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Instructions for CWA Interconnect Membership Card (H4) 
 
Download Instructions: 
 
From the Internet or email copy CWA Interconnect Membership Card 2017.srw and 
place this into your reports\custom folder.  Normally this is C:\mt2000\reports\custom.  
If you have a network check out the folder name at bottom of your MUMS screen.  For 
example if your MUMS says Tables: M:\Tables then you would be putting this new 
report format into M:\Reports\Custom. 
 
 
Setup: 
 

• In MUMS edit the report  with Reports|Custom Reports| Edit Report  and select 
the report called…“CWA Interconnect Membership Card 2017.srw” 

• Click on the Layout Tab and then right click on each of the four fields indicated 
here and change the contents to match your local. 

• You must setup your Secretary/Treasurer’s Name, your Local number and phone 
number, along with the expiration date of the membership card. 
 

 
 
 
 
 
 
 
Expiration 
Date 
 
 
Local 
Phone 
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# 
 
Sec/Treas 
Name 
 
 

Do not change any of the other fields… 
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When you right click on one of these fields select “Edit Caption” and you will be 
presented with a dialog box to change the information.   
 
 
 

 
 
 

• Once you have customized the “Layout”, click on the “Query” tab to setup your 
custom selection criteria. 

• You can change the criteria for status code and employer (PU) on this screen by 
double clicking on the field. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Status Code  Employer-PU 
 

• After you double click the field to change, click on the “Filter 
Tab” to change the information. 

 
 
• Once you make your made custom changes, be 

sure to click on the Save button 
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Alignment Issue: 
 
You will want to print a test page from the output to make sure your alignment of the 
card is good.  We have found that settings for the printer misaligns the output data. 
If the printing does not align correctly on the forms using your computer and printer 
combination, below are ways to modify two settings. 
 
 
 
This is accomplished by using the Setup button 
 
Then click on the “Labels Tab”  
 

 
 
 
 
 
 
 
 
 
 
 

 
 
The first setting would move all 3 sets of cards up or down on the page.  This is the 
“Top Margin” setting which is initially set to 0.4. 
 
The second setting would increase or decrease the spacing between the 3 
membership cards.  This is the “Label Height” setting which is initially set to 3.53. 
 
Note:  You might want to change the properties of your printer for thick paper or card 
stock to make it feed easier and more accurately. 
 
Please call Richard Van Elgort 818-970-9879 (Pacific Time Zone) for help with your 
setup and/or alignment. 
 
 
The following page shows an example of correct printer alignment … 
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