LIUNA Chicago CAS to MTP Import Step-by-Step Guide
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FAQs

What is the goal of the monthly CAS to MTP import?

In 2021, the goal is to have the Training Center and Locals download and import their Local-specific CAS
files from the LIUNA Chicago CAS Portal each month into MTP on a timely basis to increase the accuracy
and integrity of membership data.

What is the District Council’s Contribution Accounting System (CAS)?

CAS is the accounting system used by the LIUNA Chicago Laborers’ District Council to track and manage
contractors and members. Contractor and Membership reports and Local-specific CAS data files (to be
imported into MTP), are created on a monthly basis for each respective Local to access and download
from the District Council CAS Portal.

What is the LIUNA Chicago CAS Portal?

The LIUNA Chicago CAS Portal https://portal.cvidc.org is a secure and encrypted website where Locals
can view contractor and membership reports and download Local monthly CAS Zip files. This portal
leverages District Council accounting data that is tracked and managed by District Council’s Contribution
Accounting System (CAS).

Who has access to the CAS Portal?

The person responsible for membership and membership accounts at each Local, such as the Secretary-
Treasurer and/or Office Manager, should have access and be trained on how to leverage the reports and
data provided by CAS Portal https://portal.cvidc.org. In all cases, the Business Manager determines who
will have access to the CAS Portal by submitting names to the District Council. Please contact Kate
Hughes at khughes@liunachicago.org for more information or questions.
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How to download the iPhone and Android CAS Portal app on your mobile phone?

Since the CAS Portal app cannot be found in the Apple App Store (iPhone) or Google Play App Store
(Android), use the following links to learn how to prepare your phone so you are able to download and
install the CAS Portal app on your mobile phone.

iPhone:

1. Please delete any existing CAS Portal app from your iOS device
2. Open the Safari browser on your phone
3. Enter https://portal.cvldc.org:1050 and then select GO button

Android:

1. Read this article first to prepare your Android phone before installing the CAS Portal app
2. Then download the APK file for the Android app here:
https://portal.cvldc.org/casldcandroid.html

What are the benefits of completing your monthly CAS to MTP import?

1. Ease data entry procedures and increase accuracy of membership data when data already exists
in another system — e.g. Contribution Accounting System (CAS)
2. Improve integrity of membership data between the District Council, Training Center, and
affiliated Locals
3. Resolve discrepancies between the Local and District Council with local assignments, standard
membership types, and verify accuracy of work hours for MCL benefits
4. Stay up to date monthly regarding:
o TRAVELERS (without data entry) can be tracked automatically in your Local MTP with a
standard membership type and contact information
o New and updated contractor profiles from CAS
o Monthly accounting records of membership work hours
=  Found under the Contractor Hours tab on the Member side of MTP
=  Found under the Batch Payments tab on the Contractor side of MTP
5. Provide your membership with secure access to view an updated list of their work hours, across
any Local, via the Membership Portal

When should you complete your monthly CAS to MTP import?

Ideally, you should complete your monthly CAS to MTP import before the end of the month to ensure
reconciliation of discrepancies with District Council before the next month’s close of business — that date
is typically on the third Thursday of every month.
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Where will you download your Local-specific CAS data file for the CAS to MTP import?

On a regular monthly schedule, your Local-specific CAS data file will be available to download from the
CAS Portal https://portal.cvlidc.org, typically, on the third Thursday of every month.

How do you review your imported CAS data after you complete your monthly import?

The Local-specific CAS data file tracks your membership from the signed “Dues Checkoff Authorization
and Wage Assignment” (Dues Checkoff) form through the collection of contractor hours and work dues.
It also automatically keeps your Local up to date on all of your contractor data such as contact
information and affiliation code.

During the CAS to MTP import process, multiple PDF reports will be created. This step-by-step guide will
direct you to save each PDF reports accordingly before you exit the Print Preview. You will review and
print these PDF reports to reconcile any discrepancies.

Once the CAS to MTP import is complete, the imported data can be viewed in MTP, at any time, under
two locations:

1) Contractor Hours tab on the Member side of MTP
2) Batch Payments tab on the Contractor side of MTP

Would you like help with your monthly CAS to MTP import?

If you’d like to learn or you need help with importing your local-specific CAS file into MTP, please
contact INCOM MTP Support or send an email to Matt Oster at moster@netincom.com.
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Checklist

Check and verify your Local login and password for the CAS Portal https://portal.cvidc.org.
o If you don’t know this information, please contact District Council.

Know your two Zip passwords to extract your Local-specific CAS Zip files to your computer. One
password is for Local 0000 and another password is for your Local ####.
o Note: This password is not the same as the CAS Portal password. If you don’t know this
password, please contact District Council.

Check that you have the extract software “7-Zip” installed on your computer.
o This step is documented in the PC and MTP Setup.

Check that MTP is up to date by going to MTP Desktop > Utilities > Check for Updates.
o This step is documented in the PC and MTP Setup.

Check that the option “Prohibit payments to archived individuals” is unchecked by going to the MTP
Desktop > System Settings > Payments.
o This step is documented in the PC and MTP Setup.

Check and verify that you are logged in as your WORKDUES cashier in MTP
o This step is documented in the PC and MTP Setup.
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PC and MTP Setup

1) Set up your CAS Import folder structure

Before you perform your CAS to MTP Import, please take
the time and set up a Year > Month CAS Work Dues folder
structure in your “Documents” or “Shared” drive location.
Ideally, this folder structure should be on a shared drive so
you have the confidence that it’s backed up and accessible
by others in your office. (Image 1a)

Why are you doing this?

To be organized with your monthly Local-specific CAS
Import data and PDF reports.

Each month, you will have at least 16 to 18 PDF reports that
should be saved, reviewed, managed, and printed as
needed.

FYI: You’ll have to create a new folder for each month.

Year > Month Folder Example:
e  “Documents” or “Shared Drive” location
e CAS Work Dues (folder)
= 2021 (folder)
e 01 Jan (folder)
02 Feb (folder)
03 Mar (folder)
e Etc.

v CAS Work Dues
v 2021
01 Jan
02 Feb
03 Mar

Image 1la

Note: Your Local-specific CAS Zip files are for the close of
business for the prior month. Hence, when you download
February Zip files, the data inside is for January.

2) Install the extract software “7-Zip” on your
computer

Before you perform your CAS to MTP Import, visit
https://www.7-zip.org and select the appropriate
Download link with respect to your Windows version — 32-
bit or 64-bit (Image 2a).

To determine what version of Windows you have installed —
32-bit or 64-bit:

What are the steps?

A) Open a File Explorer window (Windows Key + E)
B) On the left, right-click This PC

C) In the context menu, select Properties (Image 2b)

D) Look for System type (Image 2c)
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FYI: You'll only have to do this once.

7-Zip is a file archiver with a high compression ratio.

Download 7-Zip 19.00 (2019-02-21) for Windows:

Link Type Windows Size
Download .exe 32-bit x86 1.2 MB
Download .exe 64-bit x64 1.4 MB

Image 2a


https://www.7-zip.org/

Why are you doing this?

This extract program is used to securely “unzip” your Local-
specific CAS Zip files with a password after you download
them so you can have access to the monthly PDF reports
and the single Local-specific CSV file from CAS.

% LiUNA!

« v 4 B, ThisPC
~ .
¢@ OneDrive ~ Folders
v [ ThisPC I
Collapse - 3D Objects
€ Manage [ Desktop
Pin to Start [ Documents
Map network drive... ‘ Downloads
Open in new window J‘s Music
Pin to Quick access &] Pictures ‘E
Disconnect network drive...
B Videos ~ Devices z
Add a network location ‘ia Windows10 (C:)
o=
Delete £ Network ] ;.
Rename itemns
| I Properties I
Image 2b

Inspiron 7786

Device name DESKTOP-8SKIPDE

Processor Intel(R) Core(TM) i7-8565U CPU @ 1.80GHz 1.99 GHz
Installed RAM 16.0 GB (15.8 GB usable)

Device ID 03FAS9BC-1876-4EEF-A460-6EC292BD7091

Product ID

System type 64-bit operating system, x64-based processor

Pen and touch

i
Image 2c

3) Check and verify that Payments option “Prohibit
payments to archived individuals” is unchecked
in MTP

Before you perform your CAS to MTP Import, please go to
the MTP pop-down menu and select
File > Open > Lookup Tables > System Settings.

You can always use the Search menus box, in the upper

right-hand corner of MTP, and type system. Then select, File

> Open > Lookup Tables > System Settings...
(Image 3a).

What are the steps?

A) At the bottom left, in the System Settings Filter search
box, type import (Image 3b).

B) Verify that your MTP has the Payments option,

Prohibit payments to archived individuals is not checked
(Image 3b).
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FYI: You'll only need to do this once.

|system|

File > Open > Lookup Tables > System Settings...

Reports > Administrative Reports > Cashier System Settings Audit Rep
Utilities > Close Register > Phone System Register

N

Image 3a
[ system settings x
‘
Batch Payments Paymn
Impart Options Pay:
I™ Prohibit payments to archived individuals
¥ Default payment method to |CASH | on Make Payment screens
I Allow negative previous balances
I” Remind cashiers to run Member Autopay tool enthe |1 3 day of each month
4 || Fitter:froport QK Cancel Help | v
Image 3b



Why are you doing this?

Because contractors can be audited for prior years, you
want to make sure that work dues will be distributed to a
member that is archived in MTP.

4) Create a WORKDUES cashier in MTP

Before you perform your CAS to MTP Import, please create
a “working dues” MTP Cashier. If you already have a
WORKDUES cashier, proceed to Step 9.

What are the steps?

A1) Go to the MTP pop-down menu and select
File > Open > Lookup Tables > Users/Cashiers...

A2) You can always use the Search menus box, in the upper
right-hand corner of MTP, and type cashiers. Then select,
File > Open > Lookup Tables > Users/Cashiers... (Image 4a).

B) Once the Cashiers table is open, click Add New...
(Image 4b).

C) In the Cashier window, under the General tab, type the
Username WORKDUES and the Fullname WORKING DUES
(Image 4c).

D) Provide your own Password and Confirm Password it for
the WORKDUES cashier (Image 4c).

E) Then select the Roles tab, check Administrator, and
unselect Agent, Training Coordinator, and Web Module
User (Image 4d).

F) Click OK.

G) In the Cashiers table, click Close (Image 4c).

Why are you doing this?

As a best practice, DO NOT USE your daily MTP cashier
(where you take membership payments) for the CAS to MTP

Import process.

ONLY USE the WORKDUES cashier for the CAS to MTP
Import process — importing/posting batch payments. If
anything happens during the import process that requires
INCOM Support, you can leave the WORKDUES cashier open
until the import errors/failures are corrected.
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FYI: You'll only need to do this once.

- O et

|cashiers|

File » Open > Lockup Tables = Users/Cashiers...

Image 4a
[ Cashiers — O *
User Name Fullname Active Add New...
DATA SYNC DATA SYNC
DAVID DAVID v Edit/View...
PHOMNE SYSTEM | PHONE SYSTEM v
TRAINING CEN... | TRAINING CENTER | v Delete...
Print
Help
¥ Hide Inactive Close |
7l
Image 4b
@ Cashier x
General ’Roles i Regionsi Options i Localsi
Username: W V¥ Active
Fullname: l‘.‘\«'ORKING DUES Phone Mumber: i
Email: l
Deposit#: [p 33 ¥ Mo Deposit Number
Office: i[None] Li_i
Permission Group: i[None] ;i_i
Password:
Confirm Password:
0K | Cancel | kep |
Image 4c
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] cashier X
General PRoles ]Opﬁons] Locals]

¥ Administrator

[~ Agent

™ Training Coordinator
r

I ‘web Module User

0K | Cancel Help

Image 4d

5) Run the Pad Contractor Numbers Tool to check if
your Contractors all have unique six-digit
Contractor Numbers in MTP

Before you perform your CAS to MTP Import — please run
the Pad Contractor Numbers Tool.

The Pad Contractor Numbers Tool checks the following to
identify:

e Contractors that have a base contractor number but
have less than six digits, i.e. missing leading zeros
e Duplicate contractors with the same base number

Examples (Image 5a):

Pepper Construction — 003514
Pepper Construction — 03514

What are the steps?

A1) Go to the MTP pop-down menu and select
Utilities > Pad Contractor Numbers Tool.

A2) You can always use the Search menus box, in the upper
right-hand corner of MTP, and type pad. Then select,
Pad Contractor Number Tool (Image 5b).

B) In the Pad Contractor Number Tool window, confirm 6 as
the “desired width for numeric contractor numbers” and
click OK (Image 5c).

C) Enter the numerical code to confirm that you want to
proceed and click OK (Image 5d).
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FYI: You'll only need to do this once.

B Search For Contractor ] x
Sarch Find
rel P
BY: [Contractor Number Coae
Search For: (1514 Tl
W Include archives Help
Double click an entry to continue

Contractor
Number Stais Cay

| PEPPER CONST... | 003514 0 |BARRINGTON | BAC
PEPPER CONST... | 03514 <None> <None>

Contractor

FOCATIT AECE

i = e
TEMPLAR CON... | 035148 | <None> | CHICAGO | "CAICA
Search Complete. Pagelof1 .
Image 5a
— *

pad|

Utilities » Pad Contractor Numbers Tool

Image 5b



D) Click, Yes (Image 5e).

E) Continue to Step 11 if a Print Preview of the report,
Contractor Numbers that Could Not Be Update Report, is
automatically displayed full screen.

F) If no report was displayed, all your contractors were
updated successfully. Proceed to Step 12.

Why are you doing this?

Moving forward, all contractors must have unique six-digit
CAS contractor numbers, including leading-zeros, in MTP.

The CAS to MTP Import process now reconciles and
identifies contractors based on CAS contractor number, not
name. Therefore, each existing contractor in your MTP must
have a unique six-digit contractor number that is verified
and can be automatically mapped to a CAS contactor
number. Basically, we are cleaning up your existing
contractors in your MTP for accuracy of data and speeding
the import process.

Chicago
Labarers’

B Pad Contractor Number Tool X

Select the desired width for numenc contractor numbers. Contractor numbers that are
shorter then the specified width for contractors that are not archived will be padded on

the left with zeros.
6=
[ ok ] coxe | Help
Image 5c¢
[Z] Pad Contractar Numbers? x

Do you want to proceed with updating the contractor numbers?
Enter 9985809 in the box below to indicate you have checked the

previous report for accuracy and understand that this operation cannot
be undone.

|

Remember this operation cannot be undone. Any attempt

undoing this may result in a billable charge (Reversing this
operation).

Image 5d

Pad Contractor Numbers?

& Again, this operation cannot be undone, Any attempt
¥/ undaoing this may result in a billable charge [Reversing this
operation],

Do you want to proceed?

Image 5e

6) Fix Contractor Numbers that could not be
padded/updated in MTP (if required)

Before you perform your CAS to MTP Import — A Print
Preview of the Contractor Numbers that Could Not Be
Update Report is automatically displayed full screen
(Image 6a)

Save as PDF by clicking the Save icon (Image 6b).

Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

Print the PDF report.
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FYI: You'll only need to do this once.

3/19/2021 1247 PM Page 1 of 1
= LABORERS' INTERNATIONAL UNION OF NORTH
AMERICA

Contractor Numbers that Could Not Be Updated Report
LIUNA LOCAL 4

Padded
Contractor Contracior
Number Contractor Name Number Exception

00365 BULLEY & ANDREWS - 00365 000365 Contractor Number 000365 is already assigned to
BULLEY & ANDREWS

000396 Contractor Number 000396 is alrcady assigned to
BERGLUND CONSTRUCTION FKA FRED
BERGLUND & SON INC

001034 Contractor Number 001034 is already assigned to J AND
E DUFF INC

001759 Contractor Number 001759 is already assigned to GILCO

00396 FRED BERGLUND & SON INC - 00396

01034 J AND E DUFF INC - 01034
01759  GILCO SCAFFOLDING CO - 01759
Image 6a
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Each contractor in the report has an Exception description
to explain what prevented MTP from updated the existing
number to a six-digit CAS contractor number.

Example where two duplicate contractors exist in MTP with
the same base number, 365 (Image 6c¢):

BULLEY & ANDREWS — 00365 (must be addressed)
BULLEY & ANDREWS — 000365

These duplicate contractors must be addressed before
performing a CAS to MTP Import or the contractor with the
non-six-digit contractor number (00365) will produce batch
import record failures in Step 19.

What are the steps?

A) Under Contractors, search for the base contractor
number (including Archives) using the Contractor Number
pop-down search option — your search result will find the
two duplicate contractors with the same base number in
MTP.

B) Go to Tools > Contractor Merge Tool (Image 6d).
C) In the Contractor Merge Tool window, click the three-dot
menu under Contractor(s) to delete (Image 6e).

D) Search for the base contractor number again (including
Archives) using the Contractor Number pop-down search

option.

E) Once found, select the other contractor with same base
number that you want to delete/merge.

F) Check the option, Set as an alias and archive if merge
fails (Image 6e).

G) If successful, move to the next contractor

H) If first merge was unsuccessful, try a Reverse Merge —
merge 000365 with 00365 with same steps and option
previously.

1) If successful the second time, rename 00365 by padding it
with a leading zero —i.e. 000365

J) If both merge options fail,
o Rename 00365 to Z-00365 by clicking the three-
dot button (Image 6f)
o Turn ON the Archived button for the renamed
contractor

5/22/2024

Excel
PDF
Word

Image 6b

Padded
Contractor Contractor

Number __ Contractor Name Number  Exception

000365 Contractor Number 000365 is already assigned to
BULLEY & ANDREWS

000396 Contractor Number 000396 is already assigned to
BERGLUND CONSTRUCTION FKA FRED

00365 BULLEY & ANDREWS - 00365

00396 FRED BERGLUND, & SON INC - 00396

BERGLUND & SON INC

01034 T AND E DUFF INC - 01034 001034 Contractor Number 001034 is already assigned to J AND

Image 6¢

@ WORKDUES - Membership Tracking Program - [Contractor -- CLEVEL,

ocl File | Tools | Reports  Utilities Window  Help
= Make Payment » e
Create Invoice... Alt+F7 —
Move Payment Type F& [C-
c Make Deletion »
Void Outstanding Charges  Ctrl+5Shift+F8
Edit / Review Batch Payment... Ctrl+F7
City. S Find Contractor... F5 —
Change > J
Contractor Merge Tool... |
Update Template of Employees »
Clear Custom Fields... J
Image 6d
=] Contractor Merge Toel x
Contracior o keep
|PAN AMERICAN CONSTRUCTION INC o
Contractor(s) to delete

PAN AMERICAN ...,

e |

[V Setas an alias and archive if merge fails

I “**Warning == This operation cannot be undone. I

ok |[ Cancel | Help |

L

Image 6e
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In summary...

1) Try Merge (keep good, delete/merge bad contractor)

2) Then Reverse Merge (keep bad, delete/merge good,
then rename contractor to the good CAS number)

3) If both merge options fail, then we have to rename
(rename to OLD-contractor#), plus archive

As reminder before proceeding to Step 12...

All the contractors listed in the Contractor Numbers that
Could Not Be Updated Report must be addressed before
performing a CAS to MTP Import or the listed contractors
will produce batch import record failures in Step 19.

@ WORKDUES - Membership Tracking Pregram - [Contractor -- BULLEY)

@ File  Tocls Reports  Utilities Window  Hel

HEE K> H + X 8@ C

Contractor Name: |BL|LLEY & ANDREWS

Contractor Number: |00365

MName on Label:l

Image 6f

5/22/2024
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CAS to MTP Import Step-by-Step Guide

1) Create a new month folder for your CAS data

Create a new month folder under your Work Dues folder
structure in your Documents or Shared Drive location for
CAS data you’re going to download (Image 1a).

Your Local-specific CAS Zip files (Step 3) are for the close of
business for the prior month. Hence, you’re download
February Zip files for CAS data from January.

Why are you doing this?

To be organized with your monthly Local-specific CAS
Import data and PDF reports.

Each month, you will have at least 16 to 18 PDF reports that
should be saved, reviewed, managed, and printed as
needed.

[Year] [Month] Folder Structure Example:

chi

Documents or Shared Drive location
CAS Work Dues (folder)
2021 (folder)

e O(Ollan

W

W

02 Feb
03 Mar
04 Apr NEW

CAS Work Dues
2021
01 Jan
02 Feb
03 Mar
04 Apr

Image 1a

% LiUNA!

2) Go to the CAS Portal https://portal.cvidc.org and
log in with your User name and Password

Log into the CAS Portal (Image 2a).
Why are you doing this?
This is a secure location where District Council saves your

Local-specific CAS Zip files, which contain your last month’s
close of business membership work dues.

LIUNA Chicago CAS Portal

User name

Password

[C] Remember me?

Login

Image 2a

5/22/2024
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3) Download your five Local-specific CAS Zip files
from CAS Portal into your Year > Month folder
structure

Find and download the following Zip files to your Year >
Month folder structure that you created in Step 1.

What are the steps?

A) In the upper-right hand corner of the Portal page, click on
Local Union Data (Image 3a).

B) On the left-hand side, under Monthly Reports, click
OPEN FOLDER.

C) On the left-hand side, click on the triangles to expand
each section to the correct year (Image 3b).

D) Under Local 0 Monthly Reports, under the [Year]
structure, then download your two report Zip files:
1) Detail Contribution by Local
2) Detail Contribution by Local and Contractor

E) Under Local # Monthly Reports, click the [Year], and then
download your two report Zip files:

1) Detail Contribution by Local

2) Detail Contribution by Local and Contractor

F) Under Local # Monthly Files, click the triangle, click the
[Year], and then download your one CSV Zip file:

3) Monthly Data Extract

G) Take note and remember the Publish Date (aka the Close

of Business date) on the CAS Portal Zip files. You will use this

date in Step 21 (Image 3c).
Why are you doing this?

These five Local-specific CAS Zip files contain working dues
PDF reports on Zero-list (Local 0000) and Local #####
members, and most importantly, a Local-specific CSV file
from CAS that contains Local work dues data to be imported
into MTP (Image 4a).

Dashboard Reports Local Union Data

Image 3a
4 Locall 4 Local 76

4 Monthly Reports 4 Monthly Files 4 Monthly Reports

2021 2021
2020 2020 2020
2019 2019 2019
r\-.z p) =
2018 20148 2018
Image 3b
Reports Local Union Data
Extension Publish Date
pdi 02172021
pdf 0272021
Image 3c

5/22/2024
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4) Open and extract all five Local-specific CAS Zip
files inside your Year > Month folder structure

Open and extract all five Local-specific CAS Zip files
individually using 7-Zip and the appropriate passwords
(Image 4a):

e Local0000O@cvldc
e Llocal###tt@cvidc
What are the steps?
A) Right-click on one of the Zip files.
B) Navigate and select 7-Zip > Extract Here (Image 4b).
C) The Enter Password window will appear (Image 4c).

D) Enter the appropriate Zip password for the appropriate
CAS Zip file.

Note: Always use the Extract Here option and do not open
or save your local-specific CSV file with Microsoft Excel. If
you do, this file will not import into MTP. If that happens,
please delete it, start over, and extract the Zip file again.

Finally, after extracting all five Local-specific CAS Zip files,
you will have four PDFs and one CSV file from CAS

(Image 4d).

Why are you doing this?

After you extract all five Local-specific CAS Zip files, you will

be able to view/print the PDF reports and most importantly,
import the CSV file from CAS into MTP.

5/22/2024
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Marme Date modified

5 Local 0000 - Detail Contribution Group b...  3/2/2021 11:24 AM
5l Local 0000 - Detail Contribution Group b...  3/2/2021 11:24 &M
¢ Local D001 - Detail Contribution Group b... f2021 11:25 AM
¢ Local 0001 - Detail Contribution Group b..  3/2/2021 11:25 &M

¢ Local 0001 - Monthly Data Extract - 2021-.., 272021 11:23 AM

[FY]

Lad

Image 4a
Name B Date modified
{ Local 0000 - D¢~ =~ =~ —_— 3/2/2021 11:24 AM
f Local 0000 - D¢ ¥ i . r - 2021-01 446
¥ Local 0001 - D¢ Open in new window
§ Local 0001 - Dy O Share with Skype ¢ 2021-01 446
¥ Local 0001-M Extract All...
7-Zip > Open archive
CRC SHA > Open archive
Scan with Malwarebytes Extract files...
Always available offline Extract ”eléx
Pin to Start Extract to "tocal 0000 - Detail Contributior
12 Share Test archive
Open with... Add to archive...
Image 4b

3/2/2021 1:24 AM

3/2/202111:24 AM

¢ Local 000D - Detail Contribution Group by Local - 2021-01 446
% Local 0000 - Detail Contribution Group by Local and Contractor - 2021-01 446

(8 U B 0% Extracting S:\CAS\02 FEB 2021 =
iy
1 S 000023 Totalsize: -
. .| Remaining ime: Spesd:
£y Files: o Processed: 0
Compression ratio: |Er|bg{ e = :
et Enter password:
Lot 0000 - Detot Comiasiod |.|
[ Show password 3
’T& Cancel
Background Pause Cancel
Image 4c
~
Name

‘ Local 0000 - Detail Contribution Group by Local - 2021-01 446

4 Local 000D - Detail Contribution Group by Local and Contractor - 2021-01 446
Local 0000 - Detail Contribution Group by Local and Contractor_02172021044954829
Local 0000 - Detail Contribution Group by Local_02172021044504370

i Local 0001 - Detail Contribution Group by Local - 2021-01 446

P Local 0001 - Detail Contribution Group by Local and Contractor - 2021-01 446
Local 0001 - Detail Contribution Group by Local and Contractor_02172021044958474
Local 0001 - Detail Contribution Group by Local_02172021044907920

¢ Local 0001 - Monthly Data Extract - 2021-01 446
B3] Local_0001_CSV_02172021045110942

Image 4d
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5) Check and verify that MTP is up to date
Very important! Verify that your MTP is up to date.
What are the steps?

A1) Go to the MTP pop-down menu and select
Utilities > Check for Updates (Image 5a).

A2) You can always use the Search menus box, in the upper
right-hand corner of MTP, and type update. Then select,
Utilities > Check for Updates (Image 5b).

B) After the program download and once the click OK to
start the MTP update, all users must be out of MTP

(Image 5c).

C) Click Yes.

Why are you doing this?

By checking/verifying that MTP is up to date, you are
ensuring that the CAS to MTP import will work as designed.

SUPPORT INFO: Automatically check for MTP Updates

There is a MTP System Setting that will automatically check
for MTP updates upon login.

To turn this setting ON, please go to System Settings >
General > Updates and check the Software Updates box.

If you’d like help with turning this MTP setting ON, please
contact MTP Support.

B WORKDUES - Membership Tracking Program
File Reports | Utilities | Window Help
View Register...

Open Register

Close Register

Print Open Register

v v v w

Reprint Register
Reprint Receipts...

Import
Export

Add Multiple Membership Type Rates Tool...
Check Document Accessibility...

Check Pending Dialer Batches...

Check Pending Emailer Batches...

Check Pending Text Message Batches...

Create Restore Points For All Active Referral Lists...
Member Meeting Sign In/Out...
Per Capita Tools >
Post Batch Payments...

Search for Receipt...

Submit Address/Phone/Email Batch to LIUNA...

Check for Update...
N

Image 5a

= [m] X

Utilities > Check for Update...
Utilities > Import > Engineers And /

Utilities > Update Apprenticeship H
Utilities > Update Dues Code Tool...
Utilities > Update Market Recovery |
Utilities > Update Member Class Grc
Utilities > Update Member Passwor

|‘ "y \ The database needs to be updated. All users must be out of the
program. Any user in the program during the update will be
automatically logged off. Continue?

Image 5¢

5/22/2024
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6) Check or verify that you are logged in as your
WORKDUES cashier in MTP

Log in as your WORKDUES cashier. If you don’t have a
WORDUES cashier, go back to the previous section,
“Preparing for Your First CAS to MTP Import.”

What are the steps?

A) Go to File > Change User...
and log in as your working dues cashier, WORKDUES.

B) Click Yes when asked to open the WORKDUES register
(Image 6a).

C) Verify that you're logged in as WORKDUES by checking
username in the upper left-hand corner (Image 6b).

Why are you doing this?

As a best practice, we DO NOT USE your daily MTP cashier
(where you take membership payments) when you perform
the CAS to MTP Import process. If anything happens during
the import process (errors, bad data, etc.) and you cannot
close the WORKDUES cashier’s register, you will still be able
to switch back to your daily MTP cashier and continue with
regular membership payments like normal.

% LiUNA!

Open Register?

e

Your register is not open. Open register?
~ -

Yes Mo |

Image 6a

@ WORKDUES 4 Membership Tracking Program

File  Reports tilities  Window  Help

o i

Image 6b

7) Check and Address Existing Post Batch Payments
Before the CAS to MTP Import

Before a CAS to MTP import, please address any prior batch
payments in MTP. The Post Batch Payments window needs

to be empty (Image 7c).

IMPORTANT! If you have existing Post Batch Payments,
address them before the CAS to MTP import. Contact MTP
Support if you feel you need help.

What are the steps?

A1) Go to the MTP pop-down menu and select
Utilities > Post Batch Payments... (Image 7a).

A2) You can always use the Search menus box, in the upper

right-hand corner of MTP, and type post batch. Then select,
Utilities > Post Batch Payments (Image 7b).

5/22/2024

[E] workpuEs - Membership Tracking Program
File Reports | Utilities | Window Help

Open Register
Close Register
Print Open Register

Reprint Register
Reprint Receipts...
Import 3
Export 3

Add Multiple Membership Type Rates Teol...
Check Pending Dialer Batches...

Check Pending Emailer Batches...

Check Pending Text Message Batches...
Contractor Dispatch Expiration Tool...

Create Restore Points For All Active Referral Lists...
|ATSE Local 52 Job Manager...

Issue Member Financial Relief Checks...

Member Appointments...

Member Autopay Teol...

Member Meeting Sign In/Out...

Pad Contractor Numbers Tool

Per Capita Tools »
Post Batch Payments...

Remove Referrals...

Image 7a

17



A3) If your register is not open, select Yes to open it.

NOTE: The Post Batch Payments window needs to be empty
to continue with the import (Image 7c).

If the window has existing payments, please stop and
contact MTP Support

% LIUNA!

Ipost batch|

Utilities > Post Batch Payments...

Image 7b

[Z] Post Batch Payments - o x

Post
= ‘Mum?ad /‘nnsmm 7| Contractor Number /‘C«MMNAM /‘Doawen Patialy Posted ‘Plyhmn ‘v

Report format options:
T~ Show only last 4 digits of SN

I~ Show contractor number on reports
r

a7

I Show member name with ttle and suffx on reports

Image 7c
8) Open the Import Batch Payments window in MTP [ WORKDUES - Membership Tracking Program
File Reports | Utilities | Window Help
You are ready to import your Local-specific CSV file from zl‘;;e LZ; '
CAS into MTP! Print Open Register v
Reprint Register 3
Reprint Receipts...
What are the steps? prnt Receipt
Import ][ Batch Payments..
Export 3 Contractor Data...
A1) Go to the MTP pop-down menu and select e Multiple Membership Type Rates Tool.. Engineers And Architects 2
Utilities > Import > Batch Payments... (Image 8a). Check Pending Dicler Batches.. Folio lmport Report..
Image 8a
A2) You can always use the Search menus box, in the upper
right-hand corner of MTP, and type batch payments. Then - O x
select, Utilities > Import > Batch Payments... batch payments

(Image 8b).

Reports » Contractor Reports > Contractor Batch Payments Report

Utilities » Import » Batch Payments...

Utilities > Post Batch Payments...

Image 8b

5/22/2024
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9) Import your Local-specific CSV file from CAS into
MTP

What are the steps?

A) Once the Import Batch Payments window opens, click
the three-dot button (Image 9a).

B) Find, highlight, and select your Local-specific CSV file
inside the appropriate folder month under the [Year]
[Month] folder structure that you created in Step 1. Then,
click Open in the file window.

C) Select Allow duplicate batches to be imported (Image
9b)
e  Why? Because a member can have multiple work
hours in one Local-specific CSV file from CAS.

D) Select Import individuals not found as archived non-
members (Image 9b).

e  Why? The CAS to MTP import process will
(automatically) add brand-new individuals to your
MTP, when needed.

e For Membership Type, select NON-MEMBER.

e  For Membership Status, select INACTIVE.

e  FYI - If District Council has an individual flagged as a
Traveler, the local membership type will be
overridden and set to TRAVELER with a local status
of INACTIVE. Travel In Local number will be
populated from District Council.

E) Select Generate Membership Type Discrepancy Report
(Image 9b)
e Why? This report compares the DC Membership

Type with your Local Membership Type. You need to
resolve and correct membership type discrepancies

before next month’s close business.

F) Select Generate Inserted Individuals Report (Image 9b)
e  Why? This report shows you all the new individuals
that were added to your MTP from CAS
automatically — TRAVELERS and NON-MEMBERS.

G) Select Generate Inserted or Update Contractor Report
(Image 9b)
e Why? This report shows you all the inserted
(i.e. new) and updated contractors in your MTP.

H) Click OK (Image 9b)
1) Watch the progress bar (Image 9c).

5/22/2024

=

Select the import file:

| .|

[ Allow duplicate batches to be imported
[ Import individuals not found as archived non-members:

Membership Type: [a4pPPRENTICE =] J
Membership Status: | TERMINATED (OUT MORE T ~ | J

I Generate Membership Type Discrepancy Report
I Generate Inserted Individuals Report
I Generate Inserted or Updated Contractors Report

| Cancel | Help

Image 9a

=)

Select the import hle:
|F:\2'|]22'\district council web portal\02 Feb 2022\ Local D004 J

¥ Allow duplicate batches to be imported
¥ Import individuals not found as archived non-members:

Membership Type: |NON-MEMBEH j
Membership Status} |INACTIVE ~]

|
N

[+ Generate Membership Type Discrepancy Report
[+ Generate Inserted Individuals Report
[+ Generate Inserted or Updated Contractors Report

oK | Cancel | Help

Image 9b
Please Wait...
Updating existing members..
AOERMAENEOER

Image 9c¢
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10) Save the Multiple Batch Import Inserted
Individuals Report

A Print Preview of the Multiple Batch Import Inserted
Individuals Report will only be displayed (Image 10a) if
there are new inserted individuals from the CAS import.

If this report does not generate, proceed to Step 10.

What are the steps?
A) Save as PDF by clicking the Save icon (Image 10b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

Why are you doing this?

Saving the PDF is a good paperless practice. Having the PDF
saved allows you to go back, review, and print as needed.

3/18/2021 9:37 AM Page 1 of 1
R0O7149

LABORERS' INTERNATIONAL UNION OF NORTH AMERICA
Multiple Batch Import Inserted Individuals Report
LIUNA LOCAL 4

District Council

Membership Type

Training Id #_Name SSN
TS5 TR TOURNEY WORKER

Home Local _Contractor # _Contractor
TOSE A DIAZ CORRAL 00008+

ADIUSTABLEFORMETNG

Image 10a

» @[] -| Pagewidth

Excel I

‘ Word

Image 10b

11) Map or add new Contractors to your MTP

All contractors found in the Local-specific CVS file comes
from the CAS Portal (Image 11a).

The Map Import Contractor Name window (Image 11b) will
appear if an imported contractor cannot be reconciled
automatically in your MTP with the following:

e  MTP check #1 — Contractor Number.
e  MTP check #2 — Contractor Name.

All contractors listed in the Map Import Contractor Names
window need to be mapped or inserted/added as new
(Image 11b).

What are the steps?
A1) Check if the contractor already exists in your MTP, use

the drop-down arrow ! to map the contractor in to the
correct profile (Image 11b).

5/22/2024

Laborers' District Council
WEB Portal

Reports Contractor Reports

Contractor Reports

E FLOORINGS INC ors
LPWF
State: IN Zip: 46373 Penalty
Balance 822 51

Image 11a
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% LiUNA!

A2) When the contractor is new, click the three-dot menu [ S =

button -/ to insert/add the new contractor to your MTP Th MO mrim il b e At St Pk et A G S Mt e 5 g M ¥ st
. . . nat be imporied  The matched names will be saved on each contractor’'s import Contractor Names tab.
and then click OK in the window (Image 11c).

Once all contractors have been mapped or inserted/added... YT RTT)
GEORGE SOLLITT CONSTR CO
HARD ROCK CONC CUTTERS IN

B) Click OK (Image 11b) O CONTHVE BT I

MACK CONSTRUCTION SERVICES LLC
MARK 1 WATERPROOFING AND RESTORATION

C) Watch the progress bar (Image 11d). bl

SPRAY INSULATIONS. INC

Note 1: Contractors not mapped or added will not be saved.

Note 2: If this is your first time performing a CAS to MTP Image 11b

Import, the process of mapping contractors can be very

tedious. Rest assured, this process will speed up and take [ Map frmpert Corsr o

less time with each monthly CAS to MTP Import. e w—
not be imported. hmhdnmmdlhnvdmud!mmahnpmmm"-mhb

.
[ add New Contractor

Convoci ane: EEICENENTE
Contractor Number. [35862

(optional)

POWER FORCES, LLC
SPRAY INSULATIONS INC

ok | [cance | Help |
Image 11c
E Pleas= Wart... b4
_Updatirum... = ) )
Image 11d
12) Save “Multiple Batch Import Inserted or Updated M RERSUNTERNATIONAL UNION.OF NORTH AMERICA
) Multiple Batch Import Inserted or Updated Contractors Report
Contractors Report v B >
INSERTED Contractors
Once the progress bar (Image 11b) is completed, a Print e S e s g e T e oo
Preview of the Multiple Batch Import Inserted or Updated o B T -
Contractors Report is automatically displayed full screen e . -
(|mage 123) UPDATED Contractors
This report shows you the inserted/added and updated  — | 5
mage 12a

contractors in MTP from the CAS import.

What are the steps?

I EFIEE

Page Width
Excel
PDF
Word

A) Save as PDF by clicking the Save icon (Image 12b).

Image 12b

5/22/2024 21



B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

Why are you doing this?

Saving the PDF is a good paperless practice. Having the PDF
saved allows you to go back, review, and print as needed.

Chicage = @
Labarers 1 \
Counci

O

13) Save “Multiple Batch Import Exception Report”

A Print Preview of the Multiple Batch Import Exception
Report is automatically displayed full screen (Image 13a).

If this report does not generate, proceed to Step 14.

What are the steps?
A) Save as PDF by clicking the Save icon (Image 3b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview and read the important information below.

If there are contractor(s) listed under the section
Contractors in the file found in MTP more than once,
do not proceed to Step 14 (Image 13a).

Ex. Duplicate Name Contractors Search in MTP:
PAN AMERICAN CONSTRUCTION INC (Image 13a).

YOU MUST ADDRESS the duplicate name contractor(s)
found in this report before you proceed or you will produce
batch failure record(s) during the import process.

If you have duplicate name contractors, STOP the CAS to
MTP import process by clicking Cancel in Step 14

and do not proceed until you address the contractors found
in this report!

What are the steps (fix duplicate name contractors)
A) Under Contractors, use Smart Search and search on the

contractor’s name that was listed — i.e. the name was found
more than once in MTP.

5/22/2024

4/27/2021 1027 AM
Ro07108

Page 1 of 1

LABORERS' INTERNATIONAL UNION OF NORTH AMERICA
Multiple Batch Import Exception Report
LIUNA LOCAL 76

s found in file but not found in MTP

Contractors in file found in MTP more than once

Name Contractor #
PAN AMERICAN CONSTRUCTION INC 023671

Image 13a

I EFFICE

Page Width
Excel
PDF

Word

Image 13b

E Search For Contractor

Search By: ISrnart Search .I
Search For: |pan american

W Include archives

Cortractor Number
CND0000014914
023671

123456

L3

Cortractor Name

D PAN AMERICAN ...,
PAN AMERICAN CONSTRUCTION INC
PAN AMERICAN CONSTRUCTION INC

Image 13c
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B) In the Search For Contractor window, review and verify
the Contractor Numbers for each contractor listed (Image
13c).

C) Double-click on the contractor that you want to keep, the
one that has the correct six-digit contractor number.

D) Go Tools > Contractor Merge Tool (See Step 6) and
merge the other contractor with the correct one.

Once all the duplicate name contractors in this step have
been merged/renamed/addressed, go back to Step 6 and
start the CAS to MTP Import process over again.

Chicago
Labarers’

14) Enter numerical code to proceed with the CAS to
MTP batch import

What are the steps?

A) Enter the numerical code in the white input box and
click OK (Image 14a).

B) Click Yes, to proceed (Image 14b).
Why are you doing this?
Because we trust the accuracy of the data being provided by

the District Council’s CAS Portal, therefore it is OK to
proceed.

[ Proceed?

You chose to allow duplicate batches.

This means any batches in the file that

were already imported will be imported

again. Some of the information in this

batch cannot be imported. Do you want
to go ahead with the import?

Enter 3411816 in the box below to
indicate you have checked the prewvious
report for accuracy and understand that

this operation cannct be undone.

— al

Remember this operation cannot be

undone. Any attempt undoing this

may result in a billable charge
(Reversing this operationm) .

Image 14a

Proceed?

Again, this operation cannot be undone, Any attempt
undoing this may result in a billable charge [Reversing this

operation).

Do you want to proceed?

Yes | Mo |

Image 14b

15) Save “Multiple Batch Import Membership Type
Discrepancy Report”

A Print Preview of the Multiple Batch Import Membership
Type Discrepancy Report is automatically displayed full

screen (Image 15a and 15b).

This report shows you any discrepancies between an
assigned standard District Council Membership Type (DC

5/22/2024

3/2/2021 2:59 PM
RO07147

Name
GIUSEPPE CAMACT
JESUS R CAMPOS
ROLANDO CANTU
EUSEBIO CANTU Il
JANIS CARBERY
RANDY R CARL
ANTONIO CARRANZA
JOSE G CASTANEDA
OSBALDO CASTANEDA
EDUARDO CASTILLO
MANUEL CASTILLO
THOMAS CASTILLO

LABORERS' INTERNATIONAL UNION OF NORTH AMERICA

Multiple Batch Import Membership Type Discrepancy Report
LIUNA LOCAL 1

Iralning ID# S8 Contractor #__ Contractor DC Type
0005537 753

Local Type

012 CERAMI CONST CO LTD FKA.
62 000665 CONTRACTING & MATERIAL
000396 BERGLUND CONSTRUCTION
012037 KELLER NORTH AMERICA
SCURTO SEALCOATING &
PLOTE CONSTRUCTION, INC
FOUNDATION BUILDING
TROCH-MC NEIL PAVING CO
KESSOR ENTERPRISES LTD.
MIDWAY BUILDING
ARTLOW SYSTEMS

TOUGH CUTS CONCRETE

0051857
0005693
0005719
0175085
0005858
0000216
0044309
0089183
0151904
0089378
0090098

TERMINATED

Image 15a

JOURNEY WORKER
JOURNEYWORKER
JOURNEYWORKER
JOURNEYWORKER
JOURNEYWORKER
JOURNEYWORKER
APPRENTICE

JOURNEYWORKER
JOURNEYWORKER
JOURNEYWORKER
JOURNEYWORKER
JOURNEYWORKER

23



Type) and your Local Membership Type (Local Type) on

individuals (members or TRAVELERS) that were listed in ———
e . . . roomr LABORERS' INTERNATIONAL UNION OF NORTH AMERICA

your local-specific CSV file from CAS that you imported into Mulfiple Batch Import Membership Type Discrepancy Report

MTP LIUNA LOCAL 0152

TEODORO E ABARCA 0001637 T
i

What are the steps? ALBERTO AGUILAR 0163264 BERGER EXCAVATI CoNSTER

MATEO AGUIRRE 0001903 E#£1804 035558 POWER FORCES, LLC JOURNEYWORKER
FELIPE MONTANO ALCAUTER 0051047 HH-H4-4056 032846 MARTINEZ UNDERGROUND JOURNEYWORKER
DARON ALISAUSKAS 0151646 5462955 035053 BULLEY & ANDREWS APPRENTICE

JOSE ALONSO 0002155 HEEHETATS 022341 JA C MASONRY INC JOURNEYWORKER

JOURNEY WORKER
BERGER EXCAVATING CONSTR JOURNEYWORKER

A) Save as PDF by clicking the Save icon (Image 15c). Image 15b

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

Example 1 (Image 15a): In the report, the Local has a
member assigned with a Local Type of APPRENTICE but
District Council has this same member assigned with a DC
Type of TERMINATED. Who is correct — the Local or DC?

Image 15c¢

Example 2 (Image 15b): In the second report, District
Council has a member assigned with a DC Type of CONSTR
LABORER but the Local’s Membership Type is
JOURNEYWORKER. Who is correct — the Local or DC?

Click here to review the standard membership types.

16) Save Total Record Summary Window Wit Tracking Progiuni %
A window displays the Total Records, the number of -
. R { . Total Records: 1121
imported successes, number of failures, and number of '0I
batches created (Image 16a). — 1121 imported successtully.

0 failures,
DO NOT CLICK OK, vet! 191 batches created.

Please use the Windows Snipping Tool to save a screenshot

of this Total Records window.

Image 16a
What are the steps?
¥ Snipping Tool - *
A) To open the Snipping Tool, press the Start key, type CgNew [EIMode ~ () Dely ~ I Concel (L Options
snipping tool, and then press Enter. Select the snip mode using the Mode button or click the New @
button.
Snipping Tool keyboard shortcut: @ Snipping Tool is moving... ~
Press WindOWS |0g0 key + Sh|ft + S In a future update, Snipping Tool will be moving to a new
home. Try improved features and snip like usual with Snip
8 Sketch (or try the shortcut
B) Click File > New Snip and then box select the MTP Total Windows logo key = Shift + S).
Records window to capture the image (Image 16b). Try Snip & Sketch

Image 16b
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C) To save the snip/image, click File > Save As and save the
image to the appropriate folder month under the Year >
Month folder structure that you created in Step 1.

D) Name the PNG or JPAGE file a Year-Month-Date
Description file naming structure using the CAS Portal

Publish Date.

Example file name using the CAS Portal Publish Date:
YYYY-MM-DD Batch Total Records.png

E) Once you save the image, click OK.

Why are you doing this?

Document the batch failure records which you will help fix
them when you contact MTP Support.

SUPPORT INFO - If you have any batch failure record(s) (Image
50), they must be addressed with your current month’s CAS to

MTP import.

Batch failure record(s) are related to payments not being posted

under a specific contractor because their name or their
contractor number was not unique.

To find out what contractors are associated to the batch failure
record(s), please go back to Step 12 and review the contractors
that are listed under the Multiple Batch Import Exception Report
— Contractors in the file found in MTP more than once section.

Please note, batch payments for these contractors might have to

be imported manually.

Once the contractor(s) are addressed in MTP — with unique
contractor number(s) and unique name(s) — batch failure

record(s) related to the contractor(s) will no longer occur during

batch imports.

With help fixing your batch failures, please contact MTP Support.

17) Save “Multiple Batch Import Report”

A Print Preview of the Multiple Batch Import Report is
automatically displayed full screen (Image 17a).

This report shows you a list all the batch work hours
imported into MTP from CAS by contractor number and
contractor name.

What are the steps?

A) Save as PDF by clicking the Save icon (Image 17b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

Why are you doing this?

Saving the PDF is a good paperless practice. Having the PDF
saved allows you to go back, review, and print as needed.

3/4/2021 11:49 AM Page 1 of9
R007106

b LABORERS' INTERNATIONAL UNION OF NORTH AMERICA
Multiple Batch Import Report
LIUNA LOCAL 76

Month Paid Description

o1

010264  ABBEY PAVING & SEALCOAT 0172021
ABC CUTTING CONTRACTORS 01/2021
ACCEND CONSTRUCTION LLC 012021
ACURA INC 01/2021
035665  ADAMSON PLUMBING 012021
000084 ADJUSTABLE FORMS INC 1212020

000084 ADJUSTABLE FORMS INC 01/2021
035373 ADVANCED WELDING & EQUIPMENT 0112021
035849 AGPD PAVING LLC DBA CARDI 01/2021

Image 17a

"

» @ |0|Aa(H-| Pagewidth
‘ Excel I

Word

Image 17b

5/22/2024
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Chicago

Labarers’
18) Post Batch Payments [Z] WORKDUES - Membership Tracking Program
File Reports | Utilities | Window Help
Open Register 3
Now that you’ve imported your batch work hours, the next Close Register v
. Print Open Register 3
step to post your batch work hours in MTP. R ,
Reprint Receipts...
What are the steps? Import :
Export 3
Add Multiple Membership Type Rates Tool...
A1) Go to the MTP pop-down menu and select Check Bending Disler Batches...
Utilities > Post Batch Payments... (Image 18a). A
Check Pending Text Message Batches...
Contractor Dispatch Expiration Tool...
A2) You can always use the Search menus box, in the upper e P Fe Al ac e et Lo
. |ATSE Local 52 Job M
right-hand corner of MTP, and type post batch. Then select, ke
Utilities > Post Batch Payments (Image 18b). Member Appointments..
Member Autepay Tool...
Member Meeting Sign In/Out...
Pad Contractor Numbers Tool
Per Capita Tools 3

Post Batch Payments...

Remove Referrals...

Image 18a

Ipost batch]
Utilities > Post Batch Payments...

Image 18b
a
19) Post Batch Payments —
c P:; Paid Date Entered Contractor Name Contractor Number Description Partially Posted Pay Amount Total =
V013 4/20/2023 ALLEN PRESTWOOD CO... |035687 r $104.60 $104.60
What are the steps? T v ALENPRESTWOODCO|8687 S B—"
Vo020 4/20/2023 AIR 8 WELLNESS SAFETY... 035815 r $157 $157
vV 0520 4/20/2023 AIR 8 WELLNESS SAFETY... | 035815 r $254 $254
v 06720 4/20/2023 AIR 8 WELLNESS SAFETY . | 035815 r $1685 $16.85
. .. P o2 4207200 AR 8 WELLNESS SAFETY... 035815 r 1583 51583
A) In the Post Batch Payments window, please maximize AT a0 ARSWELNESS SKFETY. 3515 T s sz
_— vV 0820 4/20/2023 ARGO CONSTRUCTION LLC | 035662 r $93.76 $93.76
H V1020 4/20/2023 LEON CONSTRUCTIONC... | 034760 r 126,46 12646
the window (Image 19a). P ONm wmvem LEONCOWSTRICTONC |10 n— wn
V21 4720203 ARGO CONSTRUCTION LLC | 035662 r $338 $338
Vv 0421 4/20/2023 AIR 8 WELLNESS SAFETY... | 035815 r $18.06 $18.06
12 0522 4/20/2023 MIDWAY BUILDING SERV... 034289 r ($319.73) $319.73)
. H 7] 4/20/2023 "TRIBCO CONSTRUCTION .. | 034301 r $56.88 $56.88
B) Scroll down and verify that you DO NOT have any Partial T a0 WHTENECONSTRIET 06125 [T TR
vV 4/20/2023 AZTEC CEMENT CO 035709 r $499.04 $499.04
Posted payments. If you do, STOP and call INCOM Support E IR R e S NS = n Do
* ’ * vz 4201203 WHIPPIN WORK LLC 035800 r $12443 $12443
V22 4/20/2023 AZTEC CEMENT CO 035709 r $23285 $232.85
vV 222 4/20/2023 (COMPASS CONCRETE MA .. | 020809 1] $287.96 $287.96
V22 4/20/2023 GOLF CONSTRUCTION 1035701 r $1,160.72 $1,160.72
— . 2 r
REQUIRED - Select the check boxes below: M7 R e e -
Va2 4/20/2023 J LJ CONTRACTING INC. 033879 r $1.760.65 $1.760.65
| [ 77 4202023 LUC GROUP LLC 035719 r | $188.86 $188.86 I;j
¢ :
C) In the Post column, select the top check box, which will | Py
¥ Show report of inactive and archived members in selected batches IV Show only last 4 doits of SN
H W Show umber
automatically select all the batch payment below D | Flownal i bl T e P s i e
¥ Show member name with title and suffix on reports.
(Image 19a). e st
P Overwrite current template

¥ Update each member's contractor oK Help
D) In the bottom left-hand corner, select all three reports

options. These reports will be explained in the upcoming
steps (Image 19a).

Image 19a

E) Report format options: Select the first four check boxes
to ensure data integrity (Image 19a).
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OPTIONAL — Contractor data import options based on your
current CAS to MTP file:

F) Template of Employees Options:

Option 1: Check the Save employees to the template of the
batch contractor:

A) Optional: Check Overwrite current template to overwrite
each Contractor’s Template of Employees tab

B) Optional: Check Update each member’s contractor to
update each member’s Contractor field on the Membership
Screen (Image 19b).

Option 2: When using MTP Dispatching functionality:
uncheck the Save employees to the template of the batch
contractor box so that last month’s Close of Business CAS
data does not overwrite any Contractor’s Template of
Employees tab or a member’s Contractor field on the
Membership Screen (Image 19b).

G) Click, OK (Image 19a).

% LiUNA!

O

|
RGO

F Template of Employees Options
[V Save employees to the template of the batch contractor

IV Overwrite current template
¥ Update each member's contractor

Image 19b

20) Save “Post Batch Payments Proof Report”

A Print Preview of the Post Batch Payments Proof Report is
automatically displayed full screen (Image 20a).

This report lists the total dollar amount of WORKING DUES
that was imported into MTP from CAS.

Note: The actual amount that gets distributed to your Local
will be the WORKING DUES total (above) MINUS your
required Local CONTRIBUTIONS to the other entities —i.e.
GROC, etc.

What are the steps?
A) Save as PDF by clicking the Save icon (Image 20b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

3/3/2021 11:26 AM Page 1 of 1
Rzt LABORERS' INTERNATIONAL UNION OF NORTH
AMERICA
Post Batch Payments Proof Report
LIUNA LOCAL 0152

Payment Type Description Amount
6 ‘WORKING DUES ==
Grand Total: B =]
Image 20a

Image 20b

5/22/2024
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21) Save “Individuals Without Initiation Dates”

A Print Preview of the Individuals Without Initiation Dates
report is automatically displayed full screen (Image 21a) if
you have members receiving Working Dues that do not
have a date filled in the Local Initiation Date field on the
Dates tab (Image 21c).

If this report does not generate, proceed to Step 22.

These members are typically either Transfer Ins or
TRAVELERS — manually added or through the CAS to MTP
Import process. In either situation, the Local Initiation Date
may not have been set.

What are the steps?

A) Save as PDF by clicking the Save icon (Image 21b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

D) Click No in the Set Initiation Dates window (Image 21d).
Before next month...

Address each member’s Local Initiation Date for the Per
Capita Report. If you don'’t, the report will be generated

each time you perform a CAS to MTP import.

Therefore, for each member listed, manually set the flag as
Hide for Local Initiation Date in the Dates tab (Image 21c)

Then set the Local Initiation Date — to the same date as the
International Insert Date (Image 21c).

% LiUNA!

3/23/2022 10:49 AM Page 1 of 1

Individuals Without Initiation Dates
LIUNA LOCAL 1035

Social Security _ Training ID Card Number __ Local L
1442 0146863 1035 TRAVELER

0191633 TRAVELER

0191601 NON-MEMBER

Name
JOSHUA P ARNOLD
HUMBERTO ARREOLA- LARA
DREW BLEAN

KIMBERLY BLUNT

BRIAN BOBULA

0191598 TRAVELER
0094939 TRAVELER
GUSTAVO DELTORO 0008421 1035 JOURNEY WORKER
CODY DODGE 0191754 TRAVELER

ROBIN D HANKE 0013238 1035 TRAVELER
MARCOS JARAMILLO HEEE2TAT 0191544 NON-MEMBER

Image 21a

Page Width
Excel

| PDF
Word

® aDaR-

Image 21b

I Ostes | Tracking/Balances Due | Payment Hstory | Payment Plans | Invoice Hstory | Paid Theu Dtes | Comments | Late Notices | Skils | Contracter Hours | .
Fre-retire Rate:

[ [useDae ;I-'l Internsbional Insert Dote:[5302001 . | I
Local Iniition Dote: 52072001 [l e <]~

Daebweam:. | [seDme ==

Referral Do (3772008 .| Last Voted Date: =
Wity Leave Date| .| EromiLocall Waitary Reworn Datec] | ToLocat
Transtes In Date:[ | [sepate =] =] Trenster Out DateJ1052017 .| [08

Transterred into Local Date = Unused Transfer Date:| =

Last Suspended Date: [107672005 .| LestResdmitDae] .| [Gew  <]=
Lestsuspended PO | Comscted S Dot |
Joureyworker Data [ | [ecDate <] Fomsms
Militory Discharge Date | .| I Vteran Disability Date (]|

Setting to show or hide will either show o hide on per capits report regardless of date criterial

Image 21c

Set Initiation Dates X

)| Set the initiation date of the individual(s) listed on the

|® One or more individuals were found without initiation dates.
oy previous report to the earliest batch they appear on?

Yes No

| Cancel I

Image 21d

5/22/2024
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22) Select Batch Payment Post Options

In the Batch Payment Post Options window, please use the
following options (Image 22a)

What are the steps?

A) Payment Date: Use Publish Date noted in Step 3G page
14 - i.e. the date the Zip files were publish to the CAS Portal

e  Why? Use the CAS Portal Publish Date so that it will be
displayed as the Receipt Date, under the Contractor
Hours tab in MTP.

B) Payment Method: In the pop-down menu, select D. DEP.
e  Why? Auditors know that Locals don’t receive physical
checks for work dues, therefore they want to see

direct deposit flagged.

C) Comments: Type the month and year for the imported
data from CAS —i.e. the prior month’s close of business.
Example: JAN 2021 CAS DATA
e  Why? Track and document which month’s close of
business data was imported.

D) Post Options: Select Contractor register.

e  Why? Both Member and Contractor register options
produce the same summary report but the Contractor
option is easy to read and more concise.

E) Check Show amounts as zero in register.

e  Why? The working dues is not directly processed in
MTP therefore it comes in as a batch history record
from CAS.

F) Print Receipt Options: leave all options unchecked.
e  Why? You're not printing any receipts.

G) Email Receipt Options: leave all options unchecked.
e  Why? You're not emailing any receipts.

H) Deletion Options: Select Subtract amount from register.
e  Why? The option corrects data errors if there are
negative amounts in the batch import.

1) Check Remember above settings. This check only applies
to the three “Options” settings above.

J) Click OK.

5/22/2024

[ Batch Payment Post Options Il

A || PaymentDate: [3/15/2023 |-||

[~ Setto Dues Date

B | | Payment Method:|n pEp ¥
Reference: |
Total Amount: | £0.00

D Post Dptions:
" Member register
¥ Confracior register

E [v Show amounts a5 zero in register
F Print B eceipt Oiplions:

I~ For each member

™ For contracior
G Email R eceipt Options:

[T For each member

™ For contracior

[T Fill Last Reference Date with Pay Date
H — Deletion Dptions:

" Refund the amount

" Apply amount to previous balance

¥ Subtract amount from register
" NSF (Bad check)

I [v Femember above settings

OK | Cancel Help
Image 22a
=] Please Wait... 5
Posting 105 of 161
i
s
Image 22b

SUPPORT INFO: A common error can occur with Batch Imports
from CAS when a negative amount has to be subtracted from a
member (who has no reported working dues) typically because of
an audit adjustment.

To fix these types of batch issues, please contact MTP Support.

29


https://www.membershiptrackingprogram.com/support

K) Watch the progress bar (Image 22b).

% LiUNA!

[ Cocuments | [l Change History | Referral List | Referral Calls | Referral History |
M Dates | [] Tracking/Balances Due [ Payment Hastory | [ inwoice History | [l Commets | Atemate Adcress | [l Submi
Payment History (Since 3/172018)

PaymentDate | Method | Total Commert

1/1/2021 21312 $213.12:011213 $73
12/1/2020 188,15 |$188.15: 011213: $10.(70.57: MARCH 2021 PLAYDATA

D. DEP

2/10/2021 188,15 $188.15: 011213 $10.050
111372021 CASH $90.00

1211772020 CHECK $431.24 $431.24: 011213 $7.878.61
11/19/2020 CHECK $41292 $412.92: 011213: $9,393.68
10/22/2020 CHECK $503.66 $503.66: 011213 $11,882.10
10/19/2020 CASH $90.00

9/23/2020 CHECK $358.81 $358.81: 011213: $8,268.79

Image 22c

Note: You can view your Batch Payment comment under the
Payment History and Invoice History tabs once you've
completed the CAS to MTP Import process (Image 22c)

“ . . . .
23) Save “Inactive and Archived Members in Batches o s L ABORERS' INTERNATIONAL UNION OF NORTH AMERICA :
Report” (1 of 3) Inactive and Archived Members in Batches Report
LIUNA LOCAL 0152
A Print Preview of the Inactive and Archived Members in N
Batches Report is automatically displayed full screen —— i S T
(Image 23a). B, e 1o s -
Image 23a
What are the steps?
A) Save as PDF by clicking the Save icon (Image 23b).
B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.
C) Click the X in the upper right-hand corner to close the Image 23b
Print Preview for the import process to proceed.
Why are you doing this?
Saving the PDF is a good paperless practice. Having the PDF
saved allows you to go back, review, and print as needed.
24) Save “Hours for Non Members and Inactive
. ” Room LABORERS' INTERNATIONAL UNION OF NORTH
Members in Batches Report” (2 of 3) AMERICA
Hours for Non Members and Inactive Members in Batches Report
LIUNA LOCAL 76
A Print Preview of the Hours for Non Members and Inactive
B Ao L eNDED b en R Feer CoNC TR I e
Members in Batches Report is automatically displayed full e = n - = -
screen (Image 24a). R ERRATD e N RDRNE o
JUAN AMEZCUA SUSENDED o076 0ol WARDAASSOCINC 155000
TERRELL BAHAR INACTIVE 03RS AIR & WELLNESS SAFETY e
What are the steps? Image 24a
A) Save as PDF by clicking the Save icon (Image 24b).
B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.
5/22/2024 30
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C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

Why are you doing this?

Saving the PDF is a good paperless practice. Having the PDF Image 24b
saved allows you to go back, review, and print as needed.

Page 1of1

25) Save “Hours by Month Paid for Non Members g
. . ” LABORERS' INTERNATIONAL UNION OF NORTH AMERICA
and Inactive Members 14 Batches Report (3 Of 3) Hours by Month Paid for Non Members and Inactive Members in Batches Report

LIUNA LOCAL 1
i i H Month Paid Name raining Status. ocal Contractor ontractor __________ Hours Pai
A Print Preview of the Hours by Month Paid for Non e SR e Sy
1 1202 JUAN LOPEZ 0045370 SUSPENDED 0001 102070 HUGH HENRY 113.0000
Members and Inactive Members in Batches Report is Wi omALbbsoro TEEDE Wn WSomb  om b eswhesmvame o
automatically displayed full screen (Image 25a) T e Rt B s nsreo i coot N e R = o e e
Image 25a

What are the steps?

A) Save as PDF by clicking the Save icon (Image 25b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the

. X - Image 25b
Print Preview for the import process to proceed.
Why are you doing this?
Saving the PDF is a good paperless practice. Having the PDF
saved allows you to go back, review, and print as needed.
26) close Register & workpues - Membership Tracking Program
File Reports | Utilities | Window Help

Open Register » g
Now that you’ve posted your batch payments, it’s time to f‘_"“j:‘-“f:’g_ e

rint Open Register 3 one System Register
close the WORKDUES register. Reprin Register P Vi Mochle Register

Reprint Receipts... My Office Registers

Import o All Registers
What are the steps? Bxoort '

Image 26a
A1) Go to the MTP pop-down menu and select
A . . . - O *
Utilities > Close Register > This Register (Image 26a).
ltis]

A2) You can also use the Search menus box, in the upper Utilities > Close Register > This Register
right-hand corner of MTP, and type this. Then select, Utilities > Open Register » This Register
Utilities > Close Register > This Register (Image 26b). Utilities > Print Open Register > This Register

B) Click Yes to close your WORKING DUES register Image 26b
(Image 26c).
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Close Register

e Are you sure you want to close this register?

Image 26¢
27) save llRegiSter Summary Report" 3/3/2021 2:02 PM Page 1 of 1
oooons LABORERS' INTERNATIONAL UNION OF NORTH
AMERICA

A Print Preview of the Register Summary Report is
automatically displayed full screen (Image 27a).

What are the steps?
A) Save as PDF by clicking the Save icon (Image 27b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

Why are you doing this?

Saving the PDF is a good paperless practice. Having the PDF
saved allows you to go back, review, and print as needed.

Register Summary Report
LIUNA LOCAL 68

Cashier: WORK DUES - WORK DUES &

Open Date: 3/3/2021 Close Date: 3/3/2021
Open Time: 1:38 PM Close Time: 2:02PM
Opening Cash: $0.00
ACH Total: $0.00
Image 27a

% | & [C]a [ -

Page Width
Excel
PDF

Word

Image 27b

28) Save “Cashier Audit Report — Member Register”

A Print Preview of the Cashier Audit Report — Member
Register is automatically displayed full screen (Image 28a).

What are the steps?
A) Save as PDF by clicking the Save icon (Image 28b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

Why are you doing this?

Saving the PDF is a good paperless practice. Having the PDF
saved allows you to go back, review, and print as needed.

5/22/2024

3/212021 3:12 PM Page 1 of 2
R000003

LABORERS' INTERNATIONAL UNION OF NORTH AMERICA
Cashier Audit Report - Member Register
LIUNA LOCAL 1

Cashier:  WORKING DUES - WORKING DUES
Trans. Comment/  Typeof
Amount Reccipt No. _ Reference _Check No. _ Payment
5000 WOR P.BAL
5000 WOR P.BAL
5000 WOR P.BAL.

me  Name
07:50 SOTO, OSVALDO

Card No.
0004718143
0004098359
0003800026
0003630936

6

5000 WOR P.BAL
5000 WOR P.BAL.
Total Dollars Collected: 50.00
Total Dollars Refunded: $0.00
Total Transactions: H

Image 28b

32
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29) Save “Cashier Audit Report — Contractor Register”

roomn LABORERS' INTERNATIONAL UNION OF NORTH AMERICA
Cashier Audit Report - Contractor Register
LIUNA LOCAL 68

A Print Preview of the Cashier Audit Report — Contractor
Register is automatically displayed full screen (Image 29a).

What are the steps?

A) Save as PDF by clicking the Save icon (Image 29b). S BRSO
Image 29a

B) Save the PDF to the appropriate folder month under the

Year > Month folder structure that you created in Step 1. Note: If any line items your report show an ERROR, please

contact INCOM MTP Support.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

% @.LI b~ PageWidth
Excel
PDF
Word

D) Click No. (Image 29c).

Image 29b
Reprint Reports?

l-".. ..\'I If register reports did not print properly select yes to reprint.
¥ Reprint?

ves

Image 29c

30) Select Print Fee Distribution Report Options | =

In the Print Fee Distribution Reports window please use the | [ _Check each report o run:
following options. I ¥ Fee Distribution Summary I

[ Fee Distribution Details by Payment Method

What are the steps?
™ Include payments to previous balance

A) Check Fee Distribution Summary (Image 30a). ¥ Include payments that post as zero in register

B) Uncheck Fee Distribution Details by Payment Method | 2 l Eans
(Image 30a).

Image 30a

C) Uncheck Include payments to previous balance (Image
30a).

D) Check Include payments that post as zero in register
(Image 30a).

5/22/2024 33
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E) If this window pops up, click OK (Image 30b).

| Mo information is available for this report.

QK

Image 30b

31) Save “Fee Distribution Summary Report”

A Print Preview of the Fee Distribution Summary Report is
automatically displayed full screen (Image 31a).

What are the steps?
A) Save as PDF by clicking the Save icon (Image 31b).

B) Save the PDF to the appropriate folder month under the
Year > Month folder structure that you created in Step 1.

C) Click the X in the upper right-hand corner to close the
Print Preview for the import process to proceed.

YOU ARE ALMOST DONE...
Proceed to the next section, CAS to MTP Post-import

Validation (page 35) to verify all records and dues were
imported correctly from CAS.

3/2/2021 3:15 PM

roorser LABORERS' INTERNATIONAL UNION OF NORTH

AMERICA
Fee Distribution Summary Report
LIUNA LOCAL 1

Payment Type Account Code Amount
‘WORKING DUES N
Total: T S
Grand Total: T S
Image 31a

2 &[0 -| Pagewidth
Excel
PDF

Word

Image 31b

Page 1 of |

5/22/2024
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CAS to MTP Post-Import Validation Checks

Check 1)
Review the screenshot of the Total Record Summary
Window (from Step 16, page 24).

The Total Records imported, e.g. 1331 (see Image A)
should be equal to the number of rows imported from
your Local-specific CAS to MTP file, minus the Row 1
header row (see Image B).

Check 2)
Review the screenshot of the Total Record Summary
Window (from Step 16, page 24).

The number of contractor Batches created during the
import, e.g. 370 (see Image A) should be equal to the
“Cashier Audit Report — Contractor Register”(from
Step 29) Total Transactions, e.g. 370 (see Image D).

5/22/2024

Total Records: 1331

1331 imported successfully.

0 failures.
370 batches created.
oK |
Image A

1328 874-8 88 8/1/2023 0 4303.2
1329 878-5 40 8/1/2023 0 1956
1330.893-9 213 8/1/2023 0 10831.35
1331 885-7 160 7/1/2023 0 85116
1332| -7 167 8/1/2023 0 8508.61
1333

| Local 0004_CSV_0919202308405059

Ready o Accessibility: Unavailable

Image B

Total Records: 1331

1331 imported successfully.
0 failures.

370 batches created.

oK |

Image C

LABORERS' INTERNATIONAL UNION OF NORTE
Cashier Audit Report - Contractor Register
LIUNA LOEAL 4

35



Check 3)

The three reports, to the right, should all have the
same total Working Dues amounts — the monies
should be equal.

Image E — Detail Contribution Group by Local: Total
Dues column (PDF from Step 3E, page 14)

Image F — Post Batch Payments Proof Report: Grand
Total (PDF from Step 20, page 27)

Image G — Fee Distribution Summary Report: Grand
Total (PDF from Step 31, page 34)

Last Step!

For the protection of your members against identity theft
(stolen/shared files or a printed report), please delete your
Local-specific CSV file from your computer.

What are the steps?

A) Go to the appropriate folder month under the Year >
Month folder structure that you created in Step 1 and...

B) DELETE your Local-specific CAS CSV file from your
computer or shared-drive location (Image 32a).

Why are you doing this?

Three reasons: 1) The .CSV file contains SSNs and working
due amounts on members of your Local, 2) You are
removing the potential for your Local to be held
accountable for identity theft on any member found in the
file and finally, 3) You are ensuring that you don’t
accidentally select it during next month’s CAS to MTP
import.

YOU ARE DONE!

Name

i Local 0000 -
il Local 0000 -
|:] Local 0000 -
H Local 0000 -
i Local 0001 -
# Local 0001 -
(&) Local 0001 -
Local 0001 -

% LiUNA!

DETAIL CONTRIBUTION GROUP BY LOCAL

Gross Total
CONTRACTOR Hours Wage Dues IROC LPL

PRIME SCAFFOLD INC

PRIME STAGING INC

KESSOR ENTERPRISES

|
$123,456.78

Image E

M
LABORERS' INTERNATIONAL UNION OF NORTH
AMERICA

Post Batch Payments Proof Report
LIUNA LOCAL 4

Payment Type Description Amount
6 =

I Grand Totak: $123.456.78 I

Image F

T
LABORERS' INTERNATIONAL UNION OF NORTH
AMERICA
Fee Distribution Summary Report
LIUNA LOCAL 4

Payment Type Account Code Amount

WORKING DUES

I Grand Total

$123,456.78 I

Image G

Detail Contribution Group by Local - 2021-01 446

Detail Contribution Group by Local and Contractor - 2021-01 446

Detail Contribution Group by Local and Contractor_021720210449542829
Detail Contribution Group by Local_02172021044904370

Detail Contribution Group by Local - 2021-01 446

Detail Contribution Group by Local and Contractor - 2021-01 446

Detail Contribution Group by Local and Contractor_02172021044958474
Detail Contribution Group by Local_02172021044907920

. 200
ﬁ? Local _0001_

v -01446
CSV_02172021045110942

Image 32a

5/22/2024
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Resolving Discrepancies between Local and DC Membership Types

What are DC Membership Types?
In addition to contractor and hours, DC also tracks
their own Membership Types in CAS based on how the
individual is viewed within the Westchester and Fox
Valley Funds. Examples are:

e Travelers (i.e. out of district)

e Salaried Supervisors

e Union Officers and Staff

e Retired

e Etc.

All three entities, 1) DC, 2) the Training Center, and 3)
the Locals have their own Membership Types in the
effort to track individuals within their separate
accounting/membership tracking systems.

FYI — CAS is the accounting system used by the LIUNA
Chicago Laborers’ District Council to track and manage
contractors and member’s contractor hours.

How do you know if you have a DC Membership Type
Discrepancy?

During the monthly import of your Local-specific CAS
data file into MTP (which tracks and updates your
local’s contractor hours, information, and work dues),
it also updates the read-only DC Membership Type
field on your MTP Membership Screen.

During the CAS to MTP import, the option to print the
Multiple Batch Import Membership Type Discrepancy
Report is selected (Step 9E, page 19) and then saved
with your other import reports (Step 15, page 23).

5/22/2024

sl [C Membership Type: lm
- | ocal Membership Type: lm
Local Membership Status: W
— MembershipType:’m J
Membership Status: W J
Paid Thru Date: ,W J

Image A
Training Center Membership Screen
Memberhsip Types (from top down): 1) DC, 2) Local, and 3) Training Center

Local:lﬂmd—;| J
Travel In Local: [[None]
DC Membership Type: [JJOURNEYWORKEI
Membership Type: JOURNEYWORKEI
S TVE
Paid Thru Date:W J
Initiation Date:[8302006 |

Image B
Local Membership Screen
Memberhsip Types (from top down): 1) DC, and 2) Local

Page 1 of |

DNAL UNION OF NORTH AMERICA
JMembership Type Discrepancy Report

LIUNA LOCAL 4

w#_ Contracto DC Type Local Type
BARTKOWSKI LIFE SAFETYJl  NON-COMPLIANT _ CONSITR WORKER
KESSOR ENTERPRISES LTD. JOURNEYWORKER
INT CNST & GEN LABDIST I U OFC/STAFF 50 YR MEMBER

INT LOCAL #4 U OFC/STAFF 50 YR MEMBER

ALLSTATE CONCRETE NON-COMPLIANT  JOURNEYWORKER
ENGLER MEIER & JUSTUS I NON-COMPLIANT ~ CONSTR WORKER
F H PASCHEN/S NNIELSEN ¢  NON-COMPLIANT ~ JOURNEYWORKER

Image C
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What are the steps to fix/address your DC ' INTERNATIONAL UNION OF NORTH AMERICA
Membership Type Discrepancies? S

1) Review your Multiple Batch Import
Membership Type Discrepancy Report

2) Print and highlight the individuals that you feel
need to be fixed/addressed

3) Scan and save the report as a PDF

4) Attach and email the highlighted PDF report to
District Council — Kate Hughes,
khughes@liunachicago.org.

5) District Council will review your highlighted
discrepancy report and check for (or request)
proper documentation under the Documents
tab in MTP before any changes will be made.

6) IMPORTANT: Resolve any DC Membership
Type discrepancies as soon as possible or at
least by the next month’s close of business.
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Best Practice

Right-click and add frequently-used reports to Report > Favorites

Add a report to your Favorites

What are the steps?

A) Go to the MTP pop-down menu and select Reports >
Membership Reports > Local Members Assignment at

Training Center Report (Image 1a).

B) Once you find the report, right-click on the highlighted
report name.

C) Click Yes (Image 1b)

Your report is now added to Report > Favorites (Image 1c).
And don’t forget...

You can always use the Search menus box, in the upper right-
hand corner of MTP, and type local assighment. Then select,

Reports > Membership Reports > Local Members Assignment
at Training Center Report (Image 1d).
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Check that you are receiving working dues on your ACTIVE, NEW, and PARTIAL status members

Check that you are receiving working due on your
ACTIVE, NEW, and PARTIAL status members

FYl: A member must have the same local assighment at the
Training Center as they do at your Local —i.e. one-to-one with
local assignment — for working dues on that member to be
allocated to your Local.

REMINDER: Local Assignment determines three things:
1) MTP bi-directional synchronization
2) Working dues distribution to each Local
3) MCL benefits

There are two ways to check and verify the local assignment
of a member at the Training Center. See below.

1) Check a single member from the Membership Screen
a. Search for the member
b. Select the QR Code on the row of icons and select
Open in browser (Image 1a)
c. You can view the member’s Public Directory
(Image 1b), that member is one-to-one with Local
Assignment

2) Check all members in your MTP
a. Go to the MTP pop-down menu and select
Reports > Membership Reports > Local Member
Assignment at Training Center Report (Image 1c) or in
the Search menus box, in the upper right-hand corner
of MTP, type local assignment and select Local
Member Assignment at Training Center Report
b. Under the Report section, check Unassigned Members
(Image 1c)
c. Under the Membership Type to include: section,
select Check All (Image 1c)
d. Under the Statuses to include: section (Image 1c),
check: ACTIVE, NEW, and PARTIAL PAYMENTS
e. Select Mask first 5 digits of SSN
Click OK (Image 1c)
g. Save the PDF to the appropriate folder month under
the Year > Month folder structure that you created for
your CAS to MTP imports.

b
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