StatusCode — El
FirzstH ame . NickMName
LastName 2> -
Middle BadAddreszFlag
State AddressChangel x
StreetAddress HomePhone
Zip WorkPhone El
Sex -
File preview
111-11-9145 Rick False [515) S5i
222-22-222211 False 11520797 (818) &
333-33-333311 Falze 1172097 (818) 3¢
4dd-44-4433 Alton True [G1l8) 3i=
4] | 3
? Help x Cancel = Prev. Hexis =5 5 Finizh

This is step 4 of 4 for any of the formats. This allows you to select some or all
fields from the file to be exported. You use the buttons to add and drop fields.

When done you press FINISH to complete the definition of the new format.
This definition will be saved under the name you gave for future use.

Once the Format is defined you will be ready to OK the export.

Export EZ
—Output File
||::"«|:|utmums.t:-:t | E Browsze...
—Format
|Nameﬁ.ﬁ.ddress jl ﬁﬂ. Earmnats...
 DOK | [l Cose | 7 Heh
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Repair Tables

Repair Tables is activated from the File|Table Operations|Repair Tables
menu. This is only to be used if the computer warns you that you have corrupt

data or indexes.

%% Table Tune Up - Rebuild Indexes and Tables =10] x|
~Check and Rebuild Files | ~Intact Files ~Houtine i
FiE Pt Browse| || File Path Browse| | 2 Robuild Bad Ind |
|n::"~mt2IIIIIIEI'~.taI:uIes"« !n::‘«mtEDDDRsystem'mewtabs"«
o Fiebuild All Indss |
Filez to Check Select Al Intact Files [Source] ;
Aetcod] DB i] D ien
ActcodZ DB g =R, S
Acteod3 DB RIS e
Activity DB
addrcode DB
Area DB
ASSIGH.DB
BATCH.DE
BATCHTMP.DEB
Berecode DB -
bomimmblab PO _:.I IL Cloze |
Juccessfully Verified Indexes for c:hywt2000%tables)\Tewpdues.DE :I
Juccessfully Verified Indexes for c:hwvmti000%tables'\Tempitem.DE
successfully Verified Indexes for c:hwmti000%tables'\TEMPZIP.DE
Successfully Verified Indexeszs for c:i\mtZ000%tables'\TITLECAT.DE
Juccegsfully Verified Indexesz for c:\mtZ000%tablezs'\TrackCat.DE
succezsfully Verified Indexes for c:\mt2000%tables \UNIONRER.DE
successfully Verified Indexes for c:\mt2000%tables\WoteHist.DEB j

You can leave the above screen set to repair all tables or select the one you
want. The bottom portion of the screen is a log of activities. You can save the
log to be printed later if you are having a major problem and wish to document

the repair.

During repair you will see various progress charts for each table. The program
will also add to the log to denote if the table needs to be repaired or not and the
progress of the repair.
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—Routine

& Fiebuild Bad Indx

MUMS/2000 Ver 4 adds various steps of repair that should
be taken in sequence. Normally you would ask to “Rebuild o Rebuid AllIndss
Bad Index” then “Rebuild All Index” and if indicated you can _____ . .6c -
“‘Rebuild Tables”. All of these three options apply to those —~ HebuiIdTabIes—‘
tables highlighted in the left window. =~

|

j"L LCloze |

Please be sure to review all items inside the log window from top to bottom to
see if the program recommends “Rebuild” any of the tables.

% IInion Friendly Systems Inc # @ BDE Config
W MUMS_2000

This feature can also be run from the Union Friendly Systems program group
under “Table Tune-up”. If you are running it from Windows menu and not within
MUMS you will need to browse for the “Verify & Rebuild Files”. You will also
need to point to the “MT2000\systesm\newtabs” for the “Intact Files”.
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Purge Tables

The File|Table Operations|Purge Tables allows you to clear the MUMS/2000
tables and files.

Purge Files [C:\MT200045 amplez]) Ed |
~Purge:
"~ ALL Tables +" Purge

i« A Group of tables

~Groups x Cancel
[+ Member Tablez

[+ Member Code Tables

¥ Grievance Tables

[+ Employer Tables

[¥ Dues Tables

[+ Dues Code Tables

[¥ Temporary Tables

[T Default Tables

[~ Job Dispatching Tables

This is the Purge File window. This allows you to Purge all Tables or select
those that you wish to purge.

WARNING: Purging Tables will erase your data!
This option is useful if you wish to clear out your information and start over.

MUMS/2000 Ver 4 added the new option of “Default Tables” to allow you to
purge all tables except those code tables that you started with.
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Mass Changes

The File|Table Operations|Mass Changes allows you to update a group of

records with a single operation.

From this screen you can select
the table you wish to perform the
mass change.

The you can select the field you
wish to update.

You can select all records or use
the standard MUMS/2000 filter to
select a group of records.

You can then Delete the Selected
Records, clear the field you
indicated above or change the
field to a new value.

Pijass Change Form |

~Table/Field to Change:

Update Table: ’WTI
Field: I ll

—Records to Include:
' Al Becords i Table

=101 x|

= Some Records [by Filter]

—Change to Make:
| Delete Selected Becords

¢ Clear Field Yalues

" Change to New ¥alue
" Copy Yalue to Field
' Move Malue to Field

i;'éj Rezet I x Eancell

n\:f' Update

IE Heport

The REPORT button can be used to view the selected records. When you are
ready you must press the UPDATE button to have the changes take place.

Records to Include:

" All Becordz in Table

4% Specify Filter

If you click on “Some Records” the
FILTER button will appear. You can
read more on FILTER in Chapter 8.

—Change to Make:
" Delete Selected Records

" Clear Field ¥alues
t+ Change to New Yalue:

If you click on “Change to New
Value” a box will open for you to
enter you new information.
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F#Mass Change Form L =101 x|
—~TablefField to Change:
Update Table: |MEMBER.DB  ~|
In this example we are going to ) Field: [LocalNumber =]
mass change the “LocalNumber
field within the “MEMBER.DB’ Records to Include:
database. & All Records in Table
{~ Some Becords [by Filter)
~Change to Make:
_ " Delete Selected Records
We are gomg‘ to ch':':mge all records ¢ Clear Field Values
to a value of 1234 {+ Change to New VYalue !1234
" Copy ¥Yalue to Field
{~ Move ¥alue to Field
Hepmt \/ Update Qﬂ] Rezet x Cancel ‘

If you are changing a date, be sure to use the format with slashes. You can
use mm/dd/yy or mm/dd/yyyy to enter year 2000 items. If the field you are

changing is represented by a check box, such as “Bad Address” or “Citizen”
then the proper entry is “True” or “False”.

Confim

You are about to change the value of the field
® "Localdumber” in 15 zelected recordz] n MEMBER _DE

to *1234". Continue?

..................................

X Cancel

v, If you have completed all the information for a valid Mass
SR Change, the UPDATE button will be active.

When you press the UPDATE button you will be prompted to confirm the Mass
Change. The program will remind you of the field and data base and the new
value. It will also tell you how many records it will be changing.
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Field Assighments

Field Aszsignment Dialog
This is the new Field Assignment Dialog.

Table Hame |HEHBEH.DB E"
This can be used to update fields within a Field to select by [Stotoato
table based upon values found in other feld to select by |StatusCode |
fields. Field to azzign |5parEText1 E“

[+ Suggest Field ¥alues

Therefore you can setup a list of NewT able | DeleteT able

comparisons and assignments. This list is
saved as a Assignment Table. You can do | |Select from Assign SpareTextl | =
a “New Table” and select a Table Name, StatusCode field: |field to- =

Field to Select and Field to Assign.

|

The “Suggest Field Values” option is used
to request the program to review all values
actually used and build a table of those
values to select from.

& Aszign x Cancel I + I'_ I"’nl 5:-I

Choose assignment table E2

Search Characters [ENTER to Choose]

Table Hame Select by Field Azzign to Field -
| d MEMBER_DE StatuzCode SpareTextl

You can also
press the “Change
_| | Table” button to
view previously
stored assignment
tables.

v OK X Cancel
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Field Aszsignment Dialog
This example shows setting the new

SpareText1 field to “Active” based upon  Table Name |MEMBER.DB =]
searching “StatusCode” of 10 and 11. Field to select by [StatusCode =]
Field to aszign |5parET extl E“

Notice the pull-down for “Select from...”
column. [¥ Suggest Field ¥alues
Change T able | HewT able | DeleteT ahlel

These values are computed from actual

use rather than all values possible. This | |gelectirom . |£ssion SpareTextl | =
) atuzCode field: | kield to:
makes your assignments more accurate. (1o Active
Hild EI Active
10
WARNING: Requesting “Suggest 12
Field Values” may take 13

some time based upon
the size of your fiels. =

o Assign | | M Cancel |‘|'|-|"”“|f>f|

Once you are ready to do the Assigning
you press the ASSIGN button.

Confirm |

; field in the "MEMBER.DB" table. based on the
The program will requeSt "StatuzCode" field. Continue?

confirmation. — .
W DK | X Cancel

® You are about to change values in the “Sparel ext1™

Confirm |

@ Field Assignment is complete This message is displayed when done.
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Change Area Codes
Change Arca CodeDislg A

—Change Area Codes in:
[+ Member File 0K

[ Employer File

x Cancel

—Area Code

Old Code
Mew Code

~Exchanges
= All Exchanges
+ Some Exchanges Only:

Exchange: [123

456

Add

This is the new Change Area Code feature in MUMS/2000 Ver 4.

This feature allows you to change either the Member or Employer file phone
numbers. You enter the Old and New Area Codes in the middle section of the
above screen.

If not all Exchanges or Prefixes are being changed, then click on “Some
Exchanges Only” and enter the three digit Exchange in the box and press ADD
to add it to the list.

When YOU press OK, you will be You are about to change area codes.
presented with a confirmation message. @ o T TR

Continue?
Information E3
W 0K || X Cancel
@ Area Code change complete.
i/ DK This is shown when done.
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Member GeneﬂCodeS

The following is shown when you run - Members Chilshd
Lists|Code Tables|Member General: Emplopers ChikeE
Whork Locations  Chil+L
Grievances Chrl+5
Code Tables M ember General
bd emnber YWwork,
W Tables: General Member Codes _ O] x| M ermber Lnion
Status Code |Status Description | ﬂ Grievance
f MEMBER - GS Financial
_m MEM GOOD 5TH EITIF_|D.'-JEF
e MEM GOOD STW Fr e
|13 MEM RE FAID
(14 MEM RE NO PD This is the Status table
15 MEM SUSPEND within the General
16 MEM PENDING
W17 MEM CANCELLD Member Codes. You
_"-,StatusﬂMarital;{Part}l;{HegistratiDn;{Ethni-:,-{Titlef{SuffiH;{Language;{Beneﬁt Planz can use any set of
codes such as
A=Active, R=Retired.

You can use INS key to insert new items. You use ESC to cancel an add and
CTRL-DEL to delete existing highlighted table entries.

Notes: ? Do not delete codes that you are have already used!
? Tables shown here are only examples of what you can do.
? Click to select individual tables from the Tabs at the bottom.

[ Tables: General Member Codes =] E3

Marital Code |Marital Status Description |

Divorced
Married
Single

This is the Marital
code table.

;,5 batusz I,:'-,M arital 4 Party ARegistration AEthnic 4 Title A Suffix AL anguage A Bensfit Plans

Ch. 2 Pg. 37




M T ablez: General Member Codes =] 3

Ethnic Code |Ethnic Code Description |

African American
Asian-Pacific Islander
Caucasian

Hispanic

MNative American

% Status AMarital AParty ARegistration A E thnic AT itle ASuffix ALanguage ABenefit Plans

B enefit Plans

This is the Political Party table that is used for member information and
representative information.

[ T ablez: General Member Codes Mi=] B3

Registration Code (Reqgistration Code Desc:riptinn| ﬂ
Newver

Unknown
Valid

Y Statuz AMarital 4 Party b B egiztration AEthnic A Title ASuffix A Language A enefit Plans

This is the Registration table.
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This is the Ethnic Table.

This table can be disabled with the switch in System Information.

This is the Title Table.

[ T ables: General Member Codes

=] E3

Description

Hon.
Mrs.
Ms.

Rab.
Rew.
Sgt

% Shatus 4 M arital 4 Parby 4 Beagistration AE theic b Title ASuffix AL anguage ABensfit Plans

[ T ables: General Member Codes

=] 3

Code |Description

4 The second
[l The third
Jr Junior
Sr Senior

% Status AMarital AParty AR egistration AEthnic A Title ) Suffis 4 Language ABenefit Plans

This is the Suffix
Table.

Ch. 2 Pg. 39



[ T ablez: General Member Codes M=] E3

LangCode [Langquage |

English
Spanish
French

% Status AMarital 4 Party 4 Begistration 4Ethnic A Title ASuffix 4 Language ABenefit Plans

This is the Language Code Table. This table can be disabled with the switch in
System Information.

[ T ablez: General Member Codes [ [O] x|

Benefit Flan
All benefits
Group Health { No Dental

; Status AMarital AParty ARegistration AEthnic 4 Title A Suffix ALanguage jBenefit Flans

This is the
Benefit Plans code table.
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Member Work Codes

The following is
g [ Tables: Member Work Codes M=l

shown when you run
Lists|C0de Area Code |Work Area Description | ﬂ
Tables|Member
Work:

Loading Dock
Office
Manufacturing Plant

The following three
tables are the Job
Location Information

Tables
This is the Area T Awes A Section f Group A T i
5 Group A Title A Class A Shift / =
Table. _Mi Close_
M Tables: Member Work Codes [_ (O] x|

Section Code |Work Section Description | ﬂ
: Back Office
Front Office

This is the Section
Table.

Group Code (Group Description | i’
' Hardware Group
Software Group

This is the Group
Table.

The following three

Y Area A Section j Group A Title f Class 4 Shift / :
J1 Close
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tables are the Job Classification Tables:

Title Code |Title Description | ﬂ
Bttt Clorcal

_|Exec Executive

_|Prog Programmer

_|>ales Salesperson

_|Tech Technical

|Typ 1 Typist 1

|Typ 2 Typist 2

This is the Job Title
Code Table.

b Area 4 Section f Group 4 Tile 4 Class j§ Shift / @
Class Code (Class Description | ﬂ
- Regular Full Time
Reqgular Part Time
This is the Job Class Temporary Full Time
Code Table. Temporary Part Time
Y Area f Section A Group A Title } Class 4 Shift / IE
Shift Code | Shift Description | i’

Day
Evening
MNight
Split

"-lgrea ;{Eectinn ,-{_Eru:uup J-{Iitle ;{Elass }-'-, Shift Ii
M1 Close
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Member Union Codes

The following is shown when you run Lists|Code Tables|Union:

Activity Codes:
[ Tables: Member Union Codes =]
Activity Code 1 Activity Code 2 Activity Code 3
Code |Description 1= Code |Description 1= Code |Description =
Lm Meeting el Stew  |Stewards » Level 1 -
_|Strik  Strike Duty Unio Union Lev2 Level?

o | |‘I L _|—I
Activities AMNotez Alnion Rep pAszignment =
o A A p i fassia / 0] Close

There are three levels to Activity Codes. In the above example the Activity

“Meeting” has a sub category for “Stewards” & “Union”. With “Stew” highlighted
there are two codes under it called “Lev1" and “Lev2".

W Tables: Member Union Codes M=l EI
Activity Code 1 Activity Code 2 Activity Code 3
Code |Description = Code |Description - Code |Desc:riptiun 1=l
» Meeting —||_|Stew Stewards
Strik  Strike Duty P  Union Week Weekly

- w
| | 3 — 4] 3

In
the above example we clicked on “Union” in the center to show its third level

codes of Monthly and Weekily.
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M Tables: Member Union Codes [_ O]

Activity Code 1 Activity Code 2 Activity Code 3
Description - Code |Description = Code |Description =
_|Meeting 4
[d|Strike Duty, Nite  Night

= -
1 v [ «| | »

The above example we highlighted “Strike Duty” and see Daytime and Night
sub-categories. Notice we do not have to have a third level code.

Notes Codes:

[ Tables: Member Union Codes M= E
|l3ﬂtegl:lr3,-r |Desc:riptiun | ﬂ
k1 File Maintenance
2 Education
3 Complaints
Activities pMates A Lnion Bep pAzsignment =
\ hMotes § p Adssignment / L Close

This is Notes Code Table. This is used to establish the categories for notes
and comments.
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EH Tables: Member Union Codes

=101 x|

Description

‘ Business Agent
_|Exbd Excutive Board
_|Mobl 'Mobilizer
_|Pres President
ST Secretary Treasurer
_|Sec Secretary
| Stew Steward
Ll Stml _Etewmd;‘muhilizer
_|Trea Treasurer

wP Yice President
_"-l.-'l‘-.ctivities J-'-}ll'\l otes i Inion Rep Afssignment /

f1 Close

L

[ Tablez: Member Union Codes [ [O] x|

Assign Code |Assign Description
MBARG Bargaining Committee
_|COPE Political Action Committee
_|ELEC Election Committee
_|GRIV Grievance Committee
_|H&S Health and Safety Committee

Y Activities ANotes AUnion Rep ) Assignment £

I'LQIDSE

Above are the Union Rep Code and Assignment Code Tables. These are
used to assign union representative positions and union committee

assignments.
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Grievance Codes

The following is shown when you run Lists|Code Tables|Grievance:

[ Tablez: Grievance Codes =]

Description | ﬂ

Unassigned

Sex Discrimination
_|17.30 Age Discrimination
_|51.23 Term - Dishonestyftheft
521 Susp - Absence from work
_|b2.32 Susp - Insubordination

_"-,Eategcur_l,l Codes ﬁLH elated Mames ,-{S tep .-ﬁ-.ctinzur'm,-'r

fL Close

T
he above table is used to establish Grievance Category Codes. Any coding

SC
[ T ables: Grievance Codes M=l E he

Clinton, Hillery
Cluney. George

Jones, MNathon
YWalters, Barbara

'-,I:ategcur_l,l Codes ::'-, Related Mames ,-{S tep .-ﬁ-.ctinzur'm,-'r

fL Close
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The above table is used to store the names of Steward, Business Agent,
Supervisor and Managers. This same grievance names table is used for the
individuals involved in Arbitration.

Ch. 2 Pg. 47



[ Tables: Grievance Codes =]

Code|Description |
' Compromised

Dropped

Lost

Settled

Won

Category Codes pRelated Hames pStep Actionz =
4 Category A AStep / M1 Close

The above table is used to create Action Descriptions for the Step screens.
You can create your own action codes on this screen.
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Financial Codes

The following is shown when you run Lists|Code Tables|Financial:

L [l Tables: Financial Codes M=] B
This is the code|Desering |
Payment Method - - CET"F“"" j
Code Table. as
K Check
M Money Order
F Fayroll Deduct
-"-,F'a_l,lment Method Alnitiation Status ADues Formulas A COPE /PAC 4 Dther Payments /
j"L Close
Description |
Due
Paid This is the
Waived Initiation Status
Code Table.

' Payrnent Method pInitiation Status ADues Formulas A COPE /PAC ADther Payments |

fL Close
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[ Tables: Financial Codes [_ O}

Code|Description |Cﬂ||:: Methud|RﬂtE Factor |Fixed Amo
:  Full Time Base Wage 2.5 $1
Full Time Base Waqge 2.6 $1
Fart Time Base Waqge 1.5 $1
Fixed 1 Fixed $14
Individual Individual

This is the important
Dues Formulas
Tab. This is used to
setup a variety of
dues codes and the
calculation method
of Base Wage,

| b Fixed or Individual.
;,F'a_ument tethod Alnitiation Status 4D ues Formulas ACOPE APAC ADther Payments /
j"L Close
MM Tables: Financial Codes =] E
Fixed Amount |EﬁEl:tivEDﬂtE|Mﬂximum |Minimum | =
. . L $1.00 111497
The table is wider $1.00 3/1/97
than the window. B $1.00
ThIS ShOWS the : $14.00
additional fields to
the right of each
entry. -
<] >
TF'a_I,Iment Method Alnitiation Status j Dues Formulas ACOPE /PAC ADther Payments
fL Close

The Base Wage method allows you to enter the Rate Factor to multiplied by the
Base Wage located on the Member’s Financial Tab. You can also have a Fixed
amount that will be added to the calculation.

The Fixed Method uses the Fixed Amount field as a flat Dues amount for the
given code.

The Individual Method alerts the computer to used the “Ind Payment” field on

the Member’s Financial Tab as the Dues. In all cases you can have an
effective date, minimum and maximum amounts.
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[ T ables: Financial Codes H=] E3

EffectiveDate |

This is the
COPE/PAC tab.

|Amuunt

Cnde| Description

b C1 Large Cope
c2 Small Cope

You can enter
various codes that

are used to
determine the
amount of
COPE/PAC
Y Payrnent Method 4lnitiation Status ADues Formulas § COPE/PAC ADther Payments | contributions.
j-'L Close
This “Other — _
Payments” tab is CudE|Descrlptlun |Amuunt |EﬁE|::tWEDﬂtE|
used to define other A1 Assessmenﬂ $14.00
' L Ascessment 2 $22.00

types of payments
besides dues and
COPE/PAC.

' Payrnent Method Alnitiation Status 4Dues Formulas ACOPE/PAC b Other Paymerts §

j-'L Cloze
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Employer Codes

The following is shown when you run Lists|Code Tables|Employer:

This table

[m Tablez: Employer Codes

Empl Type Code [Employer Type Description

Baking Industry
Communications Service Industry
Freight Industry

_"-, Emplover Tupe ﬂN ames ,-'L.-’-‘-.ddress Type J-';F'n:u:qu:ts ﬁLS katuz I::::-:Ies,-"

j"L Close

Is used to update the Employer Type Code Table.

This can be used to describe groups of related employers. There are two
codes for each Employer. This can be used to describe the type of employer

Name
3 John Brown
Mike

I

ID |Address1
1344-88-9999 123 Main
123-45-6666 234 South EIm

\Emplaver Type §iMames {address Type /Products /i Status Codes /|
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[m Tables: Employer Codes

MI=] E3

Address Type|
Prim|
_|Ship

| ¥

This is the Employer
Names table. This can
be used to setup officer
names.

Y Ermplover Type AMames ) Address Type AProducts AStatus Codes / =

M1 Close

[l Tables: Employer Codes

MI=1 E3

Products

Mattress
Shirts

SEmployer Tupe ANames Aé4ddress Type 4 Products A Status Codes /

M1 Close

Products code

[ Tables: Employer Codes
table.

This is the Address
Type code table used
to describe additional
addresses stored on
an Employer’s record.

This is the Employer
I =] B3

Code |Description

. Mon-Union
Union

Un

This is the optional

"-lE mployer Tope ,-"-LN ames ,-'-rl.-'l'-.ddress Type ,-{F'ru:uduu:ts ,‘-'-, Status Codes f

Employer Status
Code Table. This

j"L Close

can be used to denote Union/Non-Union or Active/ln-Active, etc.
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NOTE: If you do not plan on using a field within the member or employer
database you do not need to establish valid codes for that field.
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Political Codes

The following tables are used to establish Political Action fields. You can setup
any type of political jurisdiction from the US Senate to a local school board.
You can also set these up for a variety of states.

You access these tables with Lists|Code Tables|Political.

The first tab on Political Codes is the STATE tab.

ici [ T ables: Political Codes el
This is used to
establish all of State| Description |
the states vo L CA | California

; you _|waA  Washington

are going to
reference in your
union

organization.

_"-, States 4 Types 4Representatives |

The next tab is TYPE. This is used to describe the type of political district. You
can create your

own and/or M Tables: Political Codes _ (O] x|
customize the

Type | Deszcription |

ones you see »| City City Council
here. |_|Conaress Houze of Reps

|| County County Commission

| |Local

|| Precinct Precinct Chair

|| Senate Senator

| | State Lower | State house

| | State Upper | State Senate

' States A Types ARepresentatives /
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The last tab is the

[ Tables: Political Codes =] E3

Representatives Slate| Type |F"usitiunfhlame |Flep Hame |F"alt_1.l | Phone
Tab. L CA City Council Jill Smith
| |CA Congress 24 Brad Sherman D [202]
L. | |CA County Frezno
This is the key to | |CA  Senate Senatel Dianne D [202)
the whole political || |ca Senate Senate2 Barbara Boxer D [202)-224-3553
action table. || CA State Lower | 41 Sheila Kuehl [916]
| |CA  State Upper 23 Tom Hayden D [(916)
WA | City Olympia
These are all of —
i i Yiew Yiew .
the combinations || Vi ] iew =] vee |_ea | wow
of State’_ Type ;StatesET}Ipes}gHepresentatives
and Position.

Position can be a voting District number or a name. In the case of the US
Senate, we recommend using Senatel and Senate?2 for the two Senators. In
the case of a city council that does not have numbers, use Seatl thru Seatx.

You can

Yiew _| Yiew
State EI Rep Type EI|
— use the Al s —
Statel Deszcription . Type | Dezcription 1=
CA | California View State City City Council |
WA  Washington button to Congress Housze of Reps
restrict the County County Commission
view to just one state and the View Rep Local : :
T t trict it further to just one type Frecinct Paecint Chair
ype _0 reg - | yp Senate Senator
of voting district. State Lower  State house
State Upper |State Senate -
This example

shows CA & 5tate| Type |F‘usitiunﬂ«lame |Hep Hame |F"art_l,|l | Phone
C_ongress a_S the L CA Congress 24 Brad Sherman D [202]
viewing choice.
On this Grid you
can use the
Delete, Edit or
New button.
¥i ¥i -
5:';'; H::anl.lne [x] Delete | Edit | New
;5 tates ET}IDES I,:'-,FE eprezentatives
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Mew Record - Political District

State [=] Rep Type [Conoress

=]|

District/Position I

Mame

Party

]

Official

Addressz

Phone I

Fax I

Aide |

hd

X Cancel

" OK

This is the result of pressing the NEW
button. The State and Rep Type will be
pre-filled if the prior screen was set to

| view these items.

The State and Rep Type can be
changed by using the pull-downs next to
the fields.

At a minimum you should establish the
District/Position name to identify the
voting district. There is room to hold the
| name of the representative, their party,
official address, phone, fax and aide.

If you scroll down you will see the

additional information fields to hold
Local Staff person, Local Address,
Local Phone and Fax numbers.

Edit Political Distnct

State EI Rep Type |[Congress

Hew Hecord - Pohtical Distnct

State Rep Type |Congress

Phone |

Fax |
Aide |

Local Staff |
Local

|
|
|
|
Address |
|
|
|
|

Local Phone |

Local Fax |

District/Position

24

Mame

Brad Sherman

Party

D

=]

Official
Address

|Lungswurth Bidg. #1524

|"I|I|I"ashingtun DC 20515

Phone [(202) 225-5911

Fax |

Aide |

Mike Day

ﬂl X Cancel

" OK

This is an image of the EDIT feature. It
Is the same as the add layout with the
data showing that can be edited.

X Cancel

0K

)
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Chapter 3

MUMS/2000
Employer & Work Locations






Employer Information

The Employer Information form can be requested by any of the following:

? MUMS /2000 Menu of List|Employers

? CTRL-E key

? Tool Bar Button for Employer

N

? "VIEW" button on the Work Tab of a member's record

This is the Employer Information form.

m Employer Information _ O] %]
- - Sort By:
Code |UFSI Employer [Union Friendly Systems, E:“pl:ym Name j|
—Address —Other
Line 1 | | Mgmt Ref | | Status
Line 2 | | Union Ref | | | E“
- zref
State Zip/Poztal Code Country P Electionics n
L] || | Other
FPhone Fax Software
|[ 1 - «x | |[ ] | Telephone

—"-, B azic ,J'-'l Locations ;{Qates ,-'-rl Documents ,-{Memn J-';.-‘-‘-.u:l-:Ijtiu::nal ,-{_Eriev Steps ,-{ Survey J-'r

|| 1= Find et

7 Range

295 Filter | || e |»i|4#

jI'L Cloze

You can use the navigation bar, FIND, RANGE and FILTER to locate the
employer record. You can even use the FIND-XREF button to search all
references within the “Xref” area. There is a sort option to change the
presentation of the records shown when using the navigation bar.
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The FIND button calls up the MUMS/2000 Find function. You can select the
search field and start to enter characters as the program does the search.

Find Record
Search Characters [ENTER to Choose]

Code Hame |Eit_',l |5tate =
0259401 UF5I1-Corporate
ATET ATET Hew York HY
HEWE A Hew Employer

PlUFSI

EMPLOYER.DE Rec # 4 of 4 _l
Search By
Code jl

DK X Cancel

This is the FIND XREF feature. Find Cross-Reference ||
—Field ¥alue

You can enter a value to search and | Search Type
indicate if you wish the search to be [ Case-sensitive

Case-sensitive. This means what ¢ Exact Match
you are searching for must match. * Partial Match at Beginning
i~ Partial Match Anywhere
You can also search for Exact, ~Fields
Partial at Beginning or Partial [Cross Reference =
anywhere.
Firzt Hext x Cancel

The FIRST button is used to find the
first occurrence of the match and the NEXT is used to keep searching for other
Employers who match the search.
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Employer Tab - BASIC

m Employer Information =] 3
- - Sort By:
Code |UFSI Employer [Union Friendly Systems, Employer Name j|
—Address —Other
Line 1 | | Mgmt Ref | | Gtatus
Line 2 | | Union Ref | | | E“
City | | Typel | IE" Type2 | IE“
- zref
State Zip/Poztal Code Country M Electronics -
I | | | Other
Phone Fax Software
|[ 1 - x | |[ ] | Telephone
—"-, B azic ,J'-'l Locations ;{Qates ,-'-rl Documents ,-{Memn J-';.-‘-‘-.u:l-:Ijtiu::nal ,-{_Eriev Steps ,-{ Survey J-'r
‘=i Find || =% Findef | | Range || 2 Filter [ |1a| «|» [m1|#|=|a| | ||| [l Close

The above screen shows the "Basic" tab of the Employers record. The tabs on
an employer's record are Basic, Locations, Dates, Documents, Memo,
Additional, Griev Steps and Survey. The Survey tab can be disabled with the
option in “Program Settings” on the System

Information form.

There are two "Type" codes on the Basic Tab that
can be used to classify this employer.

Status

oot ]

EmpType | EmpTypeDesc

FS

BAKE B aking Industry
C51 Communications Senr_l
FGT Freight Industry

-

I = The optional

Status Code| Dezcnphion

MNon Mon-Union

Un

Union

This is the Xref area. Here you can enter any
cross reference information you wish. You
use the INS key to add and CTRL-DEL to
remove. You can use the ESC key to cancel

Employer Status Code can be used to
denote the status of this employer.

Href

#| Electronics
Other
Software
Union Friendly Systems

any change. These are the same keystrokes
used in table maintenance.
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Employer Tab - LOCATIONS

m Employer Information M=] B
, - Sort By:

‘ Code |UFSI Employer |Union Friendly Systems, Employer Code jl
Code Description City | State | Phone =

LEA quarters 111111111 w12

| |DC Washington DC

Ll Midwest Office

|| WY Mew “York City

| |WA Morthwest Office

oL

4
:Easic i Locations f Dates § Documents 4 Memo 4 Addiional A Griev Steps j, Survey [

=i Find || %= Find =ref | |77 Bange || ?4: Filter | || | || | =] a|-

o

j_IL Cloze

From this "Location" tab you can view the work locations that belong to this

specific employer.

You can double-click to view the work location record. This will bring up the
"Work Location Information” window. This will be reviewed in a few pages.
From that screen you can add new work locations linked to an employer. Any

new work location added will not show up on the employer list until you request

to view a new copy of the employer records.

In other words, you add new locations only via "Work Locations Information”
window by linking it to an employer. You do not add locations directly on the

"Locations" tab of the employer.
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Employer Tab - DATES

m Emplover Information

=] E3

Code |UFSI

Employer

Union Friendly Systems.

Sort By:
Employer Hame jl

Type

Date

Deszcription

Contract | | |

Any Title |

Date3 I

Dated I

Date5 I

% Basic_j Locations j, Dates # Documents j Memo 4 Additional 4 Griev Steps f Survey [

i Find || 1= Find Href

'E Range

243 Filter | |1a| «|»|»1|+

Sl X JELEh:ISE

This is the screen to hold reminder dates for this employer.

The names next to each of the five dates can be customized under the “Field
Settings” tab within the System Information form.

Note: If you press the right mouse button while on Ejz;z:fiage
the Employer Information window a pop-up Dates Page

menu of the tabs will be shown to allow you Documernts Page

to skip quickly to another tab.

Memo Fage
Additional Page
Grievance Steps Page
Survey Page
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Employer Tab - DOCUMENTS

- - Sort By:
‘ Code |UFSI Employer |Union Friendly Systems, Employer Code j|

Employer Documents

Date Entered |Dut:ument Hame |Des-::liptiun 1=

472596 TEST1.0OC Test -
5/13/96 TEST1.wRI Test Wiite Document

-
«| | »

|'D ocument Records

[w

Cyoadd | [ro] [ |wi|=]al ||

Show

% Basic ji Locations j Dates ji Documents f Mema 4 Additional 4 Griev Steps j Survey [

...................................

=i Find ||{ Find Xref| | Range || 2{i Filter | [14| «|» |mi|4 [=|a| i ||| ] Close

This is the attached document screen for this employer. This can hold images
of correspondence or contracts.

Please Note: For more information on the use of Attached Documents
see the Additional Information Chapter 8 at the end of this

manual.
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Employer Tab - MEMO

m Employer Information =]
- - Sort By:

Code |UFSI Employer [Union Friendly Systems, Employer Code j|

—Officers —Products
Name Title Sis Products |

* — » (-

< | _I_I z
Comment I |
% Basic 4 Locations 4, Dates 4, Documents i Mema 4 Additional 4 Griev Steps 4 Survey f

=i Find || 1= Find et | |@ Range || 2{i Filter | [1«| «|» w14 [=|a| ||| | ] Close

This is the Memo Tab. This is used to list Officers and Products. Again, to add
information into a grid you can use the INS key and remove with CTRL-DEL. If
there is a blank line already showing, you can use it for the first item.

The officers grid has a pull-

down for previously entered | Officers

names under the Employer Name
code area. L1 i

Mame 1D

John Brown 344-88-9999
Once selected, the program Mike 123.45.6666

will enter the SSN, Address
and phone numbers, you

can hand enter the officers title within this Employer.

Products

Grids
M attress
Shirts

The Products also has a pull-down
based upon the codes established
previously.
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Employer Tab - ADDITIONAL

m Employer Information

=] E3

UFSI

‘ Code

Employer

Union Friendly Systems,

Sort By:
Employer Code j|

—Add'l Address 1

Type

—Add'l Address 2

Type

—Add'l Address 3

Type

% Basic j Locations 4 Dates 4 Documents 4 Memo j Additional 4 Griev Steps 4 Survey /[

1= Find %ref

I=1 Find

% Range

243 Filter ||| «|»

+-

fL Cloze

S V- 4

This TAB allows you to enter up to three additional addresses and phone

numbers.

You can use the coded address types that 0

you previously established.
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Employer Tab - GRIEV STEP

m Employer Information M=] B3

Sort By:
Employer Hame j|

‘ Code |UFSI Employer [Union Friendly Systems.

~Grnevance Step Information

Step |Emp. Response |Union Response| =
Time {Days) Time {Days) |

3 1 10 10
2 20 20
3 10 10
4 20 10

L (Rl S S B

-

% Basic 4 Locations 4 Dates 4 Documents 4 Mema 4 Additional i Grigw Steps £ Survey [

r=iFind || 1= Findiref | @ Range || 2{iFilter ||| «|» |pi|d|=|a| | [ | ] Close

This Tab is used to establish the grievance response days for each step. You
can use the navigation bar to add or delete steps. If you delete a step you
must be sure that the remaining steps are in sequence from 1 to the maximum
number of steps for this employer. You should only have to delete the last
step, because you can always edit the days on each of the lines.

This grid determines the number of steps that will be allowed in the Grievance

Tracking System. The days are used to schedule the Step due dates. Then
each Actual date and the above table is used to schedule the next due date.
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Employer Tab - SURVEY

m Employer Information =]
. - Sort By:
Code |UFSI Employer [Union Friendly Systems, Employer Hame j|
—Site Survey
Union Rep | |
D ate of Survey |:|
R ey
Location | | LI L | | . I= Next
Other Unions |
Memo
Affiliate Locations | (3 Add
Subcontractors | par-
i Delet
LI Yendors | i
% Basic 4 Locations 4, Dates 4 Documents 4 Memao 4 Additional 4 Griev Steps b Survey §
1=} Find || 1 Findi<ref | | Range || 2{i Filter | |1«| <[> [m1]#[=| |v ||| ] Cose

This is the optional Survey Tab. This can be deactivated with the option found

on the “Program Settings” tab of the System Information form. You can have

any number of survey forms for an Employer.

= @ This area is used to navigate between surveys and to Add
i I= Hext
a new one. It can also be used to delete the survey
<1 Prior shown.
(3 Add When you add a new one, be sure to verify the Survey
o Date. All fields can be used including a Memo field and
= Delete the pull-down for Employer Type.
This area is used to store any
Products I

number of lines of information
— - I organized by Products, Other
Affiliste Locations | | jnions. Affiliate Locations,

Other Unions

Subcontractors | 5,pcontractors and Vendors. If

¥endors | you click on any of the five

=

[

lose

buttons a new area will open for
you to input or view any number of entries.

Ch. 3 Pg. 10



Work Location Information
Basic Tab

The Work Location Information Form is accessed by any of the following:
? MUMS/2000

? CTRL-L
? "VIEW" button on a member's work tab
? Double-Click on Location Tab within Employer Information
\'r'urk Location Information ] = I EII_E]
Employer Location Code Sart By:
|UFF}I Headquarters |CA |Lu-::atiun ;]
~Address ~Other
Line 1 | Employer [UFSI -]
Line 2 | Mgmt Bef |
City |
Union Ref |

State ZipfPostal Code Country

| I I Typel IBAKE vl

Phone Fax

|[111]111-1111 x1233 |[B1B] g1 Type2 IFET "I

% Basic ff Dues 4 Poltical § Benefits

@ Range| (i Filter | | | > ||| =| 2] ] e | Close

You can use the NAVIGATE, FIND, RANGE or FILTER to locate work location
records.

 Employer hmma
One very important field is the "Employer" Code [Description
field. This is used to link the work location to {025940 UFSI-Corporate
the employer. This is what makes this ATET ATET ]
location appear under the location tab of an e Lo AL
| PP
employer. -

Notice you can again insert a type of work location, using the employer type
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table you have established.
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Work Location Tab - DUES

il work Location Information M=l E
Employer Location Code Sort By:
UFSI Headgquarters CA | Location jl
D“E“'Q“'Ed by: Frequency ~Dues Components
@{ocation (" Individual || = Monthly Code  |Amount | -
~Local Dues Dptiunﬁ " Semi-Monthly _|A Yaries
: ues Lode | Bi-weekly M C1 $5.00
[~ by Title Ll
" Weekly
—Jlob Title Rates
Job Title |Dues Amount |Efle-::ti1|re Date | (B —
L Grip $23.23|1/1/96 —
Machine $15.40 | 1/1/97 st
- Last Paid Thiu Date I:l

\ Basic j Dues /i Political § Benefits [

1=} Find # Range 211 Filter I

Ll IE N ) I RV 4

j-_L Cloze

This is the optional Dues Tab for a work location. You will only see this tab if
you “Enable Location Based Dues” on the Program Setting Tab of the System

Information form.

This tab has the following information:

RS BECC IO BELO BELS BELS )

Dues Method for this location
Local Dues Option
Frequency

Dues Components
Job Title Rates
Last Paid thru date based upon batch processing

NOTE: The Dues Method determines if member’s at this location will be
using the default location dues or a unique set of individual dues.
Both will have customization options on the member’s Financial tab
reviewed later.
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~Dues Components

b e -] The _Dues Component are has room for

A Varies multiple codes and amounts.
I [=]s$5.00

hy ool Time = The Dues Codes come from the Dues

A2 Assessment 2 Formulas, COPE/PAC and Other Payments

B Part Time =| previously created under Financial codes.
— C Fizxed 1

C2 Small Cope

D Individual -

Local Dues Option

) ) ) Duez Code

If Local Dues is computed by Job Title, | by Title El

you use this area to set the switch on a1 Assessment 1 n

and to tell the computer which code is 4;2 ?ss::iﬁmﬂnt 2

Local dues. This is the same Dues E Fied1

Codes used before under Dues C1 Large Cope [
C2 Small Cope

Component area. B Ida
-

—Job Title Rates |

The JOb Tltle Rates grld Job Title Dues Amount | Effective Date o
. . . « _|Machine $15.40 11 /97

will be active if the "by  Iylg, $2323 171796

Title” is checked off.

This is used to assign a rate and effective date to each Job Title for which you
are calculating dues. The Job Titles are those previously established under
Title table within the Member Work Tables.
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Work Location Tab - POLITICAL

m‘#mk Location Information [_ O]
Sort By:
‘ Code |m Description |Headquarters Location j|
—Political Action
State |EI
Type Position | Mame =
L Cong 13 |
e
J | Ll_l S I el S
;Easic Egues I,"-, Fuolitical ,{ Benefitz ,-'r
1=} Find ™ Range 2% Filter A l» - ﬁglnse

This is the Political Tab for the Work Location.

This tab allows you to enter the Political jurisdictions that apply to this work
location. This can be used for selected mailings based upon the work location

instead of where a member lives.

This Political Action Group is identical in function to the Political Action Group
found on the Member Information Form - Other Tab.

Please see the Member - Other Tab for details on how this functions. This is in

Chapter 4.
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Work Location Tab - BENEFIT

m‘w’urk Location Information M=l E3
Sort By:
‘ Code |CA Description |Headquarters Location j|
Benefit | Bate |Amuunt | Last Paid | Comment =
— |
Y Basic 4 Dues 4 Poliical j Benefits /
1=: Find {# Range 24} Filter SRS e 1 o j-_L Cloze

This is the optional Benefit Tab.

This can be used to record Benefit payments received for this work location.
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Chapter 4

MUMS/2000
Membership Information



Member Screen Layout

Member Information [_ (O] x|
Sort By:
111-11-9145 Yan Elgort, Richard SN NI SN B I S e Last Mame J

$ Dues
Giriew

Label

fL Close

Wiork f UnionCode p Activities Financial j, History § Grievances & Job Dizp

This is the Member Information Screen.
The top shows the SSN, Name, Navigation bar and sort options.

The Side bar allows you to FIND, RANGE and FILTER the member data base.

There are also side bar buttons for DUES, GRIEV and Sfﬁ;ﬂ:ﬁ
LABEL. Wwhark Tab

Idnion Code Tab
The bottom of the screen shows all of the Member tabs. Activities Tab
These will be reviewed one at a time in the following Haies Tab

Financial Tab
pages. Financial Hiztom Tab

Grievances Tab

You can click on the tabs or you can also press the right Job Dispatch Tab

mouse button for a quick pop-up menu of tabs, two of Documents View Tab
the popular sorts and the Form vs Table View option. Sort by Last Name
Sart By S5M
Form *iew
T able \igw
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MUMS /2000: Your Organization Goes Here

FEile Edit Liztz Dues Records Beports Window  Help

1] B Ese] XEE EEEDL |
Member Information Mi=] B
Sort By:
111-11-9145 Yan Elgornt. Richard SRR WS SR N I N e I Last Name J
55N Lazt Mame Firgt Mame Mid Mickname Title Suffix View: —
[111-11-9145 ||Van Elgort [|Richard [0 ||Rick M. [=][jm [=] ]| & Fom
~Address ~Dates " Table
|-::J'u Union Friendly Systems. Inc. | Status 1179795 (4 =
. I=i Fim
[21354 Nordholf 5t, Unit 114 || Fith Bate ~
. ange
City 5t or Prov Zip/Postal Code 1st Hire |:| —
|Ehatswulth | |[:A. | |51 I11- | Enrollment 217 Filter
Language [ Bad Address Seniority § Dues
Status Code Addr Chng =
E] Griew
—Local Information —Phone Humbers
Local X
Local Sub Loc |:| Tﬁ;: |:| Home [(818) 555-1212 | e

“Whork A UnionCode § Activities Financial p History 4 Grievances j Job Disp 4 Doc

| | Tables: CAMT20008GAMPLES | 12Rec: | BROWSE | |

This is the normal appearance of the “Member Information” screen within the
MUMS/2000 Standard Window.

This screen can be requested by three methods:
? CTRL+M key

? Lists|Members menu item

? Members tool bar button... £

This shows the “Member Information” form or window shown within the
‘“MUMS/2000” standard background that includes at the top the Title Bar, Menu
Bar, Tool Bar and at bottom the status bar.

Ch. 4 Pg. 2



MUMS /2000: Your Orgamization Goes Here - [Member Information]

. Eile Edit Listz Dues Records Beports 'Window  Help - |E’|E|
£ s B XD EEE |
Sort By:
111-11-9145 WYan Elgort, Richard RIS EIE I P Last Mame j
S5N Lazt Mame Firzt Mame Mid Mickname Title Suffix View —
[111-11-9145 ||Van Elgort [|Richard [0 ||Rick M. =] [=] ' Form
~Address ~Dates " Table
|-::J'u Union Friendly Systems. Inc. | Status P
- =i Find :
[21354 Nordhoff St. Unit 114 [|| St Bate %H_
. ange
City StorProv  Zip/Postal Code tsthie [ ] -
|Ehatswmth | |EA | |!E|1 311- | Enrollment 245 Filter
Language [” Bad Address Seniority 5 Duss
Status Code [10 [7] | Addr Chng i
= Griev
~Local Information —Phone Numbers
Local Sub Loc | | Tocl || | Home [(818) 5551212 | o
Council Region[§ | Empl Work [(818) 718-9900 %1234 | L Close

Yotk f UnionCode f Activities Financial & Hiztory A Grievances 4 Job Dizp

| | Tables CAMT2000MSAMPLES | 13Recs | BROWSE | |

This is an example of the Member's Screen Maximized. The Member's screen
now fills the complete window but the MUMS/2000 Menu and Tool bars are still
visible. The title bar changes to say MUMS/2000-Member Information. The
“Member Information” form can also be minimized. If minimized, the next time
you request the member form, it will be re-sized back to it's normal size.

On the “Member Information” form are the standard MUMS/2000 FIND, RANGE
and FILTER buttons. See Chapter 8 for more information on FIND & FILTER.

The Navigation bar can be used to go to next or prior
record based upon the sort selected. This bar can | | [oi| =] |v|x|e
also be used to Insert or Delete records.

The sort sequence defaults to “Last Name” until you select another.
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Add/Edit Member Information

You add a new record by using the “+” key on the || «|» |mi|#|=|a]| ||
navigation bar.

Ingert record

To update information you can click directly into
the field you wish to change or press the Edit
button(?) on the navigation bar.

T | o | ]| o | [

Edit record

Once you have made the changes you can save them by any of the following
methods:

? Go to another member’s record

Close Member Information Form

? Pressing the Post Edit(?) button | i =] v %]
on the Navigation bar. e

-~

If you wish to cancel the edit, however, you must
press the “Cancel Edit” (?) button on the Navigation

ENE RN ) E -

bar before you do anything else. Cancel edi
WARNING: If you use the “Cancel Edit” key, all pending changes made on

this member on any tab will be erased

If you are using a pull-down table or inserting a new item into a grid (list of
information), you can often use the ESC key to cancel the change.

If you try to Edit a record that is currently

being changed by another user on a

network, you will receive this message. Record locked by anather user. Table:
C:AMT 200005 AMPLES\MEMBER.DB. User.
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If you use the “+” on the Navigation Bar to “Insert” a new record, you will be

presented with a blank member form.

Member Information

=] E3

Sort By:
e =] v X Lazt Mame j
S5N Lazt Hame First Hame Mid Hickname Title Suffix YView:—
| | | Ll L &Il | & Fom
Double-Click on Blark to Auto-generate Dummy S5M #]-— | [ Dates " Table
I - | Status |:| P
| | BithDate [ | o L
. % B
City St or Proy Zip/Postal Code 1st Hire |:| - —
| T ||| Enrollment [ ] 2{} Filter
Language [ Bad Address Seniority |:| § Dues
Status Code AddiChng [ |
" G
—Local Information —Phone Numbers =
Local |:| Sub Loc |:| If;:gl |:| Home | | Label

Whork A dnionCode

Activities

Financial

Histary # Grievances # Job

Dizp

You should immediately enter the SSN# or Double-Click in the blank SSN Field
to have the computer insert the next dummy SSN number automatically.

If you try to add an individual whose SSN
already exists, the member information
form will show you a “Key Violation”. You
might also see this if adding other
information that required a unique key and
you entered a duplicate.

MUMS 72000: Your Organization Hame Goes Here

e F.ey wiolation,

Confirm Audit Hotes

When you change SSN, 8 8 it Notefe] wil be added to this Members [~
e TolowWIn (Fn]] oDLElS] Wi e a L] (1] 15 EMDETs H

Status COde, Name, Motesz file. '_I:'I-iake any changez before confirming. "/ oK
Beneficiary, Local 0 [Cat | Comments -
Number, Address, | [srar97 F  “Employer” changed from "NEWE" to "UFSI"
Employer andlor WOI’k L h/9/97 F "workLocation” changed from "NEWLOC" to "CA™
Location and you have
the System Information —
Option set for Audit Trail =1 o[

with Verify you will be

shown the automatically generated Notes and you edit the note and date.
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Member Tab - BASIC

This is the Basic Tab of the Member's Information Screen.

Member Information M=] B
- Sort By
111-11-9145 Yan Elgort. Richard R IR S NI P Last Mame j
55H Last Hame First Hame Mid MHickname Title Suffix —Miew——
[111-11-9145 |[Van Eigort |Richard [0 |[Rick M. [=]|m [=] }| & Form
~Address ~Dates " Table
|-::J'u Umion Friendly Systems. Inc. | Status |11/3/35  Find
. I=: Fin
172745 z =
[21354 Nordholf St_ Unit 114 [ Btk Bate 1215 | .
-I tH' ange
City StorProv  Zip/Postal Code sthie [ —
|Ehatgwmth | |EA | |51 11 | Enroliment |5/2/84 21} Filter
Language |- Bad Addrezs Seniority h/2/84 % Dues
Status Code Addr Chng [5/5/98 =
(N[=Fs
—Local Information ~Phone Numbers
Local 818) 555-1212 3
Council Region [ | Empl [UFSI Work [(818) 718-9900 x1234 | L Close

“Whark, 4 UnionCode § Activities Financial & History A Grievances A Job Disp

This holds the individuals name and address.

The "Local Information" fields can be used to store Local, Sub Local, Council,
Region and/or Local Type.

There is room for both Home and Work Phone

with an extension. Code | Description

10 |MEMBER - GS

11 MEM GODOD STH
12 MEM GOOD STW
13 MEM RE PAID

This is the Status Code pull-down. If you 14 MEM RE NO PD
change the Status Code, the program will 15 MEM SUSPEND
automatically insert today’s date into the Status |10 MEMPENDING

17 WMEMW CANCELLD
Status Code

Date field.
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This is the Title pull-down.

Suffix
This is the Suffix pull-down. | Jr

] .

[+ ] 1«

-

Zip/Postal Code

If you enter a Canadian Postal code "Country-Canada" |2y 302 |
will automatically appear.

Country

|EAHADA
There is also a box for you to indicate that you have a bad
address y y [v Bad Address

Language
The Language field and Pull-Down are optional ]
and can be disabled from the “Field Settings” Ez"gc“de E:"f:‘s‘:ge —
tab within System Information Form. op Spﬂ,ﬂsh .
FR French

The Employer Code is Displayed within the hd

Local Information Group

An “Addr Chng” date field is shown. This date field is automatically updated
when you change an address. You can then use this to print out address
changes with the Address Change List Standard Audit Report. Also if you have
Audit trail turned-on in the System Information form, the address change will be
recorded in an automatic note.
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Member Tab - OTHER

Member Information =]
Sort By:
111-11-9145 ¥an Elgort. Richard RIS T N Y e R Y Last Mame ﬂ
—Family Information— Political Action View:
Spouse State View & Form
IArIeene | = Table
=T Type | Poszition | Mame | (=
SSN [111-22-3333 | DOB [10/24/55 |
B fici L City Council Jill Smith | ;
enenciary || Congreszs 24 Brad Sherman 7 Range
il || Senate Senate? Barbara Boxer
LI || Senate Senatel Patty Mumray "{ Filter

Dependents

Total Ijl % Dues

M arital hd > oo
Covered I:l Status | - | - | + | - |,./~| Year |F'ri|Eenl; Grigw
3 O 0O —
nﬂ;;‘:: Ethnic Party Code B Label
|IlIII j| IEA E" | Bl Reg Code |1"'r EI jI'L Cloze
Whork 4 UnionCode 4 Activities Financial g Histomp A Grievances A Job Disp 4 Doc ,-'r

This is the OTHER Tab. Itis used to hold Family Information, Other Group and
Political Action Information.

There are a variety of Pull-Down Tables on this Tab. These are Marital Status,
Sex, Ethnic, Party Code and Registration Code. The Citizen checkbox and
Ethnic Code are optional and can be disabled from the System Info form.

The Beneficiary is a memo field and will hold a long description. You can enter

the number of dependents or use the VIEW button. The following is the

Dependent view. You can update this grid just like all other grids. The
computer will

automatically
m Birth Date| Sex|Covered|Relationship 21l total the
David M ® Son number of
dependents
and number
covered when
you close.
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~Political Action This is the Political Action group with

State View | room to hold voting districts, the
— e — Party ar!d Registratio_n Code and a
N — small grid to hold Voting History.
The Voting History grid shows an
entry for 1996 with a check mark for
= Primary & General Election. It also
Jd LI_I shows the results :
||+ ||~ [Trear]Pri]Gen]~] of pressing the [ Year |'|::|"|EE"|;
G INS key after B .
Party Code cIickingyin the grid L= -
Reg Code [V [7] = to add another
entry.
Assigning voting districts start with state B[] __
selecting the correct political state by “" ""
use of the pull-down. WA  Washington

. IT’"’E Ell Then you select the TYPE of voting district. The choices will
Type be only those districts actually used within the state you
City selected.

Congress
County
Senate

State Lower
State Upper

After you select the Type you

select the Position. This might |22 [Position |

*| Senate | EI
be Senatel, Senate2 or a = — [Name
CongreSSional DiStI’iCt ora Senatel Dianne Feinstein
local city council seat #. The Senate? Barbara Boxer

computer will then insert the
name of the representative.

All of the Political codes are established with the table maintenance under
Lists|Code Tables|Political.
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The following shows the results of assigning multiple voting districts.

Member Information [_ (O]

111-11-9145 ¥an Elgont. Richard LR Lol ol I S e Last Mame J

~Family Information | [ Paolitical Action Yiew:
Spouse State Y {* Form
IArleene | {~ Table
Type | Poszition | Hame -
SSN(111-22-3333 | DOB |10/24/55 — L
— 10724755 ¥ City Council Jill Smith = I Find
Esnaliclal) _ | Congress | 24 Brad Sherman % Range
;I _| Senate Senate? Barbara Boxer
LI _| Senate Senatel Patty Murray "{_ Filter
Dependents -‘\.-“iew
% Des
Total E el -
arita ——
Covered |:| Status = = Year |Ffi|EEﬂI: Griew
*| 1996 I
Other = B
Sex Ethnic Party Code L abel
|H j| |EA E|| [+ Citizen Reg Code |-|,|,r =] 1.=_.L o

Wiork A UnionCode p Activities Financial g Hiztay 4 Grievances f Job Disp

To view the complete information behind a voting district and the
representative, you need to highlight
the line you wish to view and press the

State Rep Type |EDHQ'333 | VIEW button.

District/Pozition |2'Il

Yiew Political District

! iI This is the result of viewing a

Mame |Brad Sherman

Yiew Political District

Party (D
A?jgirc;g |Longsworth Bldg. #1524 State Rep Type [Conoress |

[Washington DC 20515 Phone [(202) 2255911 | ]

| Fax I |

Phone [(202) 2255911 Aide [Mike Day |

Fax | Local Staff ISusan Little |

Aide |Mike Day oeal [71031 Ventura Blvd #1010 ]

"""""" 0K [Woodland Hills CA 91364 |

. I |

voting district entry. Local Phone [(215) 959-1990 |

Member Tab - Local Fax [[310) 9592207 | =

........................................

Ch. 4 Pg. 10



i'; Member Information . _JEJEI

= Sort By:
| 111-11-9145 Van Elgort, Richard | HI ,.| .,| Hl -|-| -|-—f‘| | c-| [Last Name #]
-Job Classification Information; [ Job Location Information :‘EE::
* Form
Group !Suft LI Employee Hum II]I]1 " Table
Title |Prog #
Class |HF ;I Employer IUFSI j View I
Alt Empl | | _view | ® Range
~Benefit Plan Code 243 Filter
Location IEA li View I
!HF ;i % Dues
Area Iﬂffice j _—
Griev
HQ Member ID Section Iant j
[1239876 :
Shift |D | i
fL Cloze

Wik £ UnionCode 4, Activities Financial g History

Grevances A Job Digp A Daily Hire

WORK

This is the Work Tab. This screen has room to hold the Employee Number if
any along with the Employer and Work Location. Both the Employer and Work
Location are pull-down tables but they also have the "View" feature to call up

the Employer and/or Work Location Record.

The Area, Section, Shift in the Job

Location Group are all pull-downs from Title
the tables you can customize. Job
Classification has pull-downs for Group,

Title and Class. There is also a pull-

down for Benefit Plan Code.

This is an example of one of these pull-
downs. This is the Title Code field.

Sales
Tech
Typ 1
Typ 2

Exec Executive

Prog =]
Title | Descnption
Clerk Clerical

Salesperson
Technical
Typist 1
Tymst 2
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The “Alt Empl” field has been added to keep a 2" employer on a members

information form. This can be used while creating an automatic batch of dues.

The Employer field is a pull-
down with a VIEW button.

This is the pull-down.

Employer B8] E
Code | M ame
0259401 UFSI-Corporate
ATET ATET
NEWE A Hew Employer

UFsI Union Friendly Systems. Inc.

Wigw I

m Employer Information M=l E
UFSI Union Friendly Syst put Be.
Code Emplu_vﬂr non rrenaly aysiems, Empluyer Name j|
—Address —Other
Line 1 | || | Momt Ref | |
Line 2 I | Union Flefl |
City I | ype Ype
xref
State Zip/Poztal Code Country

Phone Fax

B| Electronics
| Other
Software

() - x | [0 -

FS

_"-, Basic ﬁL Locations ;{Qates ,-'-'l Documents ,-{Memn J-';.-‘-‘-.u:l-:Ijtiu::nal ,-{_Eriev Steps ,-'-'l Survey ,-'r

r=: Find %ref | [ Range

r=: Find

o

245 Filter

+ 8 Ly

fL Cloze

If
you
pres
S
the
VIE
W
butt
on
the
prog
ram
will
auto
mati
cally
brin
gup

the Employer Information form and position it on the correct Employer record.
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Location E E| IM

Location

Headquarters
DC Wwashington DC
Mi Midweszt Office
MY Mew York City
WA Morthwest Office

This the result
of pressing
the "View" button on the Employer. From the Employer record you can also
review all the valid locations and click to see any of those locations. Please
see the section on Employer and Work Location records described earlier for
more information.

Please Note: If you change the Employer, the program will automatically
clear the Work Location field. Be sure to assign a work
location after the Employer change.

This is the Work Location pull-down with VIEW button.

This is the result of pressing the VIEW button.
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The View of Employer and Work Location allow you to update this information if
you need to. When you CLOSE from these, you are returned to the member

information form.

II||'|||'|.1rlcc Location Information = ;I_QIEI

Employer Location Code Sart By:
|UFSI |HEEl[:|E|UElI"tETS |CA |Lu-::atiun ll
—Address —Other
Line 1 | Employer [UFSI -]
Line 2 I Mgmt Ref |
City |
. ; Union Ref |
State Zip/Postal Code  Country
I | I Typel |BAKE vI
Phone Fax
|[111] 1111111 x1233 I[B1 8) 718-9111 Type |FET 'I
Y Basic A Dues 4 Political 4 Benefits /
%Hangel 241 Filter | H|1|F|H|+|—|A|’”| f>i'|("'| fLElDSE
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Member Tab - UNION CODE

g1 Member Information =10 x|
Sort By:
111-11-9145 Van Elgort, Richard | Hl -1| I*l Hl -I-| —|”A ."'fl {"l [ Last Name =l
Contact Info View:
fl'_ij Yiew [ither Fieml (Fagerlm 8691 Fax IB'l 8-718-9907 E-HaillHichard@Unic + Form
— - {" Table
-Union Representative ~Union Assignments
o = & i Find
Code Description | Date j Code |Descrlptlun |Date |:l =i ki
> L4 7 Range
211 Filter
v| % Dues
1 4 -
BT = Griev
[~ Mew T/F Custom Text | Special it
Label
PreList COPE | fLo
oge

Whark, v UnionCode

Activitiez

Financial A Hiztory A Grievances

Job Dizp

Draily Hire

This is the Union Code Tab.

On this screen you can enter an individuals Pager and Fax number and an
number of Union Representative Codes and Union Assignment Codes. These

Codes have separate unique
tables you customize.

Both the Union Representative
and Union Assignments grids
work the same way.

You click into the Code area and
select the code you wish. If you
press the TAB key after entering
a code the computer will open up
another line. If you wish to cancel

~Union Representative

Code | D escnption | D ate

4l

Code | Deszcription

BA Business Agent
Exbd
Pres
ST
Sec

Excutive Board
President

Secretary Treazurer
Secretary

Stew Steward

Trea Treasurer

¥FP | ¥ice President

| I»

a new change, press the ESC. You can delete existing items with CTRL-DEL.
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—Union Assignments

Code | Description | D ate | =
: : : Ml =] L...
This shows the Union Assignments | [Code [Description
grld BARG Bargaining Committee

COPE Political Action Committee
ELEC Election Committes
GRIY Gnevance Committee

You can also add a Date r?eXt to : H&5 | Health and Safety Committee
the Representative or Assignment
Code. This can be used as an effective or expiration date.

The following shows the screen with several items filled in.

s Member Information =10 =l
Sort By:
111-11-9145 VYan Elgort, Richard | H|4|F|H|+|—|\/|X|('| ILastName j
Contact Info View: —
View Other “E"sl (Fagerlm 8691 Fax |818-718-9907 E-Mail |Richard@Unic * Form
- " Table
-~Union Representative -Union Assignments
i s oL i Find
Code Description |Date = E::f:; | I[:E“'EFF'D"J Date |- i
- | argaining Range
_|BA Business Age M ELEC Election Com i
| Exbd Excutive Boz 24 Filter
P Stew Steward —
- % Dues
4 I I 4 - Z
Griev
v Hew T/F Cuztom Text lhctive Special #f 564
Label
PreList COPE | $4.25 ——
[J] Close

whark, & UnionCode p Achivities Financial o Hiztory g Grievances j Job Disp A Daily Hire

Confim |

If you highlight an item and press the CTRL-DEL @ Delote record?

key the program will ask you to confirm the deletion
of the entry. VAl

X Cancel
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If you highlight a union rep code and press the VIEW OTHER REPS button you

will get a display of those within the same local with the
same codes. You can then double click on an individual
and proceed to their UnionCode tab to update if needed.
This is useful to
manage who has
what code and
allows you to
know who to
remove after you
have done a new
addition of a code.

Other Reprezentatives: Code="5tew", Local="9503"

Wiew Other Reps

Alton
Thomas

H1 Close
fiaMember Information 101 x|
. Sort By:
| 111-11-9185 Van Elgort, Richard | ﬂ 4| rl Hl +| —|¢| xl {-I [Last Name -]
Contact Info ¥iew:
View Other He"‘l (Pageqm 8691 Fax |818-718-3807 E-Mail [Richard@Unic + Form
! ™ Table
-Union Representative -Union Assignments
- ioti - £ Find
Code Description | Date ___I Code | Description |Date L_! [=: Fin
BARG Bargaining C Ran |
o — ge
_|BA Business Age P ELEC Election Com =
| Exhd Excutive Bog 24% Filter |
L Stew Steward
- $ Dues |
4 I I F - 5
Griey |
¥ New T/F Cuztom Text ;Aclive Special # BG4
Label I
PreList COPE | $4.25 = |

Bazic A Other A Work p UnionCade f Activities 4 Motes § Financial § History § Grievances §, Job Dizp 4 Daily Hire § Doc

I|_ Close

There is room for four True/False check boxes, two text, two

numeric fields and two currency fields. In the example

shown here we see one of each. Please note that these

fields are created in System Information by inserting a
custom field name as shown here.

—Spare Field Hames
True/Falze:

1:
2
&
4
Text:
1:
2 I

MHumeric:
1:
2 I

Currency:
1:
2 |

At the bottom
of the Union
Code tab is
the area
where the
custom fields
appear.

Mew T/F

|Eu$tnm Text

ISpeciaI #

IF'reList COPE
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Member Tab - ACTIVITIES

Member Information M=] E3
Sort By:
111-11-9145 Yan Elgort, Richard RN N 9 S S e Last Mamne j

Activity Tracking
D ate |Eude1 |Eude 2 |Eude 3 |Lucatiun Uszer |

|

% Des
[Eriey
Show Achivity Records L abel
|7|7AII Categories or E“ |7P’ Sl I S I sl ) S R
M1 Cloze

Work A4 UnionCode i Activities Financial A History p Grievances p Job Disp

This is the Activity Tab. This can be used to track union activities for this
member. There is a three level category scheme on activities. You can treat
this as a category, sub-category and level of participation or any three levels
you wish. The categories and relationships are maintained under the Member
Union Codes under the Lists|Code Tables menu item.

Show
You can display all categories L; All Categories or E||
or select one of the categories Moot Meoting

that you have customized. I gk Stiike Duty

When you add an activity, you must use the three codes in sequence. In other
words you cannot use a sub-category (code 2) without first assigning a major
category (code 1) first. You do not have to use all three levels even if you have
all three level of codes defined. This means you could just insert a Meeting
code without being forced to say which kind of meeting.
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If you press the "+" key on the Activity Navigation
bar you can add a new activity. The program will

-

r.-"

r~rr |

"Ac:tivity Records

This shows the
pull-down for the
main category.

Once the main
category is
assigned you
now have the
pull-down for the
sub-category.

Once the sub-
category is
assigned you
have the pull-
down for the
valid third code
or level.

You can then
enter the optional
location of the
event if you wish.

vix| insert today’s date and you user-name.
Activity Tracking
Date |Eude 1 |Eude 2 |Eude 3 |Lucatiun User I
*| 476797 =
Code | Description
Meet Meeting
Stk Strike Duty

]

EERELEEEEE

Show
’7|7AII Categories or |

”Activit}l Records

Activity Tracking

Date Code 1

|Eude 2 |Eude 3 |Lucatiun Uszer

*| 456,97 Meet

Code | Description
Stew

Stewards
Union

Unio

EEEEOEREMEEE

]

Show
’7|7 All Categories or

”Activit}l Records

Activity Tracking

D ate Code 1

Code 2 | Code 3 | Location User

476597 Heet

| *

Unio

Code | Description
Mon Monthly
Week Weekly

Show
’7|7 All Categories or

Activity Records
[EEEEDEEZEG

=l

Ch. 4 Pg. 19




Me

mber Tab - NOTES

Member Information =]
Sort By:
111-11-9145 Yan Elgort, Richard RN N 9 S S e Last Mamne j
MNotes Yiew:
i F
Date Uzer | Cat | Comments | = TD::'
| | 5/4/98 F "StreetAddress" changed from "21354 Hordhoff 5t, Um anie
|| 574798 E Completed Courze on Windows 95 Usage
L h/5/98 F "Streethddreszzs" changed from "21354 Nordhoff 5t, Uni
% Range
24 Filter
$ Dues
Show Hotesz Records | Grigw
|7|7AII Categories or E" |7|-q SR S I e ("||
| Label
Eummentl j"L Close

Whark, 4 UrionCode

Activities Financial & History & Grevances A Job Disp

This is the Notes Tab. Th
can display all categories

IS can be used to create notes for this member. You
or select one of the categories that you have

customized. If your system is setup for Audit Trail within the System
Information Form, then the above note screen will be used to store the changed
information. The program will create a note if you change the SSN, Status,
Name, Beneficiary, Employer or Work Location.

You can show all categori
or select the category you
wish to display. The
computer will position you
the most recent note with
older items above them.

es

Show
[+ All Categories or | Z||
at C Complaints
E Education
F File Maintenance

This screen is also used to create the HOT Comment feature of MUMS/2000.
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If you press the "+" key on the Notes Navigation bar

you can add a new activity and will be displayed the | Notes Records
"Choose Category" window. These are the codes {f” ST R
that you established. You might want to setup
letters instead of number codes. For example, you
can use “F” for File Choose Notes C  New Record
Maintenance. These codes tedaaaiiais il
are setup under LISTS. Category | Description =
File Maintenance \/ 0K

Once selected the program § E::[;T:.l |15 cance
will fill in with today's date
and your user-name. (1] HER

| _'*IJ
Then you can enter your
comment to complete the entry.

Notes
Date |User |Eategm_l,l Comments
EEEIED 2
If you

highlight an entry and press the "-" key on the |
Notes navigation bar, you will be prompted to
confirm deletion. @ Delete record?

You can use the Comment Box at the bottom of the | g™ | 9¢ Cancel
screen to put in a Hot Comment. : :
If you click and check the "Hot" indicator on the

right, then retrieve this Member's record or highlight on Table View, a Warning
will be issued and

Comment |Du not accept personal checks. | [ Hot will d|Sp|ay your
custom comment.

You must then "OK" or acknowledge the

message before you can proceed. If you wish

to hold a message without the forced
& Do not accept personal checks.

acknowledgment, then do not check it as "Hot".
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Member Tab - FINANCIAL

Member Information [_ (O]
Sort By:
111-11-9145 Yan Elgort, Richard SR S N P e Last Mame j
~Dues and Wages ~Current Info View:

Azzess Nmbr | Duesz Balance & Form
Baze Wage 20.00100 $0.00 (" Table

Last Paid Date ——

Ind. Payment $22.00 574798 . i Find |

COPE/PAC Code |C2

!E

Paid Through 7 Range
10/01/97

Dues Code |B
Auto Exempt [

—Dates —Initiation % Dues
inati pae [ |

T ermination I:' Grigy
Rehie [ | Amount [ |

Tranzfer I:' Bal Due I:' Label

Withdrawal | | Code 11 Close

Otker p Work, A UnionCode A Activities Financial A Hiztory 4 Grevances A Job Digp

This is the FINANCIAL Tab.

This can used to hold a variety of Financial Information. The Seniority Date is
the same as that on the Basic Tab.

The Base Wage and Individual Payment Fields are used in conjunction with
the Dues Code to generate Batches of Dues Transactions.

The above screen shows the tab with the Earnings and Location Base Dues
options within System Information being disenabled.

The Dues and COPE/PAC codes are pull-downs linked to the Dues codes you
previously established. The “Dues and Wages” fields are used for dues
calculation if you are not setup for Location Based Dues.

The “Auto Exempt” field is used to indicate that an individual is to be skipped

when doing an “Auto-Create” batch of deductions. This can be used to mark
those individuals within an employer who are not on checkoff.
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=] B3

Member Information

111-11-9145

¥an Elgort, Richard R IR SR N P

e

Sort By:

Lazt Mame ﬂ
—Dues and Wages—— Current Info —Location Dues View:
Assess Nmbr Dues Balance Determined hy: & Form
Base Wage | 20.00100]| | $0.00 @ LLocation ® -
Last Paid Date e |
 ndividual =
Ind. Payment 0o 5/4798 J=iFind ;
COPE/PAC Code Paid Through S  Range
B 10701797 UsiomizE =
Dues Code '?{E Filter
Auto Exempt [~
~Dates ~Initiation ~Earnings History $ Dues
Termination |:| Date | | Qrt |Amuunl |; ——
Plansr | g2z0 Giriev
i Amount [ ] [ 0
Rehire [ | CJanser | 3300
Transfer I:' Bal Due I:' Label
Withdrawal |:| Code = j_IL Cloze
Wtk A UnionCode p Activities Financial & Histary & Grievances § Job Disp 4 Dog

The above Financial Tab shows the Earnings History group that holds the
guarterly earnings figures. If the Earnings History is turned off in System
Information (Update/Display Earnings), that area will be blank. Earnings are
entered via the Cash Receipt Processing. These earnings are also displayed

when you request “History” during the Cash Receipt
Processing. Both of these features are described in

Chapter 5.

The above also shows the Location Dues Group that is
activated by the Location Based Dues option in the
System Information form. If the switch is off the area will

be blank.

—Location Dues

Determined by:
{~ Location

{+ Individual

Custamize

The Location/Individual indicator is based upon the Work Location. When
using Location Based Dues, a Work Location is set to either Individual or

Location Dues Method.

The Customize button is used to setup unique dues for this individual even if
dues is work location based. If you press the Customize button and the
member’s work location is not marked Individual or Location based, you will get

this message.
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This is the Customize windows if dues are individual based.

Custom Dues Component.__ [l[=] B3

~Dues Components

Code |Amuunt | -~
_|a $14.00 o _
a2 $22.00 On this window you can assign Dues Codes
I8 [r]s331.00 from a pull-down table and enter an amount.
A Full Time -

AT Azzeszment 1
A2 Azzezzment 2
_I_I
C Fised1

C1 Large Cope
C2 Small Cope
D Individual |

A [ [ | =

fL Close

This is the Custom Dues Component for Location Dues Method members:

This screen lets you

setup additional dues

components besides Lo
the standard ones that ~Additional Components| [ Standard Components
are location based. e |Amount (5 Code| Amount| Exempt | (=
i~ ] $14.00 1 MAa |vares | O @ _

A2 $22.00 C1 |$5.00 x
B $331.00 C2 |($1.00 (]

Custom Dues Components - Denved by Location

You can also exempt
this individual from the
standard location based
deductions by using the
check box under
Exempt.

lose

IE-
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Member Tab - HISTORY

Member Information [ [O]

Sort By:
111-11-9145 Yan Elgort, Richard SV NS N P e e e Last Mame J
Payment History Detail Yiew:
= * Form
B atch Paid Thru D ate | Amt Fle-::?d| Sul ~  Tabl
able
|| Manual 05/01/98 $53.00 1 1 $22.00 $22.00
P Manual 05/04/98 | 10/1/97 $36.00 i 1 $14.00 $14.00 I}Fd
Ll i Fin
'E Range
4 Filter
F Dues
- Griew
« | »
[ia] ] =] _ 2y Label
: & All Transactions =
History Report | " Thiz Month Only M1 Close

Baszic 4 Other & Work A UnionCode p Actiaties g Moteg 4 Financial j Higtory f Grevances 4 Job Disp A Doc

This is the HISTORY Tab.
This screen is used to review all payments received on the individual.

You can use the Scroll bars or Navigation bar to change the view of the
payments. You can also switch from “All Transactions” to “This Month Only”.

As you highlight a history records, the payment details will appear on the right
window. The program will automatically start with the most recent record
highlighted.

There is a HISTORY REPORT button in the bottom left of this screen.
This can be used to request a printout of this member’s deductions.
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If you press the HISTORY REPORT - [y T

button, you will get this screen to
insert the Starting and Ending
Dates. Press the small button next
to the date field to view a calendar.

Starting: Ending:

| SEN G

|'I nclude transactions:

1L an Detail Report: Print Preview
Sun|Mon|Tue|wedThul Fri |Sat

File Edit Help

e 2 S 1] < Page 1 of 1 > [V1] zoom [100x ]

Preview Report ]

|'2"|"|"|"3"|"|"|"4"|"|"|"5"|"|"|"5"|"|"|"7'|}L|

- Payments
1 Mame: ¥an Elgort, Richard
- SSH: 111119145

- Total Check Dues Period Paid Thru User Code  Quantil

: $53.00 51198

:2 A 1

. $36.00 501098 100087

— C 1

- B 1

| 3/ | &80 nn -
[ B ]

Yo
u can get a similar report under the following:

Reports|Standard Reports|Financial Reports|Member Payment History

Notes on printing from Preview screens will be described in Chapter 7.
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Member Tab - GRIEVANCES

Member Information [_ (O]
Sort By:
111-11-9145 Yan Elgort, Richard TSI I P B e Lazt Mame J
Grievance Farticipation I Yiew:
* Form
Grievance Number: & Table
LGI]-I ; _DthEr Infurmﬂtinn .............................
G0z el | : 7=} Find |
_ cculrence ey H
1197
. Date 11/1/97 | = Fomac
0259401 -
~Names Employer l | 245 Filter
Steward |Adams, Samual | Location | |
$ Dues
Busziness
Adams. 5amual Category m
Agent | | - Griey
—Status
B3
Current | Statuz/Dizposition Label
Status Code 1:_.L q
[akii=)

Work A UnionCode p Activities Financial g Histoy & Griewances # Job Dizp

This is the GRIEVANCES Tab.

This is a brief overview of the grievances on which this individual is a
participant. You can use the scroll bar to review any number of grievances for
this person. This highlighted grievance in the scroll window will then change all
the other fields on the screen to show the information that pertains to the
individual grievance. The names, status, and other information will change as
you go from one grievance to another.

If you double-click on the grievance number, MUMS/2000 will automatically
load the Grievance System and select the requested grievance for initial
display.

You can also use the Side Bar button to go to the Grievance Tracking System
positioned at the first grievance on which this member is a
participant. You can go the Grievance Tracking system in

| Grie¥ | general by using the button on the Tool Bar.
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Member Tab - DOCUMENTS

Member Information

111-11-9145 Yan Elgort. Richard SRR NI N e e e

Member Documents

Document Hame (Date Entered |Descriptiun

|Path

l TEST1.whRI h/4/93 Test Wiite Document

CAMT

Show

(3 Add il (Sl IS (S N

=

"Ducument Records

Whork, 4 UnionCode p Activities Financial p Hiztorp g Grievances

Job Digp

[ Range

21 Filter

$ Dues
Griew

Label

j_IL Cloze

Attached documents can be text files, scanned images,

photos or even voice files. You can highlight a document

and press the "Show" button to retrieve the document or
double-click on the document name.

Show

15haow this document |

™ Add You can press the "ADD" key to add a document via the Browse

button. You can then enter a long custom description.

Add New Document B |

~Document Name [include path and extension])

—Dezcription

X Cancel |

¢ Help

El

Please Note: See Chapter 8 at the end of this Manual for more

information on Attached Documents.
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Member Tab - TABLE VIEW

111-11-9145 Yan Elgort, Richard SRS SN 8 T P e e

SSN | Status[:udel FirstH ame | LaztHame
| |333-33-3333 12 Pam Cazey
| | 222-22-22702 11 Ron Casey
| |666-66-3579 10 Nina Demeglio
| | 666-66-6666 | 10 Thomas Flor I=: Find
| | #77-77-2443 10 Steven Kant
| |888-88-B642 13 Kelly Peddler T Range
| | 444-44-4433 10 Alton Reed F 21 Filter
| | 888-88-1254 10 Bonnie Shatun J
| |FF7-#F7-3456 10 Mary Thomas A $ Dues
| | F7F-FT-FTFT 11 Dawid ¥an Elgort A
L 111-11-9145 10 Richard Yan Elgort 0 e
|_|888-00-8888 10 Brandon Weber
|| 955-55h-5555 13 William Wojtalik wf Label

jI_L Cloze

ook, 4 UnionCode j Activities Financial A Higtory A Grevances A Job Disp

Yiew:
" Form

This is the Table View of Member Information. You request this from
the View Radio Group by clicking on TABLE. From here you have
an overall view of all member records. You can also use the Pop-Up
Menu to switch views.

This presentation is based upon the Sort sequence indicated. The presentation
will also be effected by the Range and Filter functions.

You can retrieve a member's record by double-clicking on the entry. You can
also scroll to the right to see other fields on the member's records. The
program will automatically switch back to Form View when you request a
record. If you highlight an individual line with a Hot Comment, the warning
automatically will be displayed.

You can reformat the Table View by re-sizing or re-arranging the
columns. See the section under Quick Reports Chapter 7 for a review on
how to re-size and re-arrange columns. Once you change the columns
the program will remember your settings for future use.
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Member Side Bar Action Buttons

The View Options are used to switch the presentation from Form | |-View:
to Table View.  Form
i~ Table

The FIND, RANGE and FILTER buttons are used to locate

; 1=} Find
records or create a group of records that match a selection.

% Range

The DUES buttons are used to link to the Cash Receipts system 24} Filter
and open up a transaction for the member.

$ Dues

The GRIEV button links to the Grievance Tracking System and is E
positioned at the first grievance for the member.

Label

The LABEL button is used to format a Name and Address within 01 Close
a window so that you can use a label printer such as a Smart
Label Printer from Seiko or Avery.

The following is an example of pressing the LABEL button.

Address Label 10| x|

cfo ¥an Elgort Information Systems
21356 Nordhoff 5t. Unit 103

fLQIuse |

Depending upon your label printer, you will have to an automatic extract feature
you might have. Or since the information is already highlighted, you can click
on the right mouse button and copy to then later paste wherever you want the
name and address.
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